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Introduction Letter 
 

 

 

 

August 2021 

 

Greetings Colleagues,  

 

The start of the 2021-2022 school year welcomes new opportunities to engage parents and caregivers in 

school and District-level programming, whether in person or virtually, that will benefit families and 

ultimately enhance student success. We are excited to introduce you to the updated, electronic Parent and 

Family Engagement Administrator’s Guide. 

 

The 2021-2022 Buffalo Public Schools Parent and Family Engagement Administrator’s Guide contains 

important information to shape the development of your school’s Parent and Family Engagement Plan. This 

Guide also details the district’s Parent Engagement Liaison Program, Parent Leadership, Parent and Family 

Engagement Data System and more. Building relationships, creating opportunity and working with parents 

as partners to ensure ongoing student learning, wellness and development are enhanced by the 

implementation of your school’s plan. 

 

In addition, your approved plan, in accordance with Every Student Succeeds Act (ESSA), Public Law 114-

95, Section 1116, permits your school to receive Title I Parent Involvement funds, consistent with the 

expectation that “…programs, activities, and procedures shall be planned and implemented with meaningful 

consultation with parents of participating children.” 

 

You will be notified of training opportunities to assist with developing your school’s Parent Engagement 

Plan. Please review the Guide and reach out to your school’s Office of Parent and Family Engagement 

Supervisor for questions, plan development assistance, as well as other support to enhance parent 

engagement in your buildings. 

 

We look forward to working in partnership with you this school year. 

 

Thank you, 

 

Dr. Ramona Reynolds 

Ramona Reynolds 
OPFE Instructional Specialist III 
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What is Parent Engagement and Why is it Important? 
 

In the summer 2021, the Buffalo Public School District (BPS) convened a committee of parents, 

caregivers, teachers, educational support staff, administrators and community tasked with re-

envisioning Parent Engagement in the BPS. The committee met four times and engaged in robust 

dialogue that resulted in the development of a districtwide operationalized definition for Parent 

Engagement (see below). The committee also offered parents and caregivers additional opportunities 

for input via a Parent Engagement Survey. Survey results analysis confirmed some existing practices 

and offered new ideas.  

 

School and district-level colleagues are encouraged to consider the survey results below as you 

develop your plan to engage parents and families.  

 

What is Parent Engagement? 

 
Active voice1, involvement and presence2 of parents and caregivers, working with all in school, home and/or 

community to ensure ongoing student learning, wellness, and development. 

 

1. Parent Voice - The right and opportunity for parents and caregivers to express their thinking and 

understandings about their children’s and families’ everyday lives and educational experiences in 

and out of school. (McKennan and Millen 2013) 

2. Parent Presence - Parent or caregiver’s actions and involvement in their children’s education, 

whether through formal school spaces and traditional activities or in more personal, informal spaces, 

including spaces created by parents themselves (Carreón et al., 2005, p. 466.) 

 

Why is Parent Engagement Important? 

 
Parent engagement is considered the best predictor of student success.1 Parents play a vital role in all 

stages of children learning; their engagement in their child’s education improves achievement. Parents 

and families provide their children with the foundation of their values, including educational 

responsibilities, home/school expectations and aspirations. Parents are the primary providers in 

preparing their children for school readiness and academic success. Parents’ knowledge of their 

children’s unique histories, traditions, life experiences, and learning experiences are important to their 

success. Parents also share knowledge about community resources and challenges, both of which are 

valuable and critical to their child’s progress.  

 

 

 

 
1. PTA, N. (2000). Building Successful Partnerships: A Guide for Developing Parent and Family Involvement 
Programs. (pp. 11-12). Bloomington, Indiana: National PTA, National Education Service. 
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Parent Engagement Survey Data 
 

Survey Results as of 7-13-2021  

• 706 Total Responses 

 

Question 1: Do you agree with the above-written definition of parent engagement? 

 

672 responded “Yes” to survey question #1 (95%) 

 

34 responded “No” to survey question #1 

(5%) 

 

 

 

 

 

 

 

 

Question 2: If you answered no to question 1, please provide your feedback below: 

 

5 of 34 responded, “No answer entered” to survey question #2 (15%) 
 

12 of 34 responded with a topic unrelated to definition (35%) 

 

Examples of a response coded as Unrelated to Definition: 

• “Why do the kids have to wear the mask if some can't breathe out of it” 

• “This is hard for working parents to try and get the work done. I feel teachers didn't really do 

anything but post assignments.” 

 

Question 3: In what ways should schools and the district engage parents and caregivers? 

 

Response to Question #1

YES

NO
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Question 4: When you consider parent engagement, what works best for you? 
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What Does a Culture of Parent Engagement Look 

Like? 
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What Does a Culture of Parent Engagement Look Like? 
Six Types of Engagement 

Dr. Joyce Epstein of John Hopkin’s University developed a framework for defining six types of parent involvement. 

This framework can be utilized to assist educators in developing school and family partnership programs. The 

framework is intended as a support as you develop and implement your school’s Parent and Family Engagement 

Policy and related activity. 

 

 

Joyce L. Epstein, Ph.D., et. al., Partnership Center for the Social Organization of Schools, 3505 North Charles Street 

Baltimore, MD 21218-3843 
  

TYPE 1 

PARENTING 
Help all families establish home environments to support children as students. 

Sample Practices 

• Suggestions for home conditions that support learning at each grade level 

• Workshops, online lessons, virtual meetings to support parenting and child rearing at each age and grade 

level 

• Parent education and other courses or training for parents (e.g., TASC, college credit, family literacy, etc.) 

• Family support programs to assist families with physical, mental and emotional wellness and other services 

• Calls and workshops to support academic transition to pre-school, elementary, middle, and high school 

Community meetings to help families understand schools and to help schools understand families 

Challenges 

• Provide information to all families who want it or who need it, not just to the few who can attend 

workshops or meetings at the school building. 

• Enable families to share information with schools about culture, background, children's talents and 

needs 

• Make sure that all information for and from families is clear, usable, and linked to children's success 

Redefinitions 

• "Workshop" to mean more than a meeting about a topic held at the school building at a particular time. 

"Workshop" may also mean making information about a topic available in a variety of forms that can be 

viewed, heard, or read anywhere, anytime, in varied forms. 

Results for Students 

• Positive personal qualities, habits, beliefs, and values, as taught by family 

Results for Parents 

• Awareness of and confidence regarding child and adolescent development, and changes in home 
conditions for learning as children proceed through school 

• Awareness of own and others' challenges in parents 

• Feeling of support from school and other parents 

Results for Teachers 

• Understanding families' background, cultures, concerns, goals, needs, and views of their children 

• Respect for families' strengths and efforts 

• Understanding of student diversity 

• Awareness of own skills to share information on child development 
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What Does a Culture of Parent Engagement Look Like? 

Six Types of Engagement 
 

TYPE 2  

COMMUNICATING 

Design effective forms of school-to-home and home-to-school communications about school programs 

and children's progress. 

Sample Practices 

• Engagement with every parent at least once a year, with follow-ups as needed 

• Establish clear two-way channels on preferred modes of communication (school-to-home and home-to-

school) 

• Language translators to assist families as needed 

• Regular schedule of useful notices, memos, phone calls, newsletters, and other communications 

• Clear information on choosing schools or courses, programs, and activities within schools 

• Clear information on all school policies, programs, reforms, and transitions 

Challenges 

• Review the readability, clarity, form, and frequency of all memos, notices, and other print and non-

print communications 

• Consider parents who do not speak English well, do not read well, or need large type 

Redefinitions 

• "Communications about school programs and student progress" to mean two-way, three-way, and many-

way channels of communication that connect schools, families, students, and the community 

Results for Students 

• Awareness of own progress and of actions needed to maintain or improve grades 

• Understanding of school policies on behavior, attendance, and other areas of student conduct 

• Informed decisions about courses and programs 

• Awareness of own role in school partnership, serving as courier and communicator 

Results for Parents 

• Understanding school policies and programs 

• Monitoring and awareness of child's progress 

• Responding effectively to students' problems 

• Interacting and communicating with school and teachers 

Results for Teachers 

• Increased diversity and use of communications with families 

• Awareness of own ability to communicate clearly 

• Appreciation for and use of parent network for communications 

• Increased ability to elicit and understand family views on children's programs and progress 

 
Joyce L. Epstein, Ph.D., et. al., Partnership Center for the Social Organization of Schools, 3505 North Charles Street 

Baltimore, MD 21218-3843  
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What Does a Culture of Parent Engagement Look Like? 

Six Types of Engagement 

 

TYPE 3  

VOLUNTEERING 
Recruit and organize parent help and support. 

Sample Practices 

• Volunteer program to support teachers, administrators and other parents 

• Parent room or family center for volunteer work, meetings, resources for families 

• Annual survey to identify all available talents, times, and locations of volunteers 

• Parent Engagement Liaison, class parent or other structures to provide all families with needed information 

Challenges 

• Recruit volunteers widely so that all families know that their time and talents are welcome 

• Make flexible schedules for volunteers, assemblies, and events to enable parents who work to 

participate 

• Organize volunteer work; provide training; match time and talent with school need and recognize 

efforts so that participants are productive 

• Ensure that all volunteers are appropriately vetted 

Redefinitions 

• "Volunteer" to mean anyone who supports school goals and children's learning or development in any 

way, at any place, and at any time -- not just during the school day and at the school building 

Results for Students 

• Skill in communicating with adults. 

• Increased learning of skills that receive tutoring or targeted attention from volunteers 

• Awareness of many skills, talents, occupations, and contributions of parent and other volunteers 

Results for Parents 

• Increased comfort in school, and carry-over of school activities at home 

• Awareness that families are welcome and valued at school 
• Gains in specific skills of volunteer work 

Results for Teachers 

• Readiness to involve families in new ways, including those who do not volunteer at school 

• Awareness of parents' talents and interests in school and children 

• Greater individual attention to students, with help from volunteers 

 

Joyce L. Epstein, Ph.D., et. al., Partnership Center for the Social Organization of Schools, 3505 North Charles Street 

Baltimore, MD 21218-3843 
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What Does a Culture of Parent Engagement Look Like? 

Six Types of Engagement 

 
 

Joyce L. Epstein, Ph.D., et. al., Partnership Center for the Social Organization of Schools, 3505 North Charles Street 

Baltimore, MD 21218-3843  

TYPE 4  

LEARNING AT HOME 

Provide information and ideas to families about how to help students at home with homework and other 

curriculum-related activities, decisions, and planning. 

Sample Practices 

• Information for families on grade-level expectations for students in all subjects at each grade 

• Information on homework policies and how to monitor and discuss schoolwork at home 

• Information on how to assist students to improve skills on various class and school assessments 

• Regular schedule of homework that requires students to discuss and interact with families on what they 

are learning in class 

• Calendars with activities to support parents at home with students 

• Family educational activities at school 

• Summer learning packets or activities 

• Virtual learning activities and supports 

• Family participation in setting student goals each year and in planning for college or work 

Challenges 

• Design and organize a regular schedule of interactive homework that gives students responsibility for 

discussing important things they are learning and helps families remain aware of the content of their 

children's classwork 

• Coordinate family linked homework activities, if students have several teachers. 

• Involve families and their children in all-important curriculum-related decisions 

Redefinitions 

• "Homework" to mean not only work done alone, but also interactive activities shared with others at home 

or in the community, linking schoolwork to real life 

• "Help" at home to mean encouraging, listening, reacting, praising, guiding, monitoring, and 

discussing -- not "teaching" school subjects 

Results for Students 

• Gains in skills and abilities  

• Homework completion 

• Positive attitude toward schoolwork 
• Self-concept of ability as learner 
• De-compartmentalize learning (extends beyond the school day) 

Results for Parents 

• Awareness for how to support, encourage, and help student at home  

• Discussions of school, classwork, and homework 

• Awareness of instructional program each year and of what child is learning in each subject 
• Awareness of child as a learner 

Results for Teachers 

• Better design of homework assignments 

• Respect for family time 
• Satisfaction with family involvement and support   
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What Does a Culture of Parent Engagement Look Like? 

Six Types of Engagement 

 

TYPE 5  

                                                            DECISION MAKING 
Include parents in school decisions, developing parent leaders and representatives. 

Sample Practices 

• Active PTA/PTO or other parent organizations, councils, or committees 

• Independent advocacy groups to lobby and work for school reform and improvements 

• School and district-level councils and committees  

• Information on school or local elections for school representatives 

• Networks to link all families with parent representatives 

Challenges 

• Include parent leaders from all racial, ethnic, socioeconomic, and other groups in the school 

• Offer training to enable leaders to serve as representatives of other families, with input from and return 

of information to all parents 
• Include students (along with parents) in decision-making groups 

Redefinitions 

• "Decision making" to mean a process of partnership, of shared views and actions toward shared goals, 

not just a power struggle between conflicting ideas 

• Parent "leader" to mean a real representative, with opportunities and support to hear from and 

communicate with staff and other families 

Results for Students 

• Awareness of representation of families in school decisions 

• Understanding that student rights are protected 

• Specific benefits linked to policies enacted by parent organizations and experienced by students 

Results for Parents 

• Input into policies that affect child's education 

• Feeling of ownership of school 

• Awareness of parents' voices in school decisions 

• Shared experiences and connections with other families 

• Awareness of school, district, and state policies 

Results for Teachers 

• Awareness of parent perspectives as a factor in policy development and decisions 

• View of equal status of family representatives on committees and in leadership roles 

 

Joyce L. Epstein, Ph.D., et. al., Partnership Center for the Social Organization of Schools, 3505 North Charles Street 

Baltimore, MD 21218-3843 
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What Does a Culture of Parent Engagement Look Like? 

Six Types of Engagement 
 

TYPE 6  

COLLABORATING WITH COMMUNITY 

Identify and integrate resources and services from the community to strengthen school programs, family 

practices, and student learning and development. 

Sample Practices 

• Information for students and families on community health, cultural, recreational, social support, and other 

programs or services 

• Information on community activities that link to learning skills and talents, including summer 

programs for students 

• Service integration through partnerships involving educational, civic, cultural, health, recreation, 

and other agencies and organizations and businesses 

• Service to the community by students, families, and schools (e.g., recycling, art, music, drama, and other 

activities for seniors or others) 
• Participation of alumni in school programs for students 

Challenges 

• Solve “turf” problems of responsibilities, funds, staff, and locations for collaborative activities 

• Inform families of community programs for students, such as mentoring, tutoring, business 

partnerships 

• Assure equity of opportunities for students and families to participate in community programs or to 

obtain services 
• Match community contributions with school goals, integrate child and family services with education 

Redefinitions 

• "Community" to mean not only the neighborhoods where students' homes and schools are located but also 

any neighborhoods that influence their learning and development 

• "Community" rated not only by low or high social or economic qualities, but by strengths and talents to 

support students, families, and schools 

• "Community" means all who are interested in and affected by the quality of education, not just those with 

children in the schools 

Results for Students 

• Increased skills and talents through enriched curricular and extracurricular experiences 

• Awareness of careers and of options for future education and work 

• Specific benefits linked to programs, services, resources, and opportunities that connect students with 

community 

Results for Parents 

• Knowledge and use of local resources by family and child to increase skills and talents or to obtain needed 
services 

• Interactions with other families in community activities 

• Awareness of school's role in the community and of community's contributions to the school 

Results for Teachers 

• Awareness of community resources to enrich curriculum and instruction 

• Openness to and skill in using mentors, business partners, community volunteers, and others to assist 
students and augment teaching practices 

• Knowledgeable, helpful referrals of children and families to needed services 

Joyce L. Epstein, Ph.D., et. al., Partnership Center for the Social Organization of Schools, 3505 North Charles Street 

Baltimore, MD 21218-3843 
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OPFE Programming 
 

The OPFE oversees numerous BPS initiatives and activities to support families including: 

• Parent Centers 

• Parent and Family Engagement Summit 

• Parent Orientation 

• Parent Leadership 

o Parent Congress 

o Parent Engagement Liaisons 

o Parent Elections 

o PTO/PTA 

o Other Engagement Opportunities 

• School-Based Parent Engagement Support 

  

Parent Centers 
 

Since launching in October 2016, the Buffalo Public Schools Parent Centers have provided ongoing services 

to thousands of parents, caregivers, and the community. BPS Parent Centers are strategically located in four 

innovative Community Schools across the city (specifically Bennett-NE, East-E, South Park-S and Lafayette-

W).  Parents and caregivers are provided opportunities to collaborate, access resources, and engage in classes 

to support student success. Parents are invited to choose from a bevy of offerings to enhance their own 

personal growth and development. In April 2021, the BPS expanded services and outreach by launching 

virtual programming, using the following previously existing programming strands. Virtual programming will 

remain a staple platform for adult programming. 
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Parent and Family Engagement Strands 
 

Parents are invited to choose from a bevy of offerings aligned to the Seven Parent Center Strands, below, to 

ensure their own personal growth and development. 

