Portfolio and Pre-Observation Submission Guide

Small Child Care Learning Center (FCCERS)

This submission guide was created to assist you in completing the pre-observation information that is now required to be submitted prior to
acceptance of the portfolio. This information is for a small center with a capacity of 18 children or less operating primarily in one caregiving
space for different age groups. For a typical day, the majority of the time the children are cared for as one group and generally follow the same

schedule.

CLASSROOM INFORMATION

In Standard 1, on the Classroom Information tab, choose Option 1.

Standard 1

¥ Staff Qualifications

—

¥ Teacher Class Assignmant

STANDARD 1 - GLASSTUOM INFORMATION @

How i@ifur program configured?

S — R ® One caregiving space with moced ages combined. (FCCERS
Professicnat Leaming Plan 2> More than one classroom for different ages with separa

af be used far cbservafion)

ers and schedules. (ITERS andur ECERS scaies will be used for observations)
¥ National Accradtations

Standard 2 i
Standard 3

0 complete Mis s

o1, €ach of your casstooms must be added 1o the system

I these are children of moxed ages In a classroom, use Ihe youngest age when selecting the Age Group for the classroom
Standard 4

v Sl;ndil; 5

+ ADD NEW CLASSROOM

With this option, only one classroom should be created. You will use the “ADD NEW CLASSROOM” button to enter the classroom

information. For this type of small center, use the youngest child’s age as the “Age Group”. When re filling out the information in the Pre-
Observation Screens, you will have a chance to list all the ages groups of children cared for in the space.

+ ADD NEW CLASSROOM

Edit Classroom Name Age Group # Teachers # Students Highest Ratio During Lowest Ratio During Delete

Enrolled the day the day
C;’ All children Twos 2 17 2:17 13

Continue to complete all other information in Standards 1-5 until a green check mark appears next to each.
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PORTFOLIO COMPLETION

When all standards are complete, as indicated by the green check marks, the “Submit Portfolio” CCLC-30908

button is enabled.
IMPORTANT: Please remember to go back and review your Classroom Information and
Teacher Class Assignment Tabs in Standard 1 to make sure they are up-to-date and —

current, as these will carry over to the Pre-Observation Information Form section.

After you select the Submit Portfolio button, a WARNING box will appear and will ask questions to ensure that you are ready to
submit your portfolio.

Portfolio Completion x
Observation information is completed and submitted. -

No further changes can be made to your portfolio after you mark it "Ready to Submit".

Once you answer yes to both questions and select the “Portfolio is Ready to
Are you sure you ane raady to mark your portollo a3 “Ready to Submit™ Submit,” button, the portfolio will become read-only and cannot be updated
@Yes  ONo or changed.

Are you ready to select your blackout days for the classroom observation, complete pre-
observation information for each classroom, and upload a daily schedule and roster for
each classroom?

@ Yes O No

WARNING You have two (2) business days to select your five (5) blackout days, complete
the Pre-Observation Information for each classroom, and upload your classroom
schedules and rosters. Failure to complete this step will result in the portfolio being
returned.

Please note: If you are renewing your program’s rating and you do not complete the steps
within 2 business days, the following will oceur

Please note: If you are renewing your program'’s rating and you do not complete the steps within 2 business days, the following will occur:

e If the rating expiration date has not passed, the portfolio will return to “In Progress” status. You can re-submit prior to the end of the portfolio
submission window for the selected cohort.

e If the rating expiration date has passed, the following will occur:

e If the portfolio submission window has passed, your rating will expire, and your status will change to re-application.

e If the portfolio submission window has not passed, your portfolio will return to “In Progress” status and you can re-submit prior to the end of
the portfolio submission window.
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FACILITY INFORMATION

After the portfolio is submitted, you will return to the provider home screen. As indicated on this page, you will have up to 2 calendar days in
which to complete the pre-observation information screens and upload your classroom schedules and rosters. These 2 days begin counting
down the day after you hit ready to submit, so this is why the day that you hit ready to submit the counter is set to 2 business days.

