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Welcome to the School Improvement Plan (SIP) – School Advisory Council (SAC) Assurances 

How-to Guide. The purpose of this guide is to provide step-by-step directions for creating a 

new SIP-SAC Assurances survey in CIMS and opening, completing, and submitting a survey 

once created. 
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SIP-SAC Assurances How-to Guide 

Introduction 

To ensure compliance with section 1008.345(6)(C), Florida Statutes, in the release of School Recognition 

Program and school improvement funds, the Florida Department of Education annually collects 

assurances from school districts on school improvement plans and School Advisory Council composition. 

The Continuous Improvement Management System (CIMS) provides the tools and resources necessary 

to create, complete, and submit a SIP-SAC Assurances survey.  

This guide is designed for the General district contact (as identified on the Plan Dashboard for any 

survey), as well as any Level 3 or 4 user who may assist in editing the survey. Follow the steps to learn 

about the features and functions of the SIP-SAC Assurances survey.  

Creating a SIP-SAC Assurances Survey 

To create a SIP-SAC Assurances survey, complete the following steps.  

1. Go to https://www.floridacims.org and click Login to sign in to the CIMS platform.  

 

You will see the My Dashboard page.  

2. To go to the Plans page, click Plans on the main menu bar.  

 

 

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1008/Sections/1008.345.html
https://www.floridacims.org/
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TIP: You can also access the Plans page by clicking on the All Plans hyperlink in the Your Quick Links 

pod. 

3. Click the green + New Plan button at the top-right corner of the Plans page to create a new SIP-

SAC Assurances survey.  

 

NOTE: Only Level 4 users can create a new SIP-SAC Assurances survey. If you have the appropriate 

access level, you will see a green + New Plan button. After the survey has been initially created, 

Level 3 users can edit it as well.  

4. Select SIP-SAC Assurances 2015-16 from the Survey drop-down menu. The district name will 

populate automatically. 

 

5. Then click the blue Create Plan button.  
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6. Once your survey is created, you will be directed to the first section and can begin.  

 

7. As you move through the survey, you will notice an orange Pending button under the This 

section is: heading at the top-right corner of the page. When you are finished with each page, 

you must indicate that page is complete by clicking Complete.  

 

Once saved (A), the Complete status (     ) for that page will be indicated via a marker icon in the 

navigation tree. This marker will roll up to the header, meaning once you have marked all 

subsections as Complete, the section will be marked     as well (B). 
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8. Click the green Save button to save your work. It is good practice to save periodically when 

completing a survey. 

 

Opening a SIP-SAC Assurances Survey 

1. Go to https://www.floridacims.org and click Login to sign in to the CIMS platform. 

 

2. Go to the Plans page, locate the SIP-SAC Assurances 2015-16 listing, and then click the teal 

Dashboard button. Keep in mind, you may need to use the page filters to locate the survey. 

 

If you do not see this option, then the survey has not yet been created. Go to Creating a SIP-SAC 

Assurances Survey and follow the steps. 

 

 

https://www.floridacims.org/
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TIP: You can also access the SIP-SAC Assurances 2015-16 survey by clicking the link in the Recently 
Accessed pod, if the survey was one of the last five surveys you accessed in CIMS.  

 

3. You will then be directed to the Plan Dashboard. 

 

4. From the Plan Dashboard you can open the survey by clicking the red Edit button in the Quick 

Actions Panel.  

NOTE: If you do not have editing rights or the survey is not in an editable state, then this button will 

be labeled Open rather than Edit.  
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5. The SIP-SAC Assurances 2015-16 survey will open to the first page of I. Purpose of Assurances. 

 

TIP: You may click the teal Dashboard button in the navigation tree at any time to return to the Plan 

Dashboard for the survey. 

6.  When viewing the survey, you will notice a Read Only button at the top of the navigation tree. 

The Read Only button allows you to lock the survey to prevent unintended edits. You can enable 

or disable Read Only mode by clicking the gray or red button, respectively.  

 

TIP: To find information and tips about the content or functionality of the current page, click the 

blue Guidance tab to open a window populated with useful information. Click the tab again to 

retract the window.  
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Completing a SIP-SAC Assurances Survey 

Complete the following steps under each part of the survey. 

1. I. Purpose of Assurances provides information regarding how school improvement funds are 

allocated and distributed to districts. Read this section carefully, click the I understand box so a 

check mark appears (A), and then mark the page Complete (B). 

 

2. Under II. Annual SIP-SAC Assurances, complete A. SIP Assurances. 

 

Move through each subsection (i.e., SIPs for Non-Charters, Early Warning Systems, Dropout 

Prevention, and Postsecondary Readiness) and  identify any schools not in compliance with the 

listed requirements. If the district is in full compliance with the requirements, leave the slider at  

Yes (A).  
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If the district has one or more schools that are not in compliance, click the slider to display No 

(B), and identify the specific school(s) out of compliance by clicking the box to the left of the 

school name. Once all selections have been made, mark the page Complete (C) and click the 

blue Next button (D) to move to the next page. 

 

3. Under II. Annual SIP-SAC Assurances, complete B. SAC Assurances.  

 

Complete II.B.1. Membership Composition by identifying any schools not in compliance with 

the listed requirements for School Advisory Council membership composition. If the district is in 

full compliance with the requirements listed, leave the slider at Yes (A).  
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If the district has one or more schools that are not in compliance, click the slider to display No 

(B), and identify the specific school(s) out of compliance by clicking the box to the left of the 

school name. Once all selections have been made, mark the page Complete (C). 

 

Submitting a SIP-SAC Assurances Survey 

Before you submit your survey, review the checklist items below.  

Ensure you have sufficiently answered each question, as you cannot edit the survey while its 

status is Submitted.  

Ensure all parts have been marked Complete (      ) to activate the Submit Plan button.  

 

Ensure you have appropriate access rights, otherwise you will not see the blue Submit Plan 

button. Only the main district school improvement contact, identified as the General contact on 

the Plan Dashboard, can submit the SIP-SAC Assurances survey.  
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When you are ready to submit, complete the following steps.  
 

1. Click the orange Submit and Track button on the Plan Dashboard for the survey. 

 

2. With proper user access and a survey that is in the appropriate state, you will see a blue Submit 

Plan button. Click this button to submit your survey. 

 

3. You will see a dialog box that indicates the survey will be locked to editing once submitted. Read 

the warning and click OK to proceed.   
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Confirmation of submission is provided via a light blue flash message at the top of the Tracking 

page. 

 

NOTE: The Bureau of School Improvement will receive an email message confirming the submission.  

4. The Tracking page will now contain an entry indicating your survey has been submitted. 

 

5. Click the black Back to Dashboard button to return to the Plan Dashboard for the SIP-SAC 

Assurances (A) OR click Plans on the main menu bar to return to the Plans page (B).  

 

6. To return to the Tracking page at any time, click the teal Dashboard button next to the survey 

listing on the Plans page (A). You will return to My Dashboard where you will see the Submit 

and Track button (B). 

 

 

 

OR 

Plans  
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