 

Strand 1 Academics 

Provides critical information about how to effectively 

support children’s academic challenges and 

enrichment opportunities. 

Strand 2 
Social Emotional 

Learning and Wellness 

Provides strategies and resources to build healthy 

physical, mental, and emotional lifestyles. 

Strand 3 My Brother’s Keeper 

Exposes parents and caregivers with academic, social-

emotional, and enrichment support and learning to 

improve outcomes for males of color.  

Strand 4 
Parent Leadership & 

Advocacy 

Provides tools to become active leaders and/or 

trainers in partnering with the District to promote 

student success. 

Strand 5 

Personal and 

Professional Growth 

and Development 

Supports the personal and professional growth of 

parents and caregivers. 

Strand 6 
Soon-to-Be and New 

Parent Support 

Offers tools to parents and caregivers to meet the 

educational, social and emotional learning, and health 

needs of their child, as their first teacher.  

Strand 7 Family Bonding 

Provides a variety of enrichment activities, events, 

and programs structured to increase family 

engagement. 
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Parent and Family Engagement Summit 

 
Each year, the Buffalo Public Schools host the Parent and Family Engagement Summit. One goal of the 

Summit is to promote and enhance parent and family engagement to enhance student success. Another is to 

strengthen family bonding time by providing multiple opportunities for parents, caregivers, and children to 

learn together.  

 

To achieve the goals, the Summit offers a variety of free, fun, engaging student, adult, and family-centered 

learning sessions as well as cultural and wellness enrichment activities. Examples of such activities have 

included: 

• Outdoor Games with a Literacy Twist 

• Science Pop Bottle Greenhouse 

• Planting Seeds for Early Childhood Development 

• Teen Summit 

• Zoo Mobile 

• Book Mobile 

• Family Sack Races 

• Family Fitness 

 

The Summit also features student and parent recognitions and the ever-popular School and Vendor 

Showcases. As an added bonus, participants leave the event with tangible take-a-ways to benefit students and 

families beyond the Summit. 

 

Parent Orientation 

 
Each year, the OPFE partners with other BPS departments, schools, parent groups and community 

organizations to host a Parent Orientation. During the orientation, parents of Pre-K thru Grade 8 students 

receive important information and resources to support a successful start to the school year such as: Grade 

Level Expectations, Social, Emotional, and Wellness resources, Transportation guidelines and expectations, 

Special Education supports, Parent Engagement opportunities and more.  
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Parent Leadership: Opportunities for Parents to 

Engage 
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Parent Leadership 
 

Buffalo Public Schools Parent Congress 
 

The District Parent Congress is a parent leadership group comprised of representatives from each Board 

Recognized Parent Organization.  The purpose of Parent Congress is to ensure that opportunities for parent 

involvement occur on multiple levels. Additionally, the Parent Congress comprises elected representatives 

with equal representation of Board Recognized Parent Groups that will help inform the following district-

level decision making mandates: District Comprehensive Improvement Plan, District Committee of 

Stakeholders, Consolidated Application, Other Shared Decision-Making Opportunities. The Parent 

Congress will serve as a venue for disseminating relevant and important information from the District, as 

well as serving as a conduit for parental feedback to the District.  

 

Parent Congress Membership 

 
The Board of Education recognizes that parent groups play an important role in the education of Buffalo 

Public School students. To recognize the value of these groups to the important work of educating students, 

the Board of Education will invite interested parent groups to serve on the District Parent Congress, which 

will serve as a partner in district-level decision making. Parent groups that meet the following criteria 

would be considered for recognition by the Board and have a seat on the District Parent Congress: 

a) Must have Bylaws 

b) Have a greater number of Parents who make up membership 

c) Must have no fewer than 10 members 

d) Serve a District-wide Purpose 

 

Interested parent groups that meet the criteria are invited to complete a Parent Congress 

Application located in the Appendix section of this Guide and also may be accessed by clicking the 

Parent Involvement icon at buffaloschools.org. Click Submit on the electronic application or email 

or scan the completed application, bylaws, and any other supporting documents to: 

Amy Casillas-Osorio acasillas-osorio@buffaloschools.org 

 

 

  

mailto:acasillas-osorio@buffaloschools.org
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Board Recognized Parent Groups 
 

Buffalo Parent Teacher Organization (BPTO) - In order to facilitate student 

success within the Buffalo Public School District voices of all members of the 

community must be engaged through ongoing relationships. Thus, it is the mission 

of the Buffalo Parent Teacher   Organization (BPTO) to initiate, support, advocate 

for and recognize positive projects, programs and accomplishments of the students, 

their families, and schools. The BPTO is organized for the purpose of supporting 

the education of children in Buffalo Public Schools by fostering relationships 

among parents, families, administrators, all school staff (employed and volunteer), 

and community members. 

 

Buffalo Parent Community Health Worker Association provides support 

for a “Whole School, Whole Community, Whole Child” approach to 

education of children in the Buffalo Public Schools, with a focus on parent 

and Family leadership and engagement.  

 

    District Parent Coordinating Council (DPCC) - The primary purposes of 

the DPCC are to: 1) Ensure that a partnership is created with the Buffalo 

Public Schools in accordance with NYSED CR 100.11 and ESSA Section 

1116[a][1) Monitor and report on the implementation of the Buffalo Board 

of Education’s Parent Involvement Policy; and 3) Build capacity for parent 

involvement to   improve student achievement (DPCC Bylaws, 2016). All 

parents of Buffalo Public School children may elect to be members of the 

DPCC, but the voting members of the DPCC are comprised of a parent 

representative and alternate elected from the parent committee of each 

school in the District. 

 

Most Valuable Parents (MVP) – A Parent Group dedicated to pooling 

resources, lifting voices and volunteering services to enhance the quality of 

life in our community. 

 

 

      Special Education Parents Advisory Committee (SEPAC) - The   

    Special Education Parent Advisory Committee is dedicated to     

supporting families, coordinating services, and offering input to the BPS 

Special Education and the Board of Education. All meetings are open to 

parents of children receiving special education services in the Buffalo 

Public School District. 
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Annual School-Based Parent Election  
 

Representative Selection Process 

 

The process by which DPCC delegates and alternates are chosen is stated in the District Parent, Family and 

Community Involvement Policy, under Building Responsibilities and Expectations. It reads as follows; 

Principals, in creating environments that promote parent, family and community engagement, will create 

meaningful partnerships with parents, families and community stakeholders. Additionally, principals will: 

 

1. Involve parents in School Based Management Teams (SBMT) as outlined in the District Plan for 

School Based Planning and Shared Decision Making.  

 

2. Establish a parent/family organization in each school and shall: 

a. Call at least one business meeting of the parent organization each year in order to 

encourage the inclusion of new parents into the organization. 

b. Elect officers and have regular meetings, scheduled in consultation with parents and 

announced publicly, inviting all to attend. 

c. Maintain it as a viable entity to ensure that parents, who are full partners in their 

child’s education, have an opportunity to be included in meetings and decision-

making. 

d. Elect/appoint members to represent all parents from the school community to the 

district-wide parent body, School Based Management Team, and Action Teams 

related to student achievement. 

 

3. Involve families in school activities, which may include establishing an advisory board to 

develop, revise, and review the Parent Involvement policy;  

 

4. Establish a parent room in each school, which will include basic resources and infrastructure (i.e. 

meeting space, desk/table and chairs, a computer, phone, resource materials, etc.). 

 

5. Provide opportunities for community partnership.  
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Election Verification and Validation 

 

Part of the Principal’s Guide to Title I Parent Involvement/Education includes a Parent Leadership Form 

to be completed and submitted with each school’s Parent Involvement/Education Plan to the Office of 

Parent and Family Engagement. This form includes the names of the elected/appointed DPCC 

representatives and alternates. 

  

To comply with the District Parent, Family and Community Involvement Policy, parents who 

participated in the election of the parents who will serve as DPCC Representative and Alternates, as 

well as the administrator(s), must sign the form below certifying that they followed the process for 

selecting DPCC Representatives and Alternates.  

 

Signatures 

 

Yes, I did participate in the Parent Election process, have read and complied with the above guidelines. 

 

Parent Participants Name (Print) Parent Participant Signature Date 

1.   

2.   

3.   

School Administrator Name (Print) School Administrator Signature  

1.   

 

*A link to an electronic version of this form is available  https://www.buffaloschools.org/Page/97817 

  or by requesting from your OPFE Supervisor 

  

https://www.buffaloschools.org/Page/97817
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Parent Leadership Form  

Parent Leadership Form 2021-2022 

Please complete following your school’s annual Parent Leadership elections. This completed document must be 

emailed to OPFE@buffaloschools.org. Please DO NOT upload this document to the Share Point Parent 

Engagement Data System.  

 

School ______________________________ Principal ______________________ 
 

Parent Involvement 

Admin/Staff Contact 

Position Telephone Email 

    

 

School-Based Management Team (SBMT) Parent Representatives 
 

Role Name Address Telephone  Email 

Parent Engagement 

Liaison (PEL) 

    

DPCC Representative 
    

DPPC Alternate 
    

Parent Organization 

President 

    

Parent Organization 

Alternate 

    

 

Parent Organization Officers 
 

Role Name Address Telephone Email 

 

 

    

 

 

    

  

 

   

  

 

   

 

*A link to an electronic version of this form is available  https://www.buffaloschools.org/Page/97817 

  or by requesting from your OPFE Supervisor 
  

mailto:OPFE@buffaloschools.org
https://www.buffaloschools.org/Page/97817
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Parent Teacher Association/Organization  

 
In adherence to the Buffalo Board of Education Policy 3170, the district will provide support to schools in 

establishing a parent group. It is imperative that the school principal or designee works closely with parent 

group officers to plan activities that support school goals and needs; however, the school-based parent group 

is a financially independent group.  

 

Tips for Establishing a New Parent Group 
(Adapted from guidelines/information provided by PTO Today) 

 

FIRST STEPS 

 

1. Gather a small group of like-minded parents. Seek out other parents who share your vision of starting 

a parent group. Get together in a relaxed setting and share ideas about why you want to start a PTO/PTA. 

Write them down so you can use the ideas to develop a list of benefits. Be open with discussion. Talk about 

how much time you are willing to devote to the PTO/PTA. Be sure you know where everyone stands. 

 

2. Develop a purpose or mission statement for your PTO/PTA. This is a broad description of what you 

see as the core reason you’re forming a group. Here’s an example you can start with: 

The purpose of the PTO/PTA is to enhance and support the educational experience at [Our School], to 

develop a closer connection between school and home by encouraging parent involvement, and to improve 

the environment at [Our School] through volunteer and financial support. 

 

3. Brainstorm a list of benefits and a preliminary list of activities. Benefits include ways in which the 

school, students, and parents will benefit from a PTO/PTA. For activities, jot down a few major ideas. Be 

sure to emphasize building parent involvement over fundraising. The most important thing your group can 

do is get more parents connected with the school. Once you do that, everything becomes easier. Write down 

your ideas; you will use them to develop your kick-off letter, your fundraising plans, and your future 

committee structure. 

 

4. Brainstorm fundraising ideas. There are dozens of possible fundraisers spanning a wide range of 

activities and products. Most involve many volunteer hours to coordinate and implement.  

 

5. Adopt a fundraising policy. Keep in mind that fundraising shouldn’t be your number one goal. Having a 

reputation as “just a fundraising group” can kill your chances of attracting volunteers and new leaders. 

Here’s a sample fundraising policy for you to consider: [ABC PTO/PTA] will strive to raise funds to cover 

its annual budget and no more. The PTO/PTA will limit our fundraising programs to two per school year, 

unless we fail to meet budget. The PTO/PTA will strive to use the money raised in one year to benefit the 

school in the same year, other than a practical amount of funds to carry into the start of the next school 

year. PTO/PTA funds will always be used in accordance with the PTO/PTA’s mission. 
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6. Write it all down. Document the details of your plan, which will in turn drive all your efforts during 

start-up. Make your plan easy to read and clear. Document minutes of all your planning meetings, especially 

when you adopt bylaws and policies, and elect officers. 

 

7. Meet with the principal. Present your ideas, plan, and your desire to work together. Then listen. Keep in 

mind that you are not creating the principal’s personal fundraising team. You are forming a partnership with 

school. 

 

THE BASICS 

 

8. Draft a set of basic bylaws. Bylaws are the core rules that govern your organization. They address the 

makeup of the executive board, how officers are elected, how often meetings are held, and similar nuts-and-

bolts questions. Think about how you want your group to run, then look over a lot of other groups’ bylaws 

before adopting yours. Read the samples carefully and discuss the implications of each article with your 

founding group. Adopt bylaws by general agreement (acclimation) of your founding members/officers. Be 

sure to include a procedure to amend the bylaws later. Note that bylaws address the basics of how your 

group will run. As you organize, you’ll also want to create a set of policies (or standing rules). These are 

more specific, and you don’t need an amendment to change them. For instance, your bylaws might say you 

have a general meeting a minimum of four times a year; your policies might dictate that a meeting is held on 

the first Wednesday of each month. 

 

9. Get an employer identification number. Fill out IRS form SS-4 to get your PTO/PTA’s own employer 

identification number (EIN). You can download the form from the IRS website or apply online. This is a 

simple, quick step, and it’s free. But you’ll need an EIN to open a bank account. By the way, the EIN 

(which some people refer to as a “tax identification number”) is simply the way the IRS identifies 

businesses. It doesn’t mean you have to be an employer. 

 

10. Open a checking account at a local institution using the PTO/PTA’s EIN. Shop around for the best 

rates. 

 

11. Adopt a set of financial controls. One of the most important things you can do is put procedures in 

place to protect the money you raise. Keep in mind that while you currently may have the world’s greatest 

treasurer, someday someone else will hold that office. It’s a lot easier to put proper financial controls in 

place now than it will be later on. You’ll not only protect your group long-term against misappropriation of 

funds—and unfortunately that happens to PTOs and PTAs a lot more often than you might think; you’ll also 

help prevent simple mistakes that can cloud your financial picture. 