User Name:
Region:
Expiration Date:
CAPS Provider:

Opt In/Out:

-
- QUALITY"
RATED
May 02, 2023 CHILD CARE

*
Yes
View ERS Observations
Opted in for rating extension process

Signup for Orientation
Request Technical Assistance
Email the Help Desk
Marketing Resources
View/Print Certificate

View Provider History

After the day you mark your portfolio complete, you have 2 business days to submit your Pre-Observation
Form. Your last day to submit is 9/11/2023; otherwise your portfolio will be returned.

MY APPLICATIONS

Required Reassessment  Status: Approved

'_ Status: Ready to Submit ’_ Status: In Progress

Submitted: 09/08/2022 /

The Portfolio Status will read “Ready to Submit”
until the Pre-Observation Information is

complete.

Please refer to the full-page Impact Flowchart which can
be found under the Training heading at the bottom of
the Quality Rated website for important information
about the 2-day deadline and how missing it could
impact a program’s current rating.
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BN

D

If the Pre-Observation
forms, schedules, and
rosters are not submitted
by the date highlighted on
this screen, the outcome
will vary based on the
application type.
Regardless of the
indicated due date falls on
a weekday, weekend, or
holiday, this is the absolute
last day to submit Pre-
Observation forms,
schedules, and rosters.

Click on the folder in the Pre-Observation Form column to
begin inputting the information about each classroom.
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PRE-OBSERVATION INFORMATION

The Pre-Observation Information screen contains important information that should be reviewed carefully before proceeding.

QUALITY‘ Welcome Small Center »
RATED

CHILD CARE

A

SMALL CENTER CCLC-30908

Pre-Observation Form Status: In Progress € BACK PRE-OBSERVATION FORM

Blackout Days

To ensure the timely scheduling and completion of your program'’s observation it is necessary that the most up-to-date information about your program be shared with
the Assessor(s). The screens in this section allow you to submit the most current information about each and every room, aliowing our system to automatically complete
the random classroom selection (if applicable) and notify the assigned Assessor(s) of the details they need to know in order to immediately schedule the observation
subject 1o their next available opening

Classroom Details

Be sure to have

all requested BLACKOUT DAYS
information on- Clicking on the Blackout Days Tab will allow you o select up to 5 biackout days on a calendar interface. Blackout days are those days when your program is open, but
you are not operating your typical schedule and so the Assessor(s) would be unlikely to see a “normal” day if they came then. These could include days such as

hand BEFORE parent/family conferences, photo day, holiday celebration, field trip, ar some other unique event

beginning to CLASSROOM DETAILS

complete the

P b t. Clicking on the Classroom Details Tab will allow you to enter all the required information for each classroom which will speed up the process on the day of the
re-observation observation. The Assessor(s) will have all the information they need to be able to get started with the observation as soon as they enter your facility, this eliminates the

forms_ need for a director or administrator to be present at the beginning of an observation period. Information you will be asked includes the operating hours of each classroom,

the current staff in each room along with their position (lead teacher, assistant teacher, floater, student intern, or volunteer etc.), whether or not a classroom will require a
transiator (staff do not speak English to the children) and which language will be required, the birthdates of the oldest and youngest child in each room — along with the
current number of children enrolled and the maximum number allowed to be enrolled, and whether any children have identified disabilities and which type. You will also
be required to upload a dally schedule and roster of the children’s birthdates for each classroom v
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BLACKOUT DAYS

The Blackout Days screen consists of a calendar and a comment box. The calendar is a reflection of the full window in which the
observation can be conducted. Information provided at the top of this screen will assist you in selecting days on your calendar.

Pre-Observation Form BLACKOUT DAYS

Biuckoot Dayx

Classroam Details The monthly ¢
ppen, but a typica

£9g hunt, etc Day

not condu e Nolidays or other evern

he days shaded i green are the days when an tion may occur, Chick on each date m green that you would ke to select as a black

day again 10 unsetect 1. 1 you do not want 1o s

# day. The selected day will change to red. Click on the

blackout days, please check the box below

You can opt to
select no
blackout dates

] 180 not want 1 select any blackols days.

