Portfolio and Pre-Observation Submission Guide
Small Child Care Learning Center — 18 or Less Children (ITERS/ECERS)

This submission guide was created to assist you in completing the pre-observation information that is
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 with more than one classroom. For a typical day, the majority of
the time children are divided into two or more classrooms with separate teachers and schedules.

CLASSROOM INFORMATION IN PORTFOLIO

When creating your portfolio, you identify the classrooms in your program.

In Standard 1, click on the Classroom Information Tab

Portfolio Status: In Progress

Standard 1
CLASSROOM INFORMATION
o Staff Qualifications

~ Classroom Information
How is your program configured? Decide which
61 Teacher Class Assignmen .
One caregiving space with mixed ages combined (FCCERS scale will be used) settlng beSt
v" Professional Learning Plan descri bES our
v ional Accreditati . More than one classroom for different aées with separate Y
National Accreditations teachers and schedule (ITERS and/or ECERS scales will be program
used for observations) :

To complete this section, each of your classrooms must be added to the system.

If there are children of mixed ages in a classroom, use the youngest age when selecting the Age Group for the

+A OONEW CLASSROOM

classroom.

Standard 5

Use the “ADD NEW CLASSROOM” button to enter each classroom separately filling out all
information required.

—
| +ADD NEW CLASSROOM
Students Highest Ratio During Lowest Ratio During Delete
Enrolled the day the day
2 .Teddy Bears Toddler 5 5 *
2. Lion Cubs Twos @ @ 20 1
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Before selecting the “Submit Portfolio” button, please go back and
review your classroom information and teacher class assignments to
make sure they are up-to-date and current. This information will carry
over to the Pre-Observation Information Form and will reduce the
amount of time needed to complete your pre-observation screens during
the submission process.

STANDARD 1 - TEACHER ASSIGNMENTS 0

!

¥ Standard 1

Before you can complete this section, you must first complete the Teacher Qualifications and Classroom Information
sections. In this section, you will enter your teacher classroom assignments and the teacher's scheduled hours for each classroom.
You will see a list of the classrooms that you entered in the Classroom section. A family child care learning home provider will see
only one classroom listed (In Home).

Staff Qualifications

Administrators that have a classroom assignment in the portfolio are considered to have a dual role and will not be scored
in Standard 1. If all of the program's administrators serve in a dual role, points will not be awarded for Standard 1, Part A.
There are three exceptions to the dual role limitation: former Group Day Care Home providers that still enroll 18 or fewer children,

family child care learning homes, and School-Age only program administrators.
EXPAND ALL

Classroom Information

Teacher Class Assignment

& Classroom Name Age Group High Ratio Low Ratio Add
Professional Learning Plan +  One Year Old Room Toddler 13 1 ©
w + Two Year Old Room Twos 1:8 15 o
Natlonal Accred ItatIOHS + Three and Four Year Old Room Threes 1:5 1:1 o

Continue to complete all other information in Standards 1-5 until a green check mark appears
next to each.
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When all standards are complete, as indicated by the green check marks, the “Submit Portfolio”

button is enabled. /

Jortfolio Status/Returned

" Standard 1 -
Standard 2

On this screen is a st of your staff members registered in the Geo 0

employees not on the list, they must take the appropriate steps 10 be added

® e wacher 15 not enecied In Ihe CaPDS, Nesne wWill Need 1D FgIINEY, TOMDNEe e DrONe, N3 JUOME 19 rofile 1 WECATon 1D DICOMS &% actve
DAULSIDINT 3nS Nave & CHBer vl 3539700, For mone INformation o Tis this process. 0O 1 the GaPDS ink at the beaom of s page

® A0 empioyes may be in the GaP DS But does not have your faciily selected a9 el cument srpioyer. In Tis Case. Bie erpioyes Mt log irfo the

Standard 3
Standard 4

Standard 5

e Before selecting the “Submit Portfolio” button, please go back and review your classroom
information and teacher class assignments in Standard 1 to make sure they are up-to-date
and current. This information will carry over to the Pre-Observation Information Form and will
reduce the amount of time needed to complete your pre-observation screens during the

STANDARD 1 - TEACHER ASSIGNMENTS @

submission process.

Standard 1

Sta¥f Qualifications
¥ Ciassroom Information Bef: you can pl this ) you must first plete the Teacher Qualificats and CI
sections. In this section, you will enter your teacher ciassroom assignments and the teacher’s schedule
Teacher Class Assignment You will see a list of the classrooms that you entered In the Classroom section. A family child care leam

one classroom listed (In Home)

v Professional Learning Ffan

¥ National Accreditations
Standard 2 Classroom Name Age Group High R

- Infants Infant 25

Standard 3

Standard 4 Ear Teacher Name Day of Week SanTme  End Time Doiete A

Standard S

[&  Baberun