  

http://www.irs.gov/
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BUILDING SUPPORT 

 

12. Prepare to announce your PTO/PTA. Write an introductory letter for your teachers and parents. 

Develop a kick-off presentation for your first meeting. Be confident but not cliquish. People want to be part 

of a strong, well-organized group that gives the impression that it is not going to waste their time or money. 

Be sure to convey that in your public presentations, but also be sincere in your welcome to the whole 

community. If you let your enthusiasm show, people are sure to respond!         

 

13. Open the doors to the school community by holding your first meeting. Bone up on good meeting 

habits and basic parliamentary procedure. A working knowledge of a few basic principles of Robert’s Rules 

of Order can really help. Keep in mind that your goal is to inform and build enthusiasm. This is not the time 

to get bogged down in details. Create a printed agenda and follow it. Limit the meeting to one hour at most. 

If issues become contentious or inspire a lot of discussion, appoint a committee to study them. The purpose 

of this meeting is to rally support. If you’re ready, you can adopt bylaws and elect officers. Or you can put 

that off until a subsequent meeting if that makes more sense for your situation. 

 

AS YOU GROW 

 

14. Start building involvement. Going forward, the most important challenge you face is to build parent 

involvement. A group with three or four dedicated volunteers can make a significant contribution to a 

school. A group with a few hundred parents who feel connected to the group and the school can have a 

dramatic influence on the overall effectiveness of the school and the success of students. The most effective 

parent groups create the kind of supportive atmosphere where teachers and students alike can do their best 

work. 

The most important keys to building involvement: be truly welcoming and not cliquish; avoid earning a 

reputation for focusing only on fundraising; create lots of family events that help parents get comfortable 

with the idea of coming to the school. And keep in mind that there’s more power in 400 people donating 

two hours of their time than in four people donating 200 hours each. 

 

15. Get buttoned up. At some point you’re going to want to put a more formal structure in place, including 

incorporating and becoming tax-exempt. Many groups do that at the start, while others wait until they’ve 

achieved some growth and stability. Incorporation is done through the state. Obtaining tax-exempt status—

becoming a “real” non-profit—takes place through the IRS. It requires filling out a fairly detailed form that 

asks for information ranging from your mission to your typical fundraising gross. When you’re approved, 

the IRS issues a letter stating that your group is a tax-exempt charity under section 501(c) (3) of the federal 

tax code. (You may also need to apply for state sales tax exemption through your state’s tax office.) PTO 

Today’s PTO Start-up Toolkit offers a wealth of information on these steps along with other basics of 

starting a PTO. It also walks you through the 501(c) (3) application line by line. 

 

16. Make sure you’re covered. Consider purchasing insurance for your parent group. In most cases, parent 

groups are not covered under the school’s policy. General liability, bonding, director’s and officer’s 

(protects your board members), and property (protects items you own) are typical types of insurance that 

parent groups may carry.  

http://www.ptotoday.com/startup-guide


 
 
 
 
 

 

30  

PTO/PTA MEETING GUIDELINES 

1. Publicize the date, time, and purpose. 

2. Start on time.  

3. Introduce yourself.  

4. Follow the agenda.  

5. Acknowledge people by name.  

6. Manage discussion. Encourage members to speak up, but don’t allow the discussion to get 

repetitive or argumentative. Ensure that both sides are heard on controversial issues. Follow the 

basic principles of Robert’s Rules for motions, seconds, and voting. 

7. Don’t get bogged down by details. Let committees do the detail work; the general meeting is for 

tackling broad concerns.  

8. Ensure that minutes are taken.  

9. Clean up after yourselves. Replace the chairs, throw away your coffee cups, and turn out the lights. 

Be courteous guests. The custodians are already busy cleaning up after the students. 
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Other Parent Engagement Opportunities  
 

 

Opportunity 
Involvement 

Type 
Description 

1 

Parent 

Involvement 

(School) 

Various school-based functions activities, events and 

programming such as: Open-House, Family ELA 

Night, athletic activities, etc.. 

2 

Parent 

Involvement 

(District) 

Various district-led parent-based activities, events and 

programming such as: Parent Centers, Saturday 

Academies, Parent and Family Engagement Summit, 

etc. 

3 

Parent 

Engagement 

(Board 

Recognized) 

Interested parent groups that meet the following 

criteria may be considered for recognition by the 

Buffalo Board of Education: 

• Must have Bylaws 

• Have a greater number of parents who make up 

the membership 

• Must have no fewer than 10 members 

• Serve a District-wide purpose 

4 

Parent 

Governance 

(School) 

Each school will identify parents to serve on school-

based committees such as School-based Management 

Team. Parents will have the ability to elect parent 

representatives to serve on other school-based 

committees. 

5 

 

 

 

Parent 

Governance 

(District) 

Parent Congress will be elected representatives of 

Board Recognized Parent Groups that will participate, 

with equal representation, in district-level decision 

making. The Parent Congress will help inform the 

following district mandates: 

• District Comprehensive Improvement Plan 

• District Committee of Stakeholders 

• Consolidated Application 

• Other Shared Decision Making 
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School-Based Parent Engagement Planning Using 

Title I Funds 
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OPFE Supervisor School Assignments 2021-2022 
 

  TBD Amy Casillas-Osorio 

SCHOOLS 

#6 #3 

#27 #17 

#31 #18 

#32 #19 

#37 #30 

#43 #33 

#53  

#59 #45 

#59 annex (90) #48 

#61 #50 

#67 #54 

#69 #64 

#74 #65 

#80 #72 

#84 #76 

#89 #79 

#92 #81 

#93 #82 

#97 #94 

#99 #95 

131 @ 4 (7-12)  

   @ Tri-Main 

#198 @ 202 IPREP 

#156 Olmstead #207 Lafayette 

#192 Perf- Arts (187) #208 Riverside Academy 

#196 @ 39 MST #212 DaVinci 

#197 @ 39        #300 (OTC) @ #355  

#206 South Park #302 Emerson 

#301 Burgard #304 Hutch Tech 

#309 East #305 McKinley 

#359 Pathways @ 206 #335/415 @ Bennett Middle Early 

 #355 Culinary Arts & Hospitality 

#360 Pathways @ 301 #358 Pathways @ 208 

#361 Pathways @ 309 #363 @ Lewis J. Bennett 
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2021-2022 Parent Engagement Plan Timeline Checklist 

Pg. 1 
 

 

DUE DATE DOCUMENTS TO SUBMIT COMPLETE 

September 30, 2021 

 

☐ Parent Compact  

(Including required 

signatures) 

Planning Meeting 

Documents* 

☐ Agenda 

☐ Sign-In Sheets 

☐ Minutes 

 

☐ 

☐ Parent and Family  

Engagement Policy 

(Including required 

signatures, and 

descriptions of how the 

activity connects to 

Parent Engagement) 

Planning Meeting 

Documents* 

☐ Agenda 

☐ Sign-In Sheets 

☐ Minutes 

☐ Budget Sheet 

☐ Narratives 

 

☐ 

One submission of the Planning Meeting Documents can fulfill all Planning Meeting Document 

requirements if the submission includes planning for the Compact, Policy, Budget, Parent 

Leadership Elections and Title I Meeting. 

 

If multiple planning meetings are held, please submit the Agenda, Sign-In Sheets and Minutes for 

each meeting. 

 

Submit Parent Engagement documents by pressing Submit on any electronic form with a 

Submit button. Non- electronic forms and related attachments submit to: 

OPFE@buffaloschools.org. 

Use the Subject: School (insert school #) Parent Engagement Plan 

or upload to SharePoint when indicated. 

 

Parent Engagement funds MAY NOT be utilized until your plan is approved by OPFE. 

  

mailto:OPFE@buffaloschools.org
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2021-2022 Parent Engagement Plan Timeline Checklist 

Pg. 2 

 

DUE DATE DOCUMENTS TO SUBMIT COMPLETE 

At least 4 weeks 

prior to the approved 

parent engagement 

activity 

➢ Nutrition 

Requisitions 

entered directly 

into MUNIS by 

your school clerk 

Procedures outlined in the 

Parent and Family 

Engagement 

Administrator’s Guide 
☐ 

September 10, 2021 

➢ Parent 

Engagement 

Liaison (PEL) 

Contact Form 

Email completed form to: 
OPFE@BuffaloSchools.org 

☐ 

September 30, 2021 

➢ Parent 

Leadership Form 

with Parent 

Election 

signatures on the 

bottom 

☐ Submit Election 

Meeting Agenda and 

Minutes to SharePoint 

Parent Engagement Data 

System (Under Parent 

Elections) 

 

☐ Upload the Parent 

Leadership Form to 

OPFE@Buffaloschools.org 

NOT to SharePoint 

☒ 

October 29, 2021 ➢ Mandated Title 1 

Parent 

Meeting** 

Record the date of the 

Title 1 Meeting in the 

SharePoint Parent 

Engagement Data System 

and upload: 

Planning meeting documents** 

➢ ☐ Agenda 

➢ ☐ Sign-In Sheets 

➢ ☐ Minutes 

☐ 

**One submission of the Planning Meeting Documents can fulfill all Planning Meeting Document 

requirements if the submission includes planning for the Compact, Policy and Budget, Parent Leadership 

Elections and Title I Meeting. 

 

If multiple planning meetings were held, please submit the Agenda, Sign-In Sheets and Minutes for each 

meeting. 

 

Submit Parent Engagement documents by pressing Submit on any electronic form with a Submit 

button. Non- electronic forms and related attachments submit to: OPFE@buffaloschools.org. 

Use the Subject: School (insert school #) Parent Engagement Plan 

or upload to SharePoint when indicated. 

mailto:OPFE@Buffaloschools.org
mailto:OPFE@buffaloschools.org
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Annual Title 1 Parent Meeting Guidelines 
 

 

Each year, Title I schools are required to host a meeting, at a convenient time for parents, to which all 

parents of participating children will be invited and encouraged to attend. Offer a flexible number of 

meetings, such as morning, afternoon or evening, to support maximum attendance. Use of funds from 

this part may be used to provide transportation and childcare, as related to Parent 

Engagement/Involvement. 

 

The annual Title 1 meeting MUST 

➢ Explain your school’s participation in Title I 

➢ Explain Title I requirements 

➢ Explain participation in Title I, including: 

o Information regarding academic assessments, proficiency levels, and tools used to 

measure student progress 

o How Title I services will help improve student learning 

➢ Explain the District Parent, Family and Community Engagement Policy, School Parent 

Engagement Policy, and the School-Parent Compact 

➢ Explain how the Title I allocation will provide parents opportunities to become partners with 

the school in promoting the education of the child at school and at home 

➢ Share the Title I Parent and Family Engagement Plan Draft and budget Draft to elicit 

feedback 
 

Planning the Annual Title, I Meeting 
 

➢ Held in the beginning of the school year, and no later October 29, 2021 

➢ Choice of meeting format (Workshop, Welcome Night, etc.)  

➢ Title I staff should be present to explain their programs and how the programs will help 

student learning in both ELA and Math 

➢ The meeting should be widely publicized, with effort to reach all parents 

➢ The meeting must be documented 

o Upload the Annual Title I Meeting documents (Sign-In Sheets, Agenda, Minutes, 

Flyer, etc.) to the SharePoint Parent Engagement Data System 

https://district.buffaloschools.org/SitePages/ParentEngagementForm.aspx  

▪ Select Type of Activity: Title 1 Meeting 

  

https://district.buffaloschools.org/SitePages/ParentEngagementForm.aspx
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2021-2022 BPS Title I Parent Engagement Plan Overview 
 

Parent and Family Engagement Plan Rationale 

 
Each school must involve parents in the joint development of planning of any school-wide program in an 

organized, ongoing, and timely way. Each school and Local Education Agency (LEA) receiving assistance 

under Title I, Part A must ensure effective engagement of parents and support a partnership among the 

school, the parents, and the community to improve student academic achievement through training, 

information, and coordination activities. [ESSA Section 1116] 

 

Parent Engagement Plan Requirement 
 

• All Title I schools must submit a Parent and Family Engagement Plan. 
 

Plan Development Participants 
 

• Representative committee of at least 3 parents, including Parent Engagement Liaison 

• Teachers 

o include Title I Reading and Math teacher. AIS teacher, if applicable 

• Administrator 

• Teaching assistant, if choose 

 

Parents of children who participate in a Title I school must be consulted regarding Title I expenditures. Such 

consultation must take place before any expenditure is made, be ongoing, and continue throughout the fiscal 

year. 

 

The federally required annual Title I Meeting is an excellent venue for schools to provide parents 

information regarding Title I programming and expenditures.   

 

Plan Details 
 

• The Title I Parent Engagement Plan must be connected to your school Improvement Plan (e.g. 

SCEP, Growth, Continuation, etc.) 

• Align with the District’s Education Bargain 

• Utilize parent Involvement best practice (e.g. Dr. Joyce Epstein’s Six Types of Parent Involvement)  

• Cite quantitative Parent Engagement/Education goals 

• Detail activities that will assist your school community with fulfilling its Parent 

Engagement/Education goals, as well as enhance parents’ abilities to improve their child’s academic 

achievement 

• Indicate the method that will be used to measure success of each activity 
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Plan Components 
 

Narrative 

• Outlines goals, activities, and methodology used to evaluate the activity 

o A narrative must be submitted for each activity 

o Each activity narrative must list how it connects to parent engagement and the benefit for the 

parent and student 

 

Budget Summary Sheet 

• Outlines costs and must be completed for each activity. The budgeted amounts may not exceed your 

School-Based Budget allocations 

• If need to amend a budget line prior to completion of the Budget Summary Sheet, complete and 

submit the Amendment worksheet located in the Guide 

 

Signatures 

• Include signatures of the parents (minimum 3), teachers, and administrator(s) who participated in the 

development/revision of the Plan 

 

Supply Requisitions 

• Educational and instructional supplies may only be purchased for parent trainings and activities that 

will ultimately assist their children with school success 

• Order supplies for activities using one requisition per vendor 

• All requisitions should total $50.00 or more 

• Separate requisitions are required for each Parent Engagement activity 

• Do NOT use personal funds or school funds to pay for supplies or services 

• Refer to the Requisition Procedures for Title I Parent Engagement Supplies section of the Guide 

 

Nutrition Catering Form 

• MUNIS requisition approval and the nutrition purchase process may take up to four weeks 

• Refer to the Requisition Procedures for Title I Parent Engagement Food/Nutrition section of the 

Guide 

 

School-Parent Compact 

• Document outlines how parents, school staff, and students will share the responsibility for improved 

student academic achievement and the means by which the school and parents will establish a 

partnership to help children achieve the State’s high standards  

 

School Parent and Family Engagement Policy 

• Details how schools will partner with parents and involve them in their child’s education in 

accordance with ESSA Section 1116 

• Refer to Title I, Part A School, Parent and Family Engagement Policy section of the Guide 
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School Clerk Completion Support 

 
MUNIS Supply Requisitions 

• The school clerk or typist completes your school’s Parent Engagement supply requisitions 

 

MUNIS Nutrition (Food/Catering) Requisitions 

• The school clerk or typist completes your school’s Parent Engagement nutrition requisitions 

 

Postage Requisitions 

• The school clerk or typist completes your school’s Parent Engagement postage requisitions 

 

Payroll for Parent Engagement Activity 

• The school clerk completes your school’s payroll for Parent Engagement activities, events, or 

meetings 

• PONY the payroll to your OPFE Supervisor for review of activity allowance, fund lines, budget 

availability, supporting documents, etc. 