_—

Note: Maximum of five Diackout days can be selected

Portfolio Compieted Date: 8/4/2017 3'41:28 PM

August 2017

Seplember 2017 Hovember 2017

Su Mo Tu We T Fr Sa Mo Tu We ™ Su a0 Tu We T

” 18 | 19 | 20

BN
5

Legend: Yellow - Portfolio Completed SI[EER - Open Date. JEE - Blackout Day. B - Cannot Select. SERRSIEY - State Holiday/Meeting

Please use he comment box below 1o
important uch as when your program is closed due to no children onsile, for example. sumener closing dates, spring bre: en are not present). public school holidays that may affect your
GA's PreK classiooms e1c. LIS 2150 important 10 lel the assessor tleam know when children lypically arrive at your program 1o determine the best trme 10 begin the chsenvation

form the assessor team of any information regardng your program that woulkl e necessary o know in order to schedule the observation. This incudes

GA Pre-K wit 1ot operate Sept 18-22|

| Check tes box when you have identfied your blackout days or indicated no blackout days will be chosen. Uncheck this box to make changes.

nnnnn

Up to five blackout
dates may be selected
by clicking the number
in any of the

boxes on the calendar.
The selected dates will
then appearin red. If
you need to make a
change in a date, you
can un-select them by
clicking on the date
again. Gray and Dark
Gray are dates when
observations will not
take place.

The comment box should include any additional weeks the facility will be closed or information about the typical time that children

are arriving at the center.

IMPORTANT: Once the pre-observation information has been submitted and the portfolio is locked, you will

not be able to change your blackout dates!

10.16.2023
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CLASSROOM DETAIL

The Classroom Details screen pre-populates the classroom you entered in Standard 1 Classroom Information in your portfolio.

SMALL CENTER CCLC-28243

Pre-Observation Form Status: In Progress € BACK o SUBMIT PRE-OBSERVATION FORM
Pre-Observation Form CLASSROOM DETAILS

¥ Blackout Days

The classroom details below show each room as listed in your portiofio along with the Environment Rating Scale (ERS) selected for use during the observation
— assroom Da

Click on the Pre-Observation Sheet Icon o to enter the following information for each classroom-

+ Current operating hours

+ The language a franslator would need to speak if the teacher(s) speak a language other than English 1o the children for most of the day

« The maximum number of children you allow at one time {this may or may not be your licensed capacity) as well as the number of children currently enrolled in the classroom
+ The birthdates of the youngest and oldest child and It any children have any identified disabilities or special nesds

+ It you are a family child care ieaming home, enter the number of chiidren enrolied by the foliowing age groups: ifants, toddiers, preschool, and school age (6-12 yrs)

"

Click on the Upload Schedule/Roster lcon mem to upload your class schedule and roster for each classroom:
« Ahead of time, create a document for esch classroom containing the current schedule and roster showing the dirthdate of each child in the room. Do not include children's names. Save your
document as a2 PDF, JPG, or PNG file type

« Name each document with the classroom or lead teacher's name and save each document into a folder on your desktop.
+ Upload each document for each appropriate classroom, following the directions on the screen.

Classroom Name Age Group ERS Scale Pre-Obs Sheat Upload Schedule/Roster Translator Required Complete

All children Twos FCCERS o 4

[] Check this box

have provided all the required information. Uin this bax to make changes.

You will be able to verify
that the FCCERS scale
will be used to assess

this childcare space. This icon is available FIRST to enter information for

. . This icon is available AFTER you have
the Pre-Observation Sheet for your entire classroom.

completed the Pre-Obs Sheet. You will upload

This information is used to notify the assessor of the your classroom schedule and roster here.

various ages of the children in the room, the time the
room operates, and other important information PLEASE NOTE: the schedule AND roster MUST
needed prior to his/her arrival. be uploaded as 1 document. If you need
assistance with combining the schedule and the
roster, please contact your local Resource &
Referral Agency to have a consultant work with
you on creating this combined document.
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Click on the Pre-Observation Sheet Icon to enter the following information for each classroom:

¢ Follow the instructions on the
screen to complete the form for
your entire caregiving space.

