[PDP - Creating and Submitting Plans

Revised September 2025

This document is intended to assist district employees with creating a plan, then submitting the plan for approval using
the Individual Professional Development Plan (IPDP) application. Users can only have one active plan at a time. Once a
planis in “Completed” status, a new plan can be created. Users must have an Approved plan before entering activities.

When entering data, fields marked with a purple dot - are mandatory fields that must be completed before proceeding.

Individual Professional
Development Plan

1. Login using the appropriate District Link (URL) found on LACA’s IPDP page.

2. Click from the navigation menu on the left side. Ffcele | ool Schacts
Home
3. Click * “*** at the top of the Plans grid. If there is already an active plan, the “Create” | oy Ao
button will NOT be displayed. Once a plan and all activities are complete, a plan must be S 2

archived using the ™ "“"* putton before a new plan can be created. Q My Professional Certifications

4. Choose a Plan Template from the Plan Template selection drop box. The appropriate e

template will likely be specified by the district for each employee.

Plan Template

w
Default Values Template - District-wide ? o ’
Pancake Committee Flan Template - Pancake Local LPDC Committes

5. Enter the following Plan Information (District may dictate how certain information is entered) by clicking on the
various tabs below:

Basic Info  Focus Areas  Goals  Professional Certifications  Attachments

Basic Info:
e Plan Name (May include specific details like the year or certification the plan is intended for)
e Committee (In case multiple committees are established by the district)
e Plan Objective (1 Year Renewal, 2 Year Renewal, 3 Year Renewal, 5 Year Renewal, 5 Year Transition, Other)
e Plan Focus (Used to detail areas of focus when seeking professional development opportunities)
e Comments (Additional comments can be entered if desired)
Focus Area
e The focus area section is customized to the Plan Template. Select the statements that your plan will meet
by clicking the options next to the statements that apply.
Goals

e Click T #9960 {5 3dd a goal to the plan

e Choose a goal from the list of options. Goals can be selected in any order.

e Enter details for each goal in the designated space (up to 2000 characters). Goal text must be unique for
each goal. The number of required goals (dictated by the district) is listed near the bottom.
Professional Certifications

e Use the dropdown to select the Certification(s) that apply to the plan, then click %
Attachments

e Ifdesired, click UP°a@FiEs.. 3nd select a file to upload an attachment. Once uploaded, the file will display in
the “File Name” section to the right.



https://www.laca.org/IPDP.aspx

+ Create

6. Once all Plan information has been entered as desired, click to create the plan.

7. The plan can be reviewed from the menu by choosing the “Current Plan” option. Each part of the Plan

Information areas entered above can be viewed and edited if needed by clicking [ Bdit Once all changes have
been Saved, the plan can be submitted for approval.

8. To submit a plan for approval, click .

9. Choose the appropriate Approval Option (“Submit for Pre-Approval” or “Submit for Final Approval” as directed by
the district configurations).

10. If desired, Notes can be used to communicate additional information to the approver.

11. Click m to confirm the submission of the plan for approval. Once the plan has been submitted for approval, the
Approval Trail tab will be added and allow you to view the current progress of the plan’s approval. Based on district
setup, emails may be received once a plan is Approved, Denied, or Returned for Modification. Returned plans can
be edited and re-submitted for approval.

Additional information for creating/submitting plans may be found in the IPDP User Manual.
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https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1558872134/Standard+User+Plan+Activity+Procedures#Create-a-Plan