• Submit related Documents 

o Sign in sheets 

o Agendas 

o Evaluations 

o Flyers 

o Other evidence from Title I Parent Engagement activities, events, or meeting 

• Payroll will be processed once all required documents are submitted 

 

Parent Engagement Funds Access 
 

• Plan completion and approval by your OPFE Supervisor is required prior to access to your 

Title I Parent Engagement fund 

 

Activity Date Change 
 

• Contact your school’s OPFE Supervisor prior to the date change for any assistance if the original 

date was already approved in your Parent Engagement Plan 

• If a MUNIS Nutrition requisition has already been entered, the requisition will have to be 

reprocessed. Reprocessing may take a MINIMUM of four weeks 
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2021-2 BPS Title I Parent and Family Engagement Activity Narrative 

 

School: ______________________________________________________ 

Contact Person: ___________________________ Email: ______________________________   

 

Administrator Signature: _____________________________________ Date: ___________ 

Parent Signature: ____________________________________________ Date: ___________ 

Activity Title 
 

Date and Time of Activity 

 

School goal that this activity 

addresses 

 

Targeted Audience 

 

Identify the Type(s) of 

Involvement that this activity 

addresses: 

☐ Parenting 

☐ Communicating 

☐ Volunteering 

☐ Learning at Home 

☐ Decision Making  

☐ Collaborating with the 

Community 

Describe how the identified 

type(s) of involvement will be 

enhanced by this activity 

During this parent workshop, [Name presenter group or person] will 

provide parents with [Describe program and what parent 

involvement/engagement related support or instruction the program will 

provide] 

 

 

 

 

 

 

Parent Engagement related to [List type of involvement] will be enhanced 

by [List activity] by…. 

How will student learning be 

improved/enhanced? 

 

Administrator and/or Teacher 

Discussion Leader(s)  

Name(s)   Position/Title   # of hours 

 

Nutrition/Catering Total  

(not to exceed 10% of total 

allocation) 

 

How will the activity be 

evaluated? (Maintain copies of 

completed evaluations) 

 

 



 
 
 
 
 

 

41  

Title 1 Parent Engagement Budget Summary Sheet 
 

The Budget Summary Sheet outlines projected costs. Complete a Budget Sheet for each approved Parent 

Engagement activity. 

 

Teacher Discussion Leader for Parent Workshops 

• The Teacher Discussion Leader facilitates the workshop for parents and provides expert information 

to parents on building knowledge of academic programs, parenting skills, assessments as well as 

other ways to help children excel 

• Enter Discussion Leader hours anticipated for the event on the Title I Parent Engagement Budget 

Summary Sheet for each activity and calculate the total amount budgeted by multiplying the 

number of Teacher Discussion Leaders by the hourly rate 

 

Administrator Discussion Leader 

• The Administrator Discussion Leader facilitates the workshop for parents and provides expert 

information to parents about a topic 

• Estimate Discussion Leader hours anticipated on the Title I Parent Engagement Budget Summary 

Sheet for each activity and calculate the total amount budgeted by multiplying the number of Admin 

Discussion Leaders by the hourly rate 

 

Teacher Assistant 

• The Teacher Assistant may provide support to the Teacher or Admin Discussion Leader 

• Estimate Teacher Assistant hours anticipated on the Title I Parent Engagement Budget Summary 

Sheet for each activity and calculate the total amount budgeted by multiplying the number of 

Teacher Assistants by the hourly rate 

 

Contract Services 

Contact your OPFE Supervisor at least 3 months prior to the desired date of contracted service if a 

consultant is included in your Parent Engagement Plan. 

 

Parent Reimbursement 

• Parents may be eligible for reimbursement for transportation and childcare expenses 

• Parents may be eligible for reimbursement for assisting in the preparation or implementation of 

activities in the Title I Parent Engagement Plan 

o including participation at SBMT meetings or parent trainings 

o Principals may not pay parents to volunteer in the classroom, cafeteria, attend workshop, etc. 

o In order to receive reimbursement, schools must allocate funds in their School-based Budget 

prior to the activity 

o Parents must complete the Parent Transportation/Child Care Reimbursement form 

▪ Attach receipts to the document 

▪ Submit receipts and required documents to the school 

o School Clerk will enter the requisition to processed for reimbursement 

Nutrition 

• Nutrition may be purchased for parent activities that have been approved in the Title I Parent 

Engagement Plan 

o In order to purchase food, funds must be allocated for Nutrition in the School-based Budget 

o No more than 10% of the total allocation may be used for nutrition 

o A MUNIS requisition must be entered at least four weeks in advance 
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o Please refer to and follow the specific Nutrition Requisition Procedures outlined in this 

Guide as per Purchase Department    

 

Postage 

• Funds must be allocated for Postage in the Parent Engagement section of the School-based Budget to 

purchase postage 

• MUNIS requisition must be entered 

▪ Purchase and Audit online procedures must also be followed 

• Postage may be purchased for up to two mailings 

• Ensure that Title I-funded information is included in each mailing 

o Virtually (e.g. Schoology) to also utilize multiple methods of communicating information to 

parents such as: 

▪ School Connect calls, flyers, send in class take-home folders, school webpage, school 

social media pages, monthly newsletters, etc.  

 

Instructional Supplies (Parent Engagement) 

• Funds must be allocated for Instructional Supplies in the School-based Budget 

• A separate MUNIS requisition must be entered for each vendor 

• Place requisition to purchase Instructional Supplies for Parent Engagement approved activity when 

intended for: 

o Parent, school and/or at-home activities to support/enhance children’s success, as outlined in 

the school’s Title I Parent Engagement Plan 

o Capacity building to enhance parenting skills 

• Incentives not allowable with Title 1 Parent Engagement Funds 

o i.e., mugs, t-shirts, totes, backpacks, folders with school’s name, etc. 

▪   Please refer to the chart within this Guide for examples of allowable instructional 

supply expenses  

Parent Engagement 

• The focus of expenditures for Title I Parent Engagement is building the capacity of parents of 

children participating in Title I to function in partnership with schools to support high academic 

achievement 
 

 

  

Allowable Title I Engagement Purchases 

Examples 

Non-allowable Title I Engagement 

Purchases Examples 

Supplemental hands-on student learning 

activities 

Hands-on recreation activities 

Supplemental instructional materials and those 

that support student skill development in 

Common Core Learning Standards 

Components of core academic series 

Pamphlets for parents, providing tips in 

helping students with homework and study 

skills  

Pamphlets for parents about preventing 

cyber bullying 

Books for a Parent Engagement Lending 

Library 

Library books or literary works as part of an 

ELA/reading curriculum 
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2021-2022 BPS Title I Parent Engagement Budget Summary Sheet 
 

School: ______________________ Contact Person: ________________________ 

Email: _________________ Phone:  ______________ 

Complete a Budget Summary for each Parent Engagement Activity. Funds for Parent Engagement Activity 

must be allocated in your SBB prior to submission of this form. 

Type of Transaction  Pay Rate with 

Benefits 

Hours Number of 

Participants 

Total Budgeted  

PROFESSIONAL STAFF 
 

   

Teacher Disc. Leader for 

Parent Workshops 

$38.41/hr. 

 (check rates) 

    

Admin. Disc. Leader for 

Parent Workshops 

$40.91/hr. 

(check rates) 

   

Teacher Assistant Varies    

Subtotal     

 

CONTRACT SERVICES   

Consultant Name  

for Parent Workshops 

Specific Service Program Cost 

   

Subtotal   

 

 

NON-EMPLOYEE EXPENSE Cost 

Parent Reimbursement  

Nutrition (10% of Total Allocation 

maximum, not to exceed $500.00) 

 

Postage (up to two mailings)  

Subtotal  

  

TOTAL ACTIVITY COST $ __________________________ 

 
 

SUPPLIES/MATERIALS 

(Attach requisitions) 

List specific supplies needed for 

this activity 

Cost 

   

Subtotal   
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The School-Parent Compact 
 

The template below can be used as a framework for your School-Parent Compact. 

 

Shared Responsibilities for Student Academic Success 

 

As a component of the school-level parent and family engagement policy developed under this section, each 

school served under Title I must develop jointly with parents for all Title I children a school-parent compact 

that outlines how parents, the entire school staff, and students will share the responsibility for improved 

student academic achievement and how the school and parents will build and develop a partnership to help 

children achieve the State’s high standards. 

 

The compact shall: 

• Describe the shared responsibility between schools and families for student success. 

o School’s responsibility is to provide high-quality curriculum and instruction in a supportive and 

effective learning environment that enables the children served under Title I to meet the 

challenging State academic standards. 

o Parents’ responsibility is to support their children’s learning and take part in decisions about the 

education of their children and positive use of extracurricular time; 

o Student’s responsibility is to perform high-quality curriculum and instruction that enables them 

to meet the challenging State academic standards. 

 

• Describe parent-teacher communications to address the importance of ongoing communication between 

teachers and parents through, at a minimum: 

o Parent-teacher conferences in elementary schools, at least annually, during which the compact 

shall be discussed as it relates to the individual child’s achievement; 

o Frequent reports to parents on their children’s progress; 

o Reasonable parent access to staff, 

o Regular two-way, meaningful communication between family members and school  

staff, and in a language that family members can understand. 

 

http://www.nysed.gov/common/nysed/files/pfe-guidance.pdf 

  

http://www.nysed.gov/common/nysed/files/pfe-guidance.pdf
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2021-2022 School-Parent Compact Template 
 

Format of compact is up to you. If redesign, ensure all required components are included. 

 

School-Parent Compact 

[Insert School Name and #] 

2021 - 2022 
 

Dear Parent/Guardian, 

 

[Insert School Name] students and families participating in the Title I, Part A program agree that the 

Compact outlines how the parents/guardians, school staff, and students will share responsibility for 

improved student academic achievement. 

 

To help your child meet District and school goals, the school, you, and your child will work together as 

follows: 

 
School Responsibilities 

 

The administration, faculty and staff within [Insert School Name] will: 

 

1. Provide high-quality curriculum and instruction in a supportive and effective learning 

environment that enables the participating children to meet the challenging State academic 

standards by: (List/Describe what the school will do to help each student meet the overall district 

and school goals) 

o List or describe examples here 

2. Hold Parent-Teacher Conferences (at least annually) during which this Compact will be 

discussed, as it relates to the individual child’s achievement. (List/Describe: Dates parent-

teacher conferences will be held; How the School-Parent Compact will be utilized as a tool at the 

conference and; Additional opportunities for parents to meet with teachers throughout the school 

year) 

o List or describe examples here 

3. Provide parents with frequent reports on their children’s progress.  (List/Describe When and 

How the reports will be provided) 

o List or describe examples here 

4. Provide parents reasonable access to staff. (List/Describe When, Where, and How staff will be 

available for consultation with parents) 

o List or describe examples here 
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2021-2022 School-Parent Compact Template, (cont’d) 

 

[Insert School Name and #] 

 
Parent Responsibilities 

 

As a parent, I will: (List/Describe what parents will do to help their child meet the overall District and 

school goals. Examples- Ensure my children will arrive to school each day. Review homework and 

assignments. Communicate with my child’s teachers about my child. Attend school and District meetings 

and events.) 

• List or describe examples here 

 

Student Responsibilities 

 

As a student, I will (Describe/List what students will do to meet the overall District and school goals. 

Examples- Attend school each day. Complete schoolwork and homework.) 

• List or describe examples here 

 

Please review this School-Parent Compact with your child. This School-Parent Compact will be discussed 

with you throughout the year as we work together to help your child succeed in school.  

 

Yes, I did participate, or was given the opportunity to participate, in the planning of the Compact, and I have 

read and agree with the above. 

 

Parent/Guardian(s)       Date 

1._______________________________________   _____________  

2._______________________________________   _____________  

3._______________________________________   _____________   

Student        Date 

_______________________________________   _____________ 

 

Administrator       Date 

________________________________________   _____________ 

   

 

 

*A link to an electronic version of this form is available  https://www.buffaloschools.org/Page/97817 

 or by requesting from your OPFE Supervisor 
 

https://www.buffaloschools.org/Page/97817


 
 
 
 
 

 

47  

 

School, Parent and Family Engagement Policy 

 
A School, Parent and Family Engagement Policy is a document that explains how the school will 

engage/involve parents in their child’s education. In addition to the District Parent Engagement Policy 

[3170], Every Student Succeeds Act [ESSA Section 1116] requires Title I schools to develop a policy, with 

parent input, that reflects the diverse families within the school. Yearly revisions to the school’s policy, at 

minimum, are required to assess and address current need. 

 

A School, Parent and Family Engagement Policy describes what an effective partnership looks like between 

the school and its families, how the partnership will be implemented, and specifies the role of each member. 

 

Each Title I school must consult to jointly develop a written Parent Family Engagement (PFE) policy and 

distribute it to parents and family members of participating children. 

The PFE policy must:  

 

• Be agreed on by parents;  

• Describe the means for carrying out requirements;  

• Notify parents of the policy in an understandable and uniform format and, to an extent that is 

practical, and written in language the parents can understand; 

• Make the policy available to the local community; and  

• Update periodically to meet the changing needs of parents and the school.  

 

If the school has a parent engagement policy that applies to all parents and family members, the school may 

amend that policy to meet these requirements. 

 

If the Lead Education Agency (LEA) has a school district-level PFE policy that applies to all parents and 

family members in all schools, the LEA may amend that policy to meet the requirements of this subsection.  

 

If the LEA plan is not satisfactory to the parents of participating children, the LEA must send any parent 

comments along with the plan when submitting the plan to the State.  

 

Policy Development Process & Guidelines 
 

• Meet with a representative team, inclusive of parents who reflect the diversity within the school and 

are not Board of Education employees. 

• Develop a School, Parent and Family Engagement Policy that addresses each element in the given 

templates 

o The BPS District’s Parent Engagement Policy may be used with modifications specific to the 

needs and interests of your school 

o After a draft policy is completed, distribute it to families, staff, and community members for 

feedback. Revise the policy based upon the feedback and then present to the School-Based 

Management Team (SBMT) for consensus. 
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o Use the Electronic Template in the Guide to complete the policy and press Submit, or 

develop a format that addresses each element in the template and email the completed, signed 

Policy to OPFE@buffaloschools.org 

• Submit a copy of the School, Parent and Family Engagement Policy, as instructed above 

o Attach Sign in sheet(s), Agenda(s), and Minutes from the meeting(s) 

• Post your completed School, Parent and Family Engagement Policy and the District Parent 

Engagement Policy in at least two places within the building (including the Parent Room), as well 

as a conspicuous location on your school’s webpage 

• Distribute copies of your School Parent Engagement Policy to all families and to each new family 

who enters the school during the school year 

• For additional guidance, refer to the Tips for Developing a School Family Engagement Policy 

contained within the Guide 

 

Parent and Family Policy—Involvement at the School 
 

Each school served under Title I must:  

• Convene an annual meeting (See Title I Annual Meeting Guidelines within this Guide), at a 

convenient time, to which all parents of participating children shall be invited and encouraged to 

attend. The purpose of this annual meeting is to inform parents of their school’s participation in Title 

I and to explain the program requirements, and the right of the parents to be involved;  

• Offer several flexible meetings, such as meetings in the morning or evening, and may provide with 

Title I funds, transportation, childcare, or home visits, as such services relate to parental 

involvement;  

• Involve parents, in a prompt, organized, and ongoing way, in the planning, review, and 

improvement of Title I programs. This includes the planning, review, and improvement of both the 

school PFE policy, and the joint development of the school wide program plan.  