CLASSROOM operating

NS EEEEEEEEEE NN EEEEEEEEEENNNNENENEEEEEEEEEEEEEEEEEmmmmmmmmnnsssssssss hours-please ensure this

Classroom Operating Hours

This cassroort's operating hours are defaulted 10 your program’s operating hours as definad In KOALA. IT1hiS classroom operatas with dirsr

the down arrow ard selecting the correct etart and end houre.

information is accurate to
3le to show the correct time: oy clicking on reflect the time when children

are cared for in the space.

Start Hour: End Hour:
BE0AN W 500 114 S
Staff Information If you have an aRagadtof 12
| e teachor3) assocated with this Cassroom i ine portols appear m he 151 DoIow. [TEhe weachern ) arc comect scicct thair pnmsary rele from the drop down o 1T The teachens) istod are no ionger Vo I u ntee r’ 0 r Stu de nt I nte rn Who

assockatel with this Clzssroom they can be dzleted and a new Tezcher added. To celetz 3 teacher click on the red trasn can. To add a new tezcher click on the Add Teacher box anc follow the dirsciions

0n the screen. Al teachers 1IEted In the ponfollo will appear and any can Ce selectsd. You also have the optlon to check “Cther” I you have 3 new teacher who was nol Included In fwe ponfollo. You can wi I I be Wwo rkl ng WIth the Ch ! I d ren

add the new tzachers name and primary role. Please note: Include any student interns or classroom volunteers whi reguiarly work with the cnlldren and would Ik2ly be cresent In the ¢ assroom durng
much of The 3 nour cbeervation. In zddition, part-iime stsff memoers who come and 9o requenty snould be listed, such as "Moaters” or cther requiar starm members who provides extra helo or breaks for

Classioom skl

First Nanw Lasl Nanw:

Joyce Jones

ADD TEACHER

SECTION IV: TRANSLATION SERVICES

Is English the language most often spoken to the children

O Yes
in this classroom?

If not, what language is spoken most often?

Is a translator needed for an observation conducted in this O Yes
classroom?

O No

O No

during a good portion of the
time the assessor is on-site,
please include those names by
: | selecting the “Add Teacher”
button.

10.16.2023

The next part of this section will allow you to notify Quality Rated if the
assessor team would be likely to require a translator during the observation.

¢ You will see a question as to whether English is the language most often
spoken to the children in this classroom, and not just for a special
learning time (such as if a foreign language teacher comes into your
program and providers a quick lesson during the observation).

e Checking “No” to the question tells the assessor team whether they will
need an interpreter to accompany them on the observation to capture the
language being spoken to the children.

PLEASE NOTE: If a translator is required for the observation, the
observation window may be increased for Quality Rated to secure an
individual who can fluently speak the language required.
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Student Information

Maximum number of children allowed in the classroom/group at one time:
Number of children currently enrolled:

Number of children enrolled in each age group:

Infants

1,00
)

You will now input the number of
Toddilers (1-2 years) ' children in each age category here
>——

Preschool/Kindergarten (3-5 years) who are cared for in the space.
School-agers (6+ years)
% £- 2 _/
Birthdates for the children in the class:
Oldest Child: i .
3 s PLEASE be sure to click on the
Y t Child:

S 3 Month and Year then select the
Number of children in the classroom with an identified disability: ] day Of the Week tO |nput the
Indicate the type(s) of disability by checking all that apply: Physical/Sensory Social Emotional correct date.

Cognitive/Language Other
Pre-Obs Sheet NOTE:
If you are working on inputting information in the Pre-Obs Sheet and need to leave the information, the
E original icon will change to this “sheet” icon once you have opened the screen and will remain this icon.

Once ALL information has been completed, check the “save” box and click on “Submit pre-observation forms”.