 

If a school already has a process for involving parents in the joint planning and design of the school’s 

programs, the school may use that process, if that process includes an adequate representation of parents of 

Title I children. 

 

The school must provide parents of participating children:  

 

• Timely information about programs under Title I, Part A;  

• A description and explanation of the curriculum in use at the school, the forms of academic 

assessment used to measure student progress, and the achievement and performance levels of the 

school and students on New York State assessments; and  

• Supply opportunities for regular meetings to formulate suggestions and to take part in decisions 

relating to their children’s education and respond to any such suggestions as soon as is realistically 

possible.  

 

If the school wide program plan is not satisfactory to the parents of participating children, the school must 

include any parent comments on the plan when the school makes the plan available to the LEA. 
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Shared Responsibilities for Student Academic Success 

 
As a component of the school-level parent and family engagement policy developed under this section, each 

school served under Title I must develop jointly with parents for all Title I children a School-Parent 

Compact that outlines how parents, the entire school staff, and students will share the responsibility for 

improved student academic achievement and how the school and parents will build and develop a 

partnership to help children achieve the State’s high standards.  

 

The Compact shall: 

• Describe the shared responsibility between schools and families for high academic achievement. 

o The school’s responsibility is to provide high-quality curriculum and instruction in a 

supportive and effective learning environment that enables the children served under Title I 

to meet the challenging State academic standards.  

o The parents’ responsibility is to support their children’s learning and take part in decisions 

about the education of their children and positive use of extracurricular time; 

 

• Describe parent-teacher communications to address the importance of ongoing communication 

between teachers and parents through, at a minimum: 

o Parent-teacher conferences in elementary schools, at least annually, during which the 

compact shall be discussed as it relates to the individual child’s achievement;  

o Frequent reports to parents on their children’s progress;  

o Reasonable parent access to staff, 

 

o Opportunities to volunteer and participate in their child’s class, and observe classroom 

activities; and  

o Regular two-way, meaningful communication between family members and school staff, 

and in a language that family members can understand. 

(See School-Parent Compact Guidelines and Template within this Guide) 

 

Building Dual Capacity for Involvement 

 

Ensuring Effective Parent and Family Involvement—Shared Responsibility 

 
To ensure effective involvement of parents and to support a school-parent-community partnership that 

improves student achievement, each LEA and Title I school must:  

• Help parents of children served by the school or LEA understand topics such as New York State 

academic standards, State and local academic assessments, Title I requirements, and methods to 

check a child’s progress and collaborate with educators to improve the achievement of their children;  

• Provide materials and training to help parents to work with their children to improve their 

children’s achievement, such as literacy training and using technology (including education about 

the harms of copyright piracy) to foster parent involvement;  
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• Educate, with the help of parents, the teachers, specialized instructional support personnel, 

principals, other school leaders, and other staff to:  

o Value and make use of parents’ contributions,  

o Reach out to, communicate with, and work with parents as equal partners,  

o Implement and coordinate parent programs, and build ties between parents and the school;  

• To the extent possible: 

o Coordinate and integrate parent involvement programs and activities with other Federal, 

State, and local programs, including public preschool programs;  

o Conduct other activities, such as parent resource centers, that encourage and support parents 

to take part more fully in their children’s education. 

• Ensure that information related to school and parent programs, meetings, and other activities is sent 

to the parents of participating children in a format and in a language the parents can understand; 

• Provide such other reasonable support for parental involvement activities under this section as 

parents may ask. 

 

In addition, each LEA and Title I school may:  

• Involve parents in the development of training for teachers, principals, and other educators to 

improve the effectiveness of such training;  

• Supply literacy training from Title I funds received if the LEA has exhausted all other available 

sources of funding for such training;  

• Pay reasonable and necessary expenses associated with local parent involvement activities, including 

transportation and childcare costs, to enable parents to participate in school-related meetings and 

training sessions;  

• Train parents to enhance the involvement of other parents;  

• Arrange school meetings at a variety of times, or conduct in-home conferences between teachers or 

other educators, who work directly with participating children, with parents who are unable to attend 

such conferences at school, to maximize parental involvement and participation;  

• Adopt and implement model approaches to improving parental involvement;  

• Establish a districtwide parent advisory council to provide advice on all matters related to parental 

involvement in Title I programs supported under this section; 

• Develop roles for community-based organizations and businesses in parent involvement 

activities. 

 

Parent and Family Engagement Policy Checklist 
 

The following tool can be used to ensure your school’s Parent and Family Engagement Policy meets all 

required criteria: 

 

Click here to access the Parent and Family Engagement Policy Checklist (or see Appendix): 

School Level Parent and Family Engagement Policy Checklist 

 

 

http://www.nysed.gov/common/nysed/files/school-level-parent-engagement-policy-checklist.pdf
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Title I, Part A School Parent and Family Engagement Policy Template 

 

(Insert School Name), with parents and family members, has jointly developed, mutually agreed upon, and 

made available to parents and family members of participating children in Title I, Part A programs the 

following requirements as outlined in ESSA Section 1116. 

Describe how parents and family members of participating children in Title I, Part A programs are involved 

in jointly developing and making available to, a written school parent and family engagement policy, agreed 

upon by such parents for carrying out the requirements in ESSA Section 1116: 

Describe response here. 

Describe how parents and family members of participating children in Title I, Part A programs, may amend 

a parent and family engagement school policy that applies to all parents and family members, if necessary, 

to meet the requirements (ESSA Section 1116): 

Describe response here. 

Describe how the Local Educational Agency (LEA) involved has a school district-level parent and family 

engagement policy that applies to all parents and family members in all schools served by the LEA, and 

how the LEA may amend that policy, if necessary, to meet the requirements (ESSA Section 1116): 

Describe response here. 

Describe how parents and family members of children participating in Title I, Part A programs can, if they 

find that the plan under ESSA Section 1112 is not satisfactory to the parents and family members, and the 

LEA shall submit the parent comments with the plan when the LEA submits the plan to the State (ESSA 

Section 1116): 

Describe response here. 

Describe how the school served by Title I, Part A funds holds an annual meeting, at a convenient time, to 

which all parents and family members of participating children shall be invited and encouraged to attend, to 

inform parents of their school’s participation under Title I, Part A and to explain the requirements and the 

rights of the parents to be involved (ESSA Section 1116): 

Describe response here. 

Describe the steps that the school takes to offer a flexible number of meetings, such as meetings in the 

morning, afternoon, evening or other ways and may provide, with funds provided under Title I, Part A, for 

transportation, child care, or home visits, as such services relate to parental Engagement (ESSA Section 

1116): 

Describe response here. 

Describe how parents and family members of participating children are involved, and in an organized, 

ongoing, and timely way, in the planning, review, and improvement of programs under Title I, Part A, 

including the planning, review, and improvement of the school parent and family engagement policy and the 

joint development of school wide program plan under ESSA Section 1114, except that if a school has in 

place a process for involving parents in the joint planning and design of the school’s programs, the school 
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may use that process, if such process includes an adequate representation of parents of participating children 

(ESSA Section 1116): 

Describe response here. 

Describe how the school is providing parents and family members of participating children of Title I, Part A 

programs: timely information about programs under Title I, Part A; a description and explanation of the 

curriculum in use at the school, the forms of academic assessment used to measure student progress, and the 

achievement levels of the challenging State academic standards; and if requested by parents, opportunities 

for regular meetings to formulate suggestions and to participate, as appropriate, in decisions relating to the 

education of their children, and respond to any such suggestions as soon as practicably possible (ESSA 

section 1116): 

Describe response here. 

Describe how the school wide program plan, ESSA Section 1114, is not satisfactory to the parents of 

participating children in Title I, Part A programs, submitting any parent comments on the plan when the 

school makes the plan available to the LEA (ESSA Section 1116): 

Describe response here. 

(Insert School Name)’s Title I, Part A School Parent and Family Engagement Policy was developed jointly 

and agreed on with parents and family members of children participating in Title I, Part A programs on 

(Insert Date). The School will distribute the policy to all parents and family members of participating Title I, 

Part A students annually on or before (Insert Date). (ESSA Section 1116) 

Signature Page 

Enter Name and Title of Authorized Official 

Name and Title of Authorized Official 

Enter Signature of Authorized Official 

Signature of Authorized Official 

Enter Date 

Date 

 

 

*A link to an electronic version of this form is available  https://www.buffaloschools.org/Page/97817 

  or by requesting from your OPFE Supervisor 
 

 

 

 

 

Adapted from CA Department of Education April 2021 

Updated July 27, 2021  

https://www.buffaloschools.org/Page/97817
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Title I Parent Engagement Requisition Procedures 
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Requisition Procedures for Title I Parent Engagement  
 

 

 

Ordering Food/Nutrition and Instructional Supplies 

 
Refer to the MUNIS Purchase Order and Requisition Manual for more detail. 

 

Food/nutrition for parent activities is allowable in the form of a light snack if the training or activity 

runs over a normal mealtime and is longer than 2 hours. 

 

The school’s Parent Engagement Plan must be submitted and approved by the Office of Parent and 

Family Engagement and a Purchase Order (PO) issued prior to the availability of any food order. 

 

After September 1st, follow the procedures below to ensure efficient processing of Food/Nutrition 

Requisitions: 

• Verify availability of vendor prior to entering your food/nutrition requisition into MUNIS 

• Submit requisition at least FOUR WEEKS PRIOR TO YOUR APPROVED 

MEETING/ACTIVITY 

• Do not wait! Submit your requisitions as soon as you have set the date 

 

1. Open MUNIS Web Live 

2. Go to Requisition Entry 

3. Click on the Green Plus (+) on the tool bar to add a new record 

a. Your default Location/Department code will appear along with the fiscal year and 

current date. 

b. Press Tab and your default ship to address will appear. 

c. Press Tab a second time and MUNIS will assign the next available requisition. 

d. Press Tab a third time and this brings your cursor to the General Commodity field. 

4. If you require the PO by a certain date you may enter that date in the Needed by field. 

Otherwise, leave field blank. 

5. Enter 098 which is the General Commodity code for Refreshments‐Food Expenses. 

6. Verify that the Ship to address is correct. Move your cursor down to the Reference field under 

the Ship to information. The Reference field must include a contact name and full 10-digit phone 

number. Vendors arranging delivery need contact information at the site where the delivery is to 

be made. 

7. Move your cursor down to the Vendor field. Enter one of the two Vendor Codes: 

• 1532 (Emerson School of Hospitality) 

• 1106 (Food Service) 
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Requisition Procedures (cont’d) 
 

8. Use the paperclip  on the toolbar at the top of the page to add attachments. Attach your 

completed catering form and Meeting Expensive Form signed by your designated school 

administrator and Associate Superintendent of School Leadership. 

9. Hit the Green ✓(Checkmark) on the toolbar at the top of the page to accept the 

information that you have entered. This brings you to Line Detail. 

10. On the Line Detail you need to enter the following 4 items: 

a. Quantity of the item: (Enter 1) 

b. Estimated cost of the item: (Enter total cost of order) 

c. Full description: Refreshments for (Meeting Name/Topic) on date at location. 

d. Under Org, using all capital letters, you need to enter the fund number to be charged 

for this purchase. Once the 8-character Org is typed, your cursor will move to Obj. 

Continue completing the fund information. If using grant funds, you will need to enter a 

Project. 

11. Hit the Green ✓(Checkmark) to accept the information that you have entered. 

12. Once finished entering requisition items, close the Line Detail window by clicking on the white 

X inside the red box in the upper right corner of the window. 

13. You will be returned to the Main page where you began the requisition. (It is strongly 

suggested that you print and retain a copy of the requisition prior to releasing.) Here you 

can Release the requisition (once your Parent Engagement/Involvement Plan approval letter is 

received). Releasing the requisition sends it to the appropriate approver chain. 

14. On the Line Detail you need to enter the following 4 items: 

a. Quantity of the item: (Enter 1) 

b. Estimated cost of the item: (Enter total cost of order) 

c. Full description: Refreshments for (Meeting Name/Topic) on date at location. 

d. Under Org, using all capital letters, you need to enter the fund number to be charged 

for this purchase. Once the 8-character Org is typed, your cursor will move to Obj. 

Continue completing the fund information. If using grant funds, you will need to enter a 

Project. 

15. Hit the Green ✓(Checkmark) to accept the information that you have entered. 

16. Once finished entering requisition items, close the Line Detail window by clicking on the white 

X inside the red box in the upper right corner of the window. 

17. You will be returned to the Main page where you began the requisition. (It is strongly 

suggested that you print and retain a copy of the requisition prior to releasing.) Here you 

can Release the requisition (once your Parent Engagement/Involvement Plan approval letter is 

received). Releasing the requisition sends it to the appropriate approver chain. 

 

The approval process takes several days. Please monitor the approval process via MUNIS. Once all 

approvals have been granted and the requisition has been converted to a PO, contact the vendor (Emerson 

or Food Service) to place your order. 
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Requisition Procedures (cont’d) 
 

1. On the Line Detail you need to enter the following 4 items: 

a. Quantity of the item: (Enter 1) 

b. Estimated cost of the item: (Enter total cost of order) 

c. Full description: Refreshments for (Meeting Name/Topic) on date at location. 

d. Under Org, using all capital letters, you need to enter the fund number to be charged 

for this purchase. Once the 8-character Org is typed, your cursor will move to Obj. 

Continue completing the fund information. If using grant funds, you will need to enter a 

Project. 

2. Hit the Green ✓(Checkmark) to accept the information that you have entered. 

3. Once finished entering requisition items, close the Line Detail window by clicking on the white 

X inside the red box in the upper right corner of the window. 

4. You will be returned to the Main page where you began the requisition. (It is strongly 

suggested that you print and retain a copy of the requisition prior to releasing.) Here you 

can Release the requisition (once your Parent Engagement/Involvement Plan approval letter is 

received). Releasing the requisition sends it to the appropriate approver chain. 

5. On the Line Detail you need to enter the following 4 items: 

e. Quantity of the item: (Enter 1) 

f. Estimated cost of the item: (Enter total cost of order) 

g. Full description: Refreshments for (Meeting Name/Topic) on date at location. 

h. Under Org, using all capital letters, you need to enter the fund number to be charged 

for this purchase. Once the 8-character Org is typed, your cursor will move to Obj. 

Continue completing the fund information. If using grant funds, enter a Project. 

6. Hit the Green ✓(Checkmark) to accept the information that you have entered. 

7. Once finished entering requisition items, close the Line Detail window by clicking on the white 

X inside the red box in the upper right corner of the window. 

8. You will be returned to the Main page where you began the requisition. (It is strongly 

suggested that you print and retain a copy of the requisition prior to releasing.) Here you 

can Release the requisition (once your Parent Engagement/Involvement Plan approval letter is 

received). Releasing the requisition sends it to the appropriate approver chain. 

9. On the Line Detail you need to enter the following 4 items: 

i. Quantity of the item: (Enter 1) 

j. Estimated cost of the item: (Enter total cost of order) 

k. Full description: Refreshments for (Meeting Name/Topic) on date at location. 

l. Under Org, using all capital letters, you need to enter the fund number to be charged 

for this purchase. Once the 8-character Org is typed, your cursor will move to Obj. 

Continue completing the fund information. If using grant funds, you will need to enter 

Project. 

10. Hit the Green ✓(Checkmark) to accept the information that you have entered. 

11. Once finished entering requisition items, close the Line Detail window by clicking on the white 

X inside the red box in the upper right corner of the window. 
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Requisition Procedures (cont’d) 
 

You will be returned to the Main page where you began the requisition. (It is strongly 

suggested that you print and retain a copy of the requisition prior to releasing.) Here you 

can Release the requisition once your Parent Engagement Plan is approved by OPFE via 

written confirmation.  

 

12. On the Line Detail you need to enter the following 4 items: 

m. Quantity of the item: (Enter 1) 

n. Estimated cost of the item: (Enter total cost of order) 

o. Full description: Refreshments for (Meeting Name/Topic) on date at location. 

p. Under Org, using all capital letters, you need to enter the fund number to be charged 

for this purchase. Once the 8-character Org is typed, your cursor will move to Obj. 

Continue completing the fund information. If using grant funds, you will need to enter a 

Project. 

13. Hit the Green ✓(Checkmark) to accept the information that you have entered. 

14. Once finished entering requisition items, close the Line Detail window by clicking on the white 

X inside the red box in the upper right corner of the window. 

15. You will be returned to the Main page where you began the requisition. (It is strongly 

suggested that you print and retain a copy of the requisition prior to releasing.) Here you 

can Release the requisition (once your Parent Engagement/Involvement Plan approval letter is 

received). Releasing the requisition sends it to the appropriate approver chain. 

 

The approval process takes several days. Please monitor the approval process via MUNIS. Once all 

approvals have been granted and the requisition has been converted to a PO, contact the vendor 

(Emerson or Food Service) to place your order. 

 

Title I Nutrition is for parent engagement related activity only. Nutrition may not be used for: 

• Teacher breakfasts 

• Teacher appreciation 

• Student recognition 

• Activity not approved by the Supervisor of Parent and Family Engagement and documented in 

your school’s Parent Involvement Plan 

• Paper products 

• Cleaning supplies 

• Greeting cards 

• Gift cards 

• Candy 

 

Total nutrition budget not to exceed 10% of your school’s total Parent Engagement allocation. 
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Ordering  

Requisition Procedures (cont’d) 
 

 

 

Parent Involvement Supplies 
 

 

Directions: Use the steps above to begin the requisition process with these exceptions: 

1. Enter General Commodity code for Instructional Supplies: 043 

2. Vendor Codes: All companies must be an active vendor in our district.  Contact the Purchase 

Department if you are looking for a specific vendor. 

3. Line Detail: All supply items on requisitions should include an item number    

4. Instructional Supplies Fund Number: 

F (3-digit School number) 7X21 500 EA21 (e.g. 3-digit School number 0 9 5 is Waterfront) 

(Note: Vocational schools have a different function in their fund numbers (22). The actual fund 

numbers will be available at the setup of the grant on September 1st. 

 

Requisition Process 

• Once your requisitions arrive at the Purchase Department, the buyers place your order and send you 

the blue P.O. confirmation. 

• For postage you must sign the blue P.O. and send it to the Audit Department, 818 City Hall. They 

will call you when the check for postage is ready. 

• For tokens you must take a copy of the Purchase Order to NFTA.  NFTA will give you tokens and a 

receipt.  Attach the receipt to the original blue Purchase Order and send it to the Audit Department, 

818 City Hall. 

• For all other POs, wait for the company to send all the items listed on the requisition. Once all items 

are received, sign the blue P.O., attach a copy of the packing slip, and send to the Audit 

Department, 818 City Hall. 

• Note, requisitions with incomplete information (i.e. missing vendor, items #, dollar amounts, or 

unapproved vendors) will be rejected and sent back and returned to the sender for corrections. Please 

keep in mind that this will delay your process.  
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Examples of Allowable Title I Purchases 

 

 

  

Family literacy training Equipment and books to create a lending library 

collection for parents 

Parenting skills building Equipment and supplies for a parent resource room to 

be used for parent workshops and other training 

sessions 

Meetings to engage parents in planning, 

development, and evaluation of Title I programs 

Reimbursement to parents for such expenses as 

transportation or babysitting costs (with applicable 

receipts) associated with attendance at workshops, 

meetings, or conferences 

Professional development for parents to enable all 

children in the school to meet State performance 

standards, during the regular school year and the 

summer 

Postage, communications, and printing to provide 

ongoing outreach and information services to parents 

Translation of information into any language 

spoken by a significant percentage of the parents of 

Title I participating children 

Activities for non-English speaking parents 

Per session costs of hiring teachers to provide 

classes or workshops for parents 

Expenses related to parent-teacher conferences 

Reasonable expenditures for refreshments or food 

at parent workshops and trainings, particularly 

when parent involvement activities extend through 

mealtime 

Contracts with community-based organizations to 

provide parent involvement services more 

appropriately provided by an external agency 

 

ESL and GED preparation courses for adults; 

Evening classes that develop practical skills, such 

as computer proficiency, instructional supplies and 

materials 
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Emerson School of Hospitality Catering Form 
 

Please contact Emerson School of Hospitality or access Emerson School of Hospitality 

webpage for the menu.  

School 

Name/Organization:  

Contact Person:   Phone No.  

Date of 

Function:                                                                                                                                                                                                                                              

No. of 

People:  

Pick-Up Time:     

 

   

Quantity 

 

Item Description 

 

Price 

   

   

   

   

   

   

   

   

Special 

Instructions:  

 

 

 

 

Billing 

Information:  
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Food Service Catering Order Form Available in the Forms Only Guide (pgs. 15-16) 
 

For additional information please contact Food Service at 716-816-3688 
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BPS Meeting Expense Authorization Form 
 

  
 

                     BUFFALO PUBLIC SCHOOLS 

                     MEETING EXPENSE AUTHORIZATION FORM* 

 

* NO BLANKET ORDERS* 

 

Meeting Chairperson:  

Meeting Topic:  

Location:  

Date of Event:  

Time Range:  From:  To:  

Estimated Cost of Refreshments and/or Meals:  

Fund # :  

Vendor:  

Brief Description of above 

expense:  

 

 

PURPOSE OF MEETING (as it relates to educational goals):  

 

 

 

 

 

 

ATTENDEES: (Be specific as to number of students, parents and staff.) 

 

 

 

   

Chairperson Signature  Date 

   

Executive Administrator (Cabinet Level)  Date 

   

Chief Financial Officer  Date 
*Must be approved prior to event as per Policy #5323 
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Title I Parent Engagement Payroll 
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Completing the Extra Activity Spreadsheet 

 
The new extra activity form is available on the Buffalo Public Schools website. To access the form, go to 

www.buffaloschools.org and do the following: 

• Click on “Departments” 

• Click on “Payroll” 

• On the left side column, click on “Forms” 

• Click on the “Extra Activity/Overtime Form” to download 

Procedures on how to complete the Extra Activity Spreadsheet are located within the first tab of the 

spreadsheet. 

In the spreadsheet, only complete the following boxes: 

• Pay Period Ending 

• Bargaining Unit 

• Physical Location 

• Fund Number 

• Pay Rate 

• Name/Purpose of Activity 

• Pay Type 

• Name/Signature 

• Date boxes for the pay period 

• Hours 

• Reviewer Comments 

IMPORTANT: When entering the hours for the day, enter it in standard military time.  

Using the example below, if the employee starts at 10am, enter the start time as “10:00”. 

 

http://www.buffaloschools.org/
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Title I Parent Engagement Liaison (PEL) 
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Buffalo Public Schools Parent Engagement Liaison Program Guidelines 

 
The Buffalo Public Schools’ Parent Engagement Liaison (PEL) Program provides opportunities to utilize 

the unique assets of parent leaders. The PEL program seeks to enhance the engagement of parents and 

caregivers to support the success of children.  

 

Reporting 
 

Parent Engagement Liaisons (PELs) are employees of 22nd Century Technologies but report directly to the 

school principal or designee. The Office of Parent and Family Engagement (OPFE) works closely with PELs 

by providing PEL orientation, professional development and other training and support. Each week, PELs 

submit required parent engagement activity logs to the OPFE.  

 

Qualifications 
 

• Non-BOE employee 

• Parent or caregiver of a child enrolled in the school 

• High school graduate or Test Assessing Secondary Completion (TASC) 

• Bilingual, if there is a significant non-English speaking population 

• Computer experience required (i.e. emails, payroll submission, online meetings and trainings)  

• Flexible work hours in order to meet the needs of parents and the school. May include early mornings, 

late evenings and weekends 

 

Role and Responsibilities 
 

The primary responsibility of a PEL is to assist the school with enhancing parent involvement/engagement 

initiatives that focus on improving student achievement. 

 

• Work under the leadership of building principal or designee to support the needs of the building 

• Develop and foster trust and relationships between families, the school and the district 

• Share school vision and goals with families 

• Promote parent leadership 

• Promote opportunities to participate in school and district events 

• Promote a school culture that is welcoming and positive for parents and caregivers 

• Promote the work of the Buffalo Public Schools’ Community Schools and Parent Centers 

• Create a welcoming, safe, and supportive Parent Room environment  

• Participate in School Based Management Team Meetings (SBMT) 

• Encourage parent and caregiver participation in School Based Management Team Meetings 

• Attend mandatory Professional Development training 

• Assist with communication in parent’s preferred language, as applicable 
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• Provide outreach materials and information 

• Participate in on-going professional development and PEL related meetings 

 

Key Competencies 
 

• Engaging and effective interpersonal and communication skills 

• Easily establishes positive rapport with staff and parents 

• Respectful listener and solution-oriented 

• Self-starter and innovative  

• Inclusive and non-judgmental 

• High capacity to prioritize and complete tasks in a timely manner 

 

Pre-work Expectations 
 

• Request a meeting with principal or parent engagement designee to: 

o Determine reporting structure 

o Establish a schedule  

o Determine principal’s vision and expectation 

o Share your ideas  

o Establish preferred mode of communication (i.e. email, face-to-face, notes, telephone, etc.) 

 

Duties 
 

Special Note: The following are a common set of Tier 1 and Tier 2 duties. Duties may vary according to the 

individual school needs. Tier 1 duties are intended for all PELs. Tier 2 are desired yet may not be feasible 

for all PELs. PELs who incorporate Tier 2 duties into their scope of work benefit from further honing their 

technical and leadership skills and may be eligible to receive additional leadership opportunities. 

 

Tier 1: Applies to All PELs 

 

• Recruit parent and caregiver volunteers 

• Promote school events and activities 

• Make phone calls to parents for outreach and parent-teacher communication  

• Attend monthly School-Based Management Team meetings  

• Encourage Parent Portal enrollment and use  

• Conduct outreach to increase parent and caregiver engagement  

• Collaborate with community school navigator and Parent Center Engagement Liaison to provide resources 

to families as needed 

• Assist with translation (oral and written), as needed and feasible 

• Coordinate parent meetings, workshops and parent leadership development in collaboration with school 

staff (e.g. cultural events, parent orientation, parenting support workshops, etc.) 

• Coordinate and organize parent room materials/resources 

• Flexible work hours in order to meet the needs of parents and the school 
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o Hours may include early mornings, evenings, and weekends 

• Complete and submit monthly parent engagement activity log 

 

Tier 2: Additional Duties 

 

• Facilitate parent meetings, workshops (e.g. Parent Portal) and leadership development in collaboration 

with school staff 

• Foster partnerships with outside community organizations focused on family engagement 

• Develop flyers to promote school parent events  

• Develop parent newsletters 

• Support with measuring impact of family engagement efforts (via parent surveys). 

 

School-Based Management Team (SBMT) Meetings 
 

The primary purpose of the monthly SBMT meeting is to monitor the school’s Comprehensive Education 

Plan. As an equal partner, during SBMT meetings, PELs are expected to provide input. 
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PEL Information Form 
 

School Name _________________________ School #________________ 

 

 

Please provide the requested information below for your identified Parent Engagement 

Liaison by September 11, 2021. 

 

 

 

PARENT ENGAGEMENT LIAISON 2021-2022 

 

NAME  

EMAIL  

TELEPHONE  

ADDRESS  

SCHOOL   
 

Principal Signature: ___________________________  Date: _______________ 

 

 

 

*A link to an electronic version of this form is available  https://www.buffaloschools.org/Page/97817 

  or by requesting from your OPFE Supervisor 

 

 

 

 

https://www.buffaloschools.org/Page/97817


Parent Engagement Liaison Weekly Log 2021-2022  

PEL- Please complete in Word and email to your building admin 

Building Admin: Please review and Approve hours or Deny Hours and email to PEL OPFE Supervisor or OPFE@buffaloschools.org 

Due every Friday if claiming PEL hours 

 

Liaison Info 

Name:          School: 

Contract Info 

Date Event Type Attendees Phone Calls 
Reached 

Phone Calls 
Left Message 

Emails Mailings Face-to-Face Virtual Text 
Message 

Other Hours 
Worked 

            

            

            

            

            

            

            

 

Comments (General, “Other” Event Type, etc.) 

 

 

☐ PEL:  I have worked the hours listed 

☐ Building Admin:  I approve the PEL hours listed 

☐ OPFE Supervisor: I approve the PEL hours listed 



 

 

 
Title I Parent Engagement Data System 
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Parent Engagement SharePoint System Guidelines 
(updated 8-20-21) 

 

Table of Contents 
School/Department Dropdown 2 

Note for Department field 

Engagement Type Dropdown 3 

Activity Meeting 

Training SBMT 

Parent Election Title 1 

Meeting 

Engagement Date/Time Dropdown 4 

Engagement Title 5 

Engagement Summary 5 

Participation 5 

SBMT Note 

File Attachments 6 

Finalize Form 

  

 



 
 
 
 
 

 

73  

The Parent Engagement Participation Data System shall be used by all BPS schools and departments that 
engage parents/caregivers. The purpose of the system is to provide a simple method to track and monitor 
the number of parents/caregivers who are involved at the school and district level. To access the system, 
please complete the 

Parent Engagement Participation Data System Entry Access Form and email to Jason Joyce 
(jajoyce@buffaloschools.org) in the IT Department. 

 

School/Department Dropdown 

 ► Click the dropdown arrow on the right to select the School/Department  

Note for Department field 

 

 ► Multiple departments may be selected from the department field 
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Engagement Type Dropdown 

 

  ► Click the dropdown arrow on the right to select the Engagement Type 

 

 

Activity 

Includes all academic and/or social events for which parents/caregivers participate. (e.g. Parent 

Teacher Conference, Parent Engagement Summit, Moving Up Day, Graduation, Open House, 

Multilingual Parent Conference, Spaghetti Dinner, MBK Program, ELA Night, etc.) 

 

Meeting 

Includes sessions where parents are formally assembled to provide or receive information. (e.g. Monthly 

PTO/PTA, Freshman Academy Parent Meeting, District Comprehensive Improvement Plan (DCIP), 

Committee of Stakeholders, Parent Engagement Advisory Committee, District Parent Coordinating Council 

(DPCC), Buffalo Parent Teacher Organization (BPTO), Special Education Parent Advisory Committee 

(SEPAC), etc.) 

 

Training 

Includes all workshops, courses, or sessions where parents/caregivers receive instruction on a given topic. 