M Check this box when you have provided all the required information  Uincheck this box to make changes

€ PRE-OBSERVATION CLASSROOM

10.16.2023
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U

Upload Schedule/Roster Icon mum

For each classroom, you will upload one file containing both your classroom schedule and roster. Acceptable file types are PDF, JPG, or PNG.

Select this icon to upload the information.

Classroom Name Age Group ERS Scale Pre-Obs Sheet Upload Schedule/Roster Translator Required Complete
Alll children Twos FCCERS N
b A
This will be the view of the upload This will be the view of the upload
button if you are using Internet box if you are using Chrome as
Explorer or Firefox as your browser: your browser:
e
Select the document to be upioaded by browsing to the file on your computer. Select the document to be uploaded by browsing to the file on your computer.
Select File:
Browse..
Note: The following types of documents are valid to upload on this page: PDF, PNG, JPEG, JPG (up to 12
Note: The following types of documents are valid to upload on this page: PDF, PNG, JPEG (up fo 12 MB).

MB).

Description:
Description:

X UPLOAD CANCEL

PLEASE NOTE: the schedule AND roster MUST be uploaded as 1 document. If you need assistance with combining the schedule
and the roster, please contact your local Resource & Referral Agency to have a consultant work with you on creating this
combined document.
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Completing the Pre-Observation Forms:

( When all information has been completed, the “Complete” column will be checked.

Classroom Name Age Group ERS Scale Pre-Obs Sheet Upload Schedule/Roster Translator Required Complete

All children Twos FCCERS E E m v

( Save all information and indicate at the bottom of the screen that all information is complete.

Saved successfully

Check this box when you have provided all the required information. Uncheck this box to make changes.

( When the green check marks appear for both tabs under Pre-Observation Form, the “Submit Pre-Observation Form” button will be

avallable.

Pre-Observation Form Status: In Progress | €Back  SUBMIT PRE-OBSERVATION FORM

Pre-Observation Form CLASSROOM DETAILS

v Blackout Days

Classroom Detalls sted in your portfolio along with the Environment Rating Scale (ERS) selected for use during the observation
-
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FORM SUBMISSION
Once you have selected the “Submit Pre-Observation Form”, an acknowledgment box will appear.

When you feel confident that you have completed all information as is described in the bulleted list,
choose “Submit Pre-Observation and Portfolio” or cancel to go back to the Pre-Observation screens.

Form Submission

+ | have completed my blackout dates.

- I'have classroom pre-observation information for all classrooms.

+ | have uploaded daily schedules and rosters for all classrooms.

+ | understand that the Pre-Observation Information will not be returned and no updates
can be made after its submission.

+ |am ready for the assessment team to schedule my on-site assessment.

SUBMIT PRE-OBSERVATION AND PORTFOLIO CANCEL
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RETURN TO HOME SCREEN

When you have submitted your portfolio and pre-observation information, you will receive an email confirming submission. You will
return to the provider home screen and see that your portfolio is in pending approval status and that the pre-observation forms are
completed. At this point, all information becomes read-only, and you are not able to go back and submit or edit information.

-
QUALITY' Weicome Small Center v
RATED
CHILD CARE

SMALL CENTER CCLC-30908

User Name: CCLC-30908

-
Renewal Due Date: Sep 16, 2017 QUALITY"
RATED
CHILD CARE

* * %)

View ERS Observations

MY APPLICATIONS

Vien

View Provider History

Application Type Application Portfolio Pre-Observation Form Incentives | Scoring History
quired R Status: App Status: Pending Status: Completed
= = = 9
Submittad: 090272016 Approval

After your portfolio is accepted by a Quality Rated manager, you will receive a second email notifying you of acceptance. The portfolio
status will change to approved and the pre-observation form status will remain as completed.

When an assessor schedules the observation date, you will receive a third email that will notify you of the 30-day window in
which your observation is scheduled to occur.

For more information, please contact your local Resource and Referral Agency, or the Quality Rated Help Desk. You can find additional print
resources under the Training heading at the bottom of the Quality Rated website. Thank you for participating in Quality Rated.
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