 

SBMT 

Stakeholder participation data for monthly School-Based Management Team (SBMT) Meetings. 

Parent Election 

Annual Parent Elections 
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Title 1 Meeting 

 

Engagement Date/Time Dropdown 
 

Engagement Title 

 

► 

► 

Type the title of the engagement in the text field 

Note: The Parent Engagement and Title 1 Meeting event types do not provide this 

option 

 

Engagement Summary 

Annual Title 1 Meeting 

 

► Click the calendar icon to pick the date then click the arrow on the right to select 

the time of the event 
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► 

► 

TyType a brief summary of the engagement in the text field 

NoNote: The Parent Engagement and Title 1 Meeting event types do not provide this 

option 

 

Participation 

 

  ► Type the number of attending parents in the text field 

 

 

SBMT Note 

  ► For the SBMT Event Type, more participation fields become visible. 

 

 

File Attachments 
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  ► Click the attach file button to open the Attach File menu 

 

 

 

Finalize Form 

  

 

Click the Submit button to finalize the form, or click the cancel button to exit the form 
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    Parent Engagement Data System Entry Access 

 

 

 

In order to access the Parent Engagement Data System, please complete this document and 

email to Jason Joyce in IT at jajoyce@buffaloschools.org. Thank you. 

 

School or Department Name _______________________________________ 

Person completing this form _______________________________________ 

 

Please provide the following information for the person(s) who will be responsible for 

entering Parent Engagement data for your school/department into the SharePoint system: 

Name Email Address 

  

  

 

Please provide the following information for the person(s) from your school/department who 

should have access to view the SharePoint Parent Engagement reports: 

Name Email Address 

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

Office of Parent and Family Engagement Mission 

Providing support and resources to engage families in partnership with schools, district, and the community.  
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Appendix 

  



 
 
 
 
 

 

80  

 

Frequently Asked Questions  
 

1. Q. CAN MY SCHOOL SPEND ABOVE AND BEYOND MY ALLOCATED AMOUNT? 

A. NO. If a requisition is submitted that exceeds the allocation for that fund line, the requisition will be 

rejected 

 

2. Q. CAN MY SCHOOL CONDUCT A PARENT ACTIVITY BEFORE I SUBMIT AND   

RECEIVE APPROVAL FOR MY SCHOOL’S PARENT INVOLVEMEN PLAN?  

A. NO. Parent Involvement Plans must be submitted and approved by the OPFE before a parent activity 

is held. 

 

3. Q. CAN PARENTS/PARENT ENGAGEMENT LIAISON BE PAID TO HELP MY  

SCHOOL MONITOR LUNCH DUTIES, CONDUCT HALL OR CLASSROOM 

MONITORING? 

A. NO. Parents may not be paid to perform any of the above-stated duties. Parent Engagement activities 

must be directly connected to increasing parent engagement in school and District activities. 

 

4. Q. WHEN MAY PARENTS RECEIVE REIMBURSEMENT? 

A. Parents may only receive reimbursement for transportation and/or childcare, if needed, to 

participate in Title I-related school meetings or activities. 

 

5. Q. CAN MY SCHOOL HIRE CONSULTANTS FOR SOCIAL ACTIVIES? 

A. NO. Consultants will not be approved for social activities. Consultant work must focus on 

educational topics, activities, and parent training related to parent involvement and engagement. 

Contracts must be completed for all consultants. 

 

6. Q. CAN I USE MY PERSONAL FUNDS TO PAY FOR AN ACTIVITIY OR   

CONSULTANT? 

A. NO. Do not use personal funds to pay for any activity or event, you will not be reimbursed. 

B. For non-personal fund use requests, follow all required processes and submit paperwork in a timely 

fashion to allow for adequate processing and approval.  

 

7. Q.  CAN FOOD BE ORDERED FOR PARENT ACTIVITIES?  

A.  POSSIBLY. If the training or activity runs over a normal mealtime and is longer than 2 hours, Title 

I permit “reasonable” light snacks to be served. Nutrition may not exceed 10% of total allocation. 
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Frequently Asked Questions (cont’d) 
 

 

8. Q. CAN I BEGIN SPENDING MY PARENT INVOLVEMENT FUNDS BEFORE MY PLANS 

ARE APPROVED? 

A. NO. Plans must first be approved by the Office of Parent and Family Engagement Supervisor. 

Activities that require use of Parent Involvement funds may not occur before approval is received. 

Requisitions for activities may be placed in MUNIS, starting September 1st, to be released when the 

school’s Parent Involvement Plan is approved. 

 

9. Q.  CAN I CHANGE THE DATE OF AN ACTIVITY ONCE MY PLAN HAS BEEN 

SUBMITTED AND APPROVED? 

A. YES. If you must change the date of a parent activity once your Parent Involvement Plan has been 

approved, please contact your OPFE Supervisor immediately for assistance. If you are providing 

nutrition, a requisition will need to be reprocessed. Reprocessing takes a MINIMUM of four 

weeks. 
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Sample Activity Narrative 
2021-2022 Title I Parent Involvement Activity Narrative 

 

School: School Name   Contact Person: Contact name, contact email 

 

Administrator Signature: _____________________________________ Date: ___________ 

Parent Signature: ____________________________________________ Date: ___________ 

Activity Title: Multiply the Possibilities: Math x Parent X Student = Success! 

 

Date and Time of Activity: January 14, 2022 

5:00 pm-7:00 pm 

School goal that this activity 

addresses: 

Parent involvement at school events will increase by 100 percent.  

Student homework completion will increase by 50 percent. 

Targeted Audience Parents 

# Parents: 50 

# Students: 50 

# Community: 5 

Identify the Type(s) of 

Involvement that this activity 

addresses: 

☐ Parenting 

☐ Communicating 

☐ Volunteering 

☐ Learning at Home 

☐ Decision Making  

☐ Collaborating with the 

Community 

 

Describe how the identified 

Type(s) of involvement will be 

enhanced by this activity 

During this parent workshop, teachers will provide parents with math support to 

assist their children with schoolwork at home. 

 

 

 

 

 

 

 

 

Parent involvement related to Learning at Home will be enhanced by taking part in 

Multiply the Possibilities math support workshop by providing updates, examples, 

models, support and resources to facilitate knowledge of the math curriculum that 

will lead to increased comfort level and skill in supporting their child with math 

work at home. 

How will student learning be 

improved/enhanced? 

Teachers will assist parents with developing strategies to support their child’s 

academic achievement. Student support and multiplication skills will be improved. 

Administrator and/or Teacher 

Discussion Leader(s)  

 

Name(s)   Title    # of hours 

Shawn Brown   Teacher Discussion Leader  2 

Mary Ingram   Administrator    2 

Nutrition Activity Amount  

(not to exceed 10% of total 

allocation) 

$125.00 

How will the activity be 

evaluated? (Please maintain 

copies of completed 

evaluations.) 

100 percent of parents will complete workshop evaluation surveys. 
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Sample School-Parent Compact 
 

School #24 Success School 

2021-2022 School-Parent Compact 

Effective schools are a result of families and school staff working together to ensure that children are 

successful in school. A compact is an agreement between two or more groups that firmly unites them. 

 

As a parent/caregiver I pledge to: 

• See that my child attends school regularly 

• Maintain and foster high standards of academic achievement and positive behavior 

• Find out how my child is doing by attending parent/teacher conferences, reviewing my child’s 

schoolwork, and maintaining communication with the school 

• Spend time each day reading, writing, listening, and talking with my child 

• Respect, love, and encourage my child’s growth towards being college and career ready 

• Help my child to resolve conflicts in positive, non-violent ways 

• Show respect and support for my child, the staff and the school 

 

As a Staff member I pledge to: 

• Encourage children to attend school every day 

• Implement the Common Core Standards in order to maintain and foster high levels of academic 

achievement 

• Respectfully and accurately inform parents of their child’s progress 

• Have high expectations for myself, students, and other staff 

• Help children to resolve conflicts in positive, nonviolent ways 

• Seek ways to involve parents in the school program 

 

As a student I pledge to: 

• Attend school every day 

• Seek to understand what work I must do in order to achieve 

• Always try to do my best work and behave in a manner that is safe 

• Discuss with my parents what I am learning in school 

• Show respect for myself, my school and other people 

• Respect the cultural differences of other students, their families, and staff 

• Work to resolve conflicts in positive, nonviolent ways 

• Follow school and classroom rules 

• Do homework every day to the best of my ability 

 

Please review this School-Parent Compact with your child. This School-Parent Compact will be discussed 

with you throughout the year as we work together to help your child succeed in school. 
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Sample School-Parent Compact (cont’d) 

 
School #24 Success School 

2021-2022 School-Parent Compact 

Yes, I did participate, or was given the opportunity to participate, in the planning of the Compact, and I have 

read and agree with the above. 

Signatures and date will be recorded on the 2021-2022 School-Parent Compact in the spaces 

provided on the template 

Parent/Guardian(s)       Date 

1._______________________________________   _____________ 

2._______________________________________   _____________   

3._______________________________________   _____________   

Student        Date 

 

________________________________________   _____________ 

 

Administrator       Date 

 

________________________________________   _____________ 
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Sample Parent Engagement Liaison Weekly Log 2021-2022 

Please complete and submit weekly. 

Please note- The electronic form requires your input in one sitting. Please keep track of your PEL activity. 

Complete and submit this form when your activity for the week is completed. Your OPFE Supervisor is 

available for questions and support. 

Parent Engagement Liaison Name Besta Pelina 

School Assignment #24 Thrive Academy 
Date 9-17-2021 

 

School Administrator Sign-Off (electronic signature of school admin) 
Date 9-17-2021 

 

 

Parent Engagement Related 

Contact 

Date: 

 

Date: 

 

Date: 

 

Date: 

 

Date: 

 
CONTACT TYPE DATA: 

Please list number of each: 

• Phone Calls: 45 

o Reached: 20 

o Left Message: 25 

• Emails: 50 

• Mailings: 0 

• Face-to-Face: 0 

• Virtual: 35 

• Text messages: 5 

• Other: 

TOTAL NUMBER OF 

CONTACTS: 180 

List Contact 

Type:  

phone calls, 

emails, text 

messages 

 

List Contact 

Purpose:  

wellness 

check-in, 

event 

reminder, 

SBMT 

List Contact 

Type:  

phone calls 

 

 

 

List Contact 

Purpose:  

event 

reminder 

List Contact 

Type:  

emails 

 

 

 

List Contact 

Purpose:  

wellness 

check-in, 

event 

reminder, 

SBMT 

List Contact 

Type:  

phone calls, 

emails, text 

messages 

 

List Contact 

Purpose:  

event 

reminder 

List Contact 

Type:  

phone calls 

 

 

 

List Contact 

Purpose:  

Wellness 

check-in 

DAILY WORK HOURS 

 

List Hours: 

6 

List Hours: 

6 

List Hours: 

7 

List Hours: 

6 

List Hours: 

5 

     WEEKLY 

TOTAL 

WORK 

HOURS: 30 

EVENT TYPE DATA: 

Please list the number of 

parent/caregiver attendees for 

each: 

• SBMT: 3 

• Annual Title I Meeting: 9 

• Parent Teacher 

Conference: 110 

• School Events: 25 

• Parent Elections: 4 

• Other (specify): 

List Event 

Type: 

Annual Title 

I Meeting 

 

List total 

number of 

parent/ 

Caregiver 

attendees: 9 

List Event 

Type: SBMT 

 

 

 

List total 

number of 

parent/ 

Caregiver 

attendees: 3 

List Event 

Type: Parent 

Teacher 

Conferences 

 

List total 

number of 

parent/ 

Caregiver 

attendees: 

110 

List Event 

Type: Parent 

Elections 

 

 

List total 

number of 

parent/ 

Caregiver 

attendees: 4 

List Event 

Type: 

School Event 

(Welcome 

Back Mtg.) 

List total 

number of 

parent/ 

Caregiver 

attendees: 

25 
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Title I 2021-2022 Parent Involvement Amendment Worksheet 
 

Please complete the worksheet with requested amendments to desired fund lines and return to your school’s 

OPFE Supervisor at OPFE@buffaloschools.org. 

Note- This is a Sample Amendment Worksheet, please request and complete the Excel spreadsheet version 

from your OPFE Supervisor. 

 

Variance 

$              

 SCHOOL  *** Decrease Increase New Total 

 Original PI Allocation  $         $      

 Benefits  $          - $           - $            $         

 ADDITIONAL PARENT ENGAGMENT  
FACILITATOR  

$          -   $          - 

 ADMIN ANCILLARY ACT  
$          -  $          $         

 CONTRACT SERVICES  
$          -   $          - 

 DISCUSSION LEADER  
$          -  $         $      

 INSTR SUPPLIES  
$     $       $       

 MEETING EXP  
$          -   $          - 

 NON-EMPLOYEE TRAVEL  
$          -   $          - 

 OVERTIME Clerical  
$          -   $          - 

 OVERTIME Security  
$          -   $          - 

 POSTAGE  
$          -   $          - 

 SUB / HRLY TEACHING ASSISTANT  
$          -   $          - 

 SUB / HOURLY TCHR AIDE  
   $          - 

 Total  $     $       $        $      

mailto:OPFE@buffaloschools.org
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2 Hour Power Pledge 

2 HOUR POWER PLEDGE  

 

 

☐ Yes! I pledge to give 2 hours to our school this year. 
 

 

Please fill out one pledge form for each parent/caregiver in your family. 

______________________________________________________________________ 

PARENT/CAREGIVER NAME:     RELATIONSHIP: 

______________________________________________________________________ 
ADDRESS:         

______________________________________________________________________ 
PHONE NUMBER:       EMAIL: 

______________________________________________________________________ 

CHILD’S NAME       HOMEROOM / GRADE     
________________________________________________________________ 
 

 

1. The types of opportunities I’m most interested in are: 
 

☐ Participate in a parent group  ☐ Family Events  ☐ Communicate with teachers  

☐ Review Homework   ☐ Class Activity  ☐ Fundraisers   

☐ Ensure child attends school  ☐ Presentation    ☐ Other (specify): 

_____________________________________________________________________________________ 

2. Do you have a talent or skill that you would like to share? If yes, please list: 

_______________________________________________________________________ 

_______________________________________________________________________  

3. What days and times work best for you? (Please check all that apply) 
 

☐ Weekday Morning ☐ Weekday Afternoon ☐ Weekday Evening ☐ Weekends 

Contact your school’s Parent Engagement Liaison or your child’s teacher  
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BUFFALO PUBLIC SCHOOLS 

                                               Parent Congress Application 
 

In accordance with Buffalo Public School's District Parent, Family & Community 

Involvement Policy 3170 parent groups that are interested in receiving Board of 

Education recognition to serve on the District Parent Congress and partner in District-

level decision-making must meet the following criteria:  

      a.   Have Bylaws 

b. Have a greater number of parents who make up the membership 

c. Have no fewer than 10 members 

d. Serve a Districtwide purpose 

Interested groups that meet these criteria are invited to apply. Submit your completed application, 

bylaws, and any supporting documents. 

Should you have questions, please email Amy Casillas-Osorio (acasillas-osorio@buffaloschools.org). 

 

Parent Group Name: ____________________________________________________________ 

 

Parent Group Contact Name: _____________________________________________________ 

Parent Group Contact Email Address: ______________________________________________ 

Parent Group Contact Number: ____________________________________________________ 

Total Membership Enrollment Number: ________ 

Of Total Membership Enrollment, Number of Parents: ________  

Parent Group Purpose, Mission, and/or Vision (Must have a Districtwide purpose):  

 

List the name of each supporting document submitted with this application: Bylaws (required)  

 

       ____________________________________  _________________________________________  

Name and signature of the person submitting this application.  

 

___________________________________  ___________________________________________  

Print Name                                                                 Signature  

___________________________________  

Date  
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Office of Parent and Family Engagement 

            Links to Adobe Sign forms 
 

All available OPFE Adobe Sign forms: https://www.buffaloschools.org/Page/97817 

Electronic Links to Adobe Sign Forms (Please use Electronic Forms for your submission by clicking on the 

link(s), below) 

                                                     

Title 1 Administrator’s Guide Forms: 

BPS Title I Parent and Family Engagement Activity Narrative 

BPS Title I Parent Engagement Budget Summary Sheet 

School-Parent Compact Template (Pgs. 1 -2). 

Title I, Part A School Parent and Family Engagement Policy Template (Pgs. 1 -2). 
 

Parent Engagement Liaison (PEL) Forms: 

Parent Engagement Liaison Information Form 

 

 

Parent Leadership Forms: 

Parent Leadership Form 

Election Verification and Validation Form 

Buffalo Public Schools Parent Congress Application 
 

 

 

 

 

 

Putt ing  ch i ldren and fami l ies  f i rst  to ensure h igh academic achievement  for  a l l .  

 
 
 
 
 
 
 
 
 

https://www.buffaloschools.org/Page/97817
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/List%20for%20Links%20to%20Adobe%20Sign%20forms.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/Parent%20and%20Family%20Engagement%20Activity%20Narrative%20%202021-%202022.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/Budget%20Summary%20Sheet.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/2021-2022%20School-Parent%20Compact%20Template.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/School%20Parent%20and%20Family%20Engagement%20Policy%20Template.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/Parent%20Engagement%20Liaison%20PEL%20Form.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/Parent%20Leadership%20Form%202021%20-%202022.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/Election%20Verification%20and%20Validation%20Form.docx
https://www.buffaloschools.org/cms/lib/NY01913551/Centricity/Domain/64/BUFFALO%20PUBLIC%20SCHOOLS%20%20Parent%20Congress%20Application.docx
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2021-2022 School Level Parent Rooms Guidance 
 

 

 

According to BOE Policy 3170, each school is required to establish a parent room that includes 
basic resources and infrastructure (i.e., meeting space, desk/table and chairs, a computer, phone, 
resource materials, etc.). Parent rooms should be designed to provide a comfortable/functioning 
parent/family gathering space equipped with: 

☐ Computers- Provided by the school 

☐ Phones- Provided by the school 

☐  Furniture (sofa, tables, chairs)- Provided by the school 

☐  Academic Tool Kits- Parent Involvement funds 

☐  Furniture (sofa, tables, chairs)- Provided by the school 

☐  Small Refrigerator- Parent Involvement funds 

☐  Coffeemaker- Parent Involvement funds 

☐  Parent Lending Libraries- Parent Involvement funds 

☐  Parent Informational Brochures- Parent Involvement funds. 

☐ Copies of the School Family Involvement Policy- Provided by the school 

☐ Copies of the School-Parent Compact- Provided by the school 

☐ Student Work Posted on throughout school - Provided by the school 

☐  Copies of District Parent, Family and Community Involvement Policy- Provided by the 

school. 

☐ Parent Center Catalogs/Flyers- Provided by the Office of Parent and Family Engagement 
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NYS Education Department School Parent and Family Engagement Policy Checklist 
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NYS Education Department School Parent and Family Engagement Policy Checklist (cont’d) 

 
 

NYS Education Department School Parent and Family Engagement Policy Checklist (cont’d) 
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Every Student Succeeds Act (ESSA) 
 

Every Student Succeeds Act (ESSA)  

Public Law 114-95  
  

Section 1116. PARENT AND FAMILY ENGAGEMENT  
(a) LOCAL EDUCATIONAL AGENCY POLICY-   

(1) IN GENERAL- A local educational agency may receive funds under this part only if such agency conducts 

outreach to all parents and family members and implements programs, activities, and procedures for 

the involvement of parents and family members in programs assisted under this part consistent with 

this section. Such programs, activities, and procedures shall be planned and implemented with 

meaningful consultation with parents of participating children.  

 

(2) WRITTEN POLICY- Each local educational agency that receives funds under this part shall develop 

jointly with, agree on with, and distribute to, parents and family members of participating children a 

written parent and family engagement policy. The policy shall be incorporated into the local 

educational agency's plan developed under section 1112, establish the agency's expectations and 

objectives for meaningful parent and family involvement, and describe how the agency will —   

(A) involve parents and family members in jointly developing the local educational 

agency plan under section 1112, and the development of support and improvement plans under 

paragraphs (1) and (2) of section 1111(d).  

(B) provide the coordination, technical assistance, and other support necessary to assist 

and build the capacity of all participating schools within the local educational agency in planning 

and implementing effective parent and family involvement activities to improve student academic 

achievement and school performance, which may include meaningful consultation with 

employers, business leaders, and philanthropic organizations, or individuals with expertise in 

effectively engaging parents and family members in education;  

(C) coordinate and integrate parent and family engagement strategies under this  

part with parent and family engagement strategies, to the extent feasible and appropriate, with 

other relevant Federal, State, and local laws and programs;  

(D) conduct, with the meaningful involvement of parents and family members, an 

annual evaluation of the content and effectiveness of the parent and family engagement policy in 

improving the academic quality of all schools served under this part, including identifying—  

(i) barriers to greater participation by parents in activities authorized by this section 

(with particular attention to parents who are economically disadvantaged, are disabled, have 

limited English proficiency, have limited literacy, or are of any racial or ethnic minority 

background);  

(ii) the needs of parents and family members to assist with the learning of their 

children, including engaging with school personnel and teachers; and (iii) strategies to support 

successful school and family interactions;        (E) 

use the findings of such evaluation in subparagraph (D) to design evidence based strategies for 

more effective parental involvement, and to revise, if necessary, the parent and family engagement 

policies described in this section; and  
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(E) involve parents in the activities of the schools served under this part, which may include 

establishing a parent advisory board comprised of a sufficient number and representative group 

of parents or family members served by the local educational agency to adequately represent the 

needs of the population served by such agency for the purposes of developing, revising, and 

reviewing the parent and family engagement policy.’’; and (C) in paragraph (3)—  

 

(3) RESERVATION-  

  

(A) IN GENERAL, each local educational agency shall reserve at least 1 percent of its 

allocation under subpart 2 to assist schools to carry out the activities described in this section, 

except that this subparagraph shall not apply if 1 percent of such agency’s allocation under 

subpart, 2 for the fiscal year for which the determination is made is $5,000 or less. Nothing in this 

subparagraph shall be construed to limit local educational agencies from reserving more than 1 

percent of its allocation under subpart 2 to assist schools to carry out activities described in this 

section.  

(B) PARENT AND FAMILY MEMBER INPUT- Parents and family members of children 

receiving services under this part shall be involved in the decisions regarding how funds reserved 

under subparagraph (A) are allotted for parental involvement activities.  

(C) DISTRIBUTION OF FUNDS- Not less than 90 percent of the funds reserved 

subparagraph (A) shall be distributed to schools served under this part with priority given to high 

need schools.  

(D) USE OF FUNDS—Funds reserved under subparagraph (A) by a local educational 

agency shall be used to carry out activities and strategies consistent with the local educational 

agency’s parent and family engagement policy, including not less than 1 of the following:  

(i) Supporting schools and nonprofit organizations in providing professional 

development for local educational agency and school personnel regarding parent and family 

engagement strategies, which may be provided jointly to teachers, principals, other school leaders, 

specialized instructional support personnel, paraprofessionals, early childhood educators, and 

parents and family members.  

(ii) Supporting programs that reach parents and family members at home, in the 

community, and at school.  

(iii) Disseminating information on best practices focused on parent and family 

engagement, especially best practices for increasing the engagement of economically 

disadvantaged parents and family members.  

(iv) Collaborating, or providing sub grants to schools to enable such schools to 

collaborate, with community-based or other organizations or employers with a record of success in 

improving and increasing parent and family engagement.  

(v) Engaging in any other activities and strategies that the local educational agency 

determines are appropriate and consistent with such agency’s parent and family engagement 

policy.’’;  

(b) SCHOOL PARENT AND FAMILY ENGAGEMENT POLICY-  

  

(1) IN GENERAL- Each school served under this part shall jointly develop with, and distribute to, 

parents and family members of participating children a written parent and family engagement policy, 
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agreed on by such parents, that shall describe the means for carrying out the requirements of subsections 

(c) through (f). Parents shall be notified of the policy in an understandable and uniform format and, to the 

extent practicable, provided in a language the parents can understand. Such policy shall be made 

available to the local community and updated periodically to meet the changing needs of parents and the 

school.  

(2) SPECIAL RULE- If the school has a parent and family engagement policy that applies to all parents 

and family members, such school may amend that policy, if necessary, to meet the requirements of this 

subsection.  

(3) AMENDMENT- If the local educational agency involved has a school district-level parent and family 

engagement policy that applies to all parents and family members in all schools served by the local 

educational agency, such agency may amend that policy, if necessary, to meet the requirements of this 

subsection.  

(4) PARENTAL COMMENTS- If the plan under section 1112 is not satisfactory to the parents of 

participating children, the local educational agency shall submit any parent comments with such plan 

when such local educational agency submits the plan to the State.  

  

(c) POLICY INVOLVEMENT- Each school served under this part shall   

(1) convene an annual meeting, at a convenient time, to which all parents of participating children shall be 

invited and encouraged to attend, to inform parents of their school's participation under this part and 

to explain the requirements of this part, and the right of the parents to be involved;  

(2) offer a flexible number of meetings, such as meetings in the morning or evening, and may provide, with 

funds provided under this part, transportation, childcare, or home visits, as such services relate to 

parental involvement;  

(3) involve parents, in an organized, ongoing, and timely way, in the planning, review, and improvement of 

programs under this part, including the planning, review, and improvement of the school parent and 

family engagement policy and the joint development of the school wide program plan under section 

1114(b)except that if a school has in place a process for involving parents in the joint planning and 

design of the school's programs, the school may use that process, if such process includes an adequate 

representation of parents of participating children;  

(4) provide parents of participating children —   

(A) timely information about programs under this part;  

(B) a description and explanation of the curriculum in use at the school, the forms  

of academic assessment used to measure student progress, and the achievement levels of 

the challenging State academic standards; and (C) if requested by parents, opportunities for 

regular meetings to formulate suggestions and to participate, as appropriate, in decisions 

relating to the education of their children, and respond to any such suggestions as soon as 

practicably possible; and  

(5) if the school wide program plan under section 1114(b)is not satisfactory to the parents of participating 

children, submit any parent comments on the plan when the school makes the plan available to the 

local educational agency  

(d) SHARED RESPONSIBILITIES FOR HIGH STUDENT ACADEMIC ACHIEVEMENT- As a component of the 

school-level parent and family engagement policy developed under subsection (b), each school served 

under this part shall jointly develop with parents for all children served under this part a school-parent 
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compact that outlines how parents, the entire school staff, and students will share the responsibility for 

improved student academic achievement and the means by which the school and parents will build and 

develop a partnership to help children achieve the State's high standards.  

Such compact shall —   

(1) describe the school's responsibility to provide high-quality curriculum and instruction in a 

supportive and effective learning environment that enables the children served under this part to meet 

the challenging State academic standards, and the ways in which each parent will be responsible for 

supporting their children's learning, volunteering in their child's classroom; and participating, as 

appropriate, in decisions relating to the education of their children and positive use of extracurricular 

time; and  

(2) address the importance of communication between teachers and parents on an ongoing basis 

through, at a minimum — (A) parent-teacher conferences in elementary schools, at least annually, 

during the compact shall be discussed as the compact relates to the individual child's achievement; (B) 

frequent reports to parents on their children's progress; (C) reasonable access to staff, opportunities to 

volunteer and participate in their child's class, and observation of classroom activities; and  

(D) ensuring regular two-way, meaningful communication between family members and school 

staff, and, to the extent practicable, in a language that family members can understand.  

(e) BUILDING CAPACITY FOR INVOLVEMENT- To ensure  

effective involvement of parents and to support a partnership among the school involved, parents, and the 

community to improve student academic achievement, each school and local educational agency assisted 

under this part —   

(1) shall provide assistance to parents of children served by the school or local educational agency, as 

appropriate, in understanding such topics the challenging State academic standards, State and local 

academic assessments, the requirements of this part, and how to monitor a child's progress and work with 

educators to improve the achievement of their children;  

(2) shall provide materials and training to help parents to work with their children to improve their 

children's achievement, such as literacy training and using technology (including education about the 

harms of copyright piracy), as appropriate, to foster parental involvement;  

(3) shall educate teachers, specialized instructional support personnel, principals, and other school 

leaders, and other staff, with the assistance of parents, in the value and utility of contributions of parents, 

and in how to reach out to, communicate with, and work with parents as equal partners, implement and 

coordinate parent programs, and build ties between parents and the school;  

(4) shall, to the extent feasible and appropriate, coordinate and integrate parent involvement 

programs and activities with other Federal, State, and local programs, including public preschool 

programs, and conduct other activities, such as parent resource centers, that encourage and support 

parents in more fully participating in the education of their children;  

(5) shall ensure that information related to school and parent programs, meetings, and other 

activities is sent to the parents of participating children in a format and, to the extent practicable, in a 

language the parents can understand;  

(6) may involve parents in the development of training for teachers, principals, and other educators to 

improve the effectiveness of such training;  
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(7) may provide necessary literacy training from funds received under this part if the local educational 

agency has exhausted all other reasonably available sources of funding for such training;  

(8) may pay reasonable and necessary expenses associated with local parental involvement activities, 

including transportation and childcare costs, to enable parents to participate in school-related meetings 

and training sessions; (9) may train parents to enhance the involvement of other parents;  

(10) may arrange school meetings at a variety of times, or conduct in-home conferences between 

teachers or other educators, who work directly with participating children, with parents who are unable to 

attend such conferences at school, in order to maximize parental involvement and participation;  

(11) may adopt and implement model approaches to improving parental involvement; (12) may 

establish a districtwide parent advisory council to provide advice on all matters related to parental 

involvement in programs supported under this section;  

(13) may develop appropriate roles for community-based organizations and businesses in parent 

involvement activities; and  

(14) shall provide such other reasonable support for parental involvement activities under this section 

as parents may request.  

(f) ACCESSIBILITY—In carrying out the parent and family engagement requirements of this part, 

local educational agencies and schools, to the extent practicable, shall provide opportunities for the 

informed participation of parents and family members (including parents and family members who have 

limited English proficiency, parents and family members with disabilities, and parents and family members 

of migratory children), including providing information and school reports required under section 1111 in a 

format and, to the extent practicable, in a language such parents understand.  

  

(g) FAMILY ENGAGEMENT IN EDUCATION PROGRAMS—In a State operating a program 
under part E of title IV, each local educational agency or school that receives assistance under this part 
shall inform parents and organizations of the existence of the program.  
   

(h) REVIEW- The State educational agency shall review the local educational agency's parent and 

family engagement policies and practices to determine if the policies and practices meet the requirements 

of this section.  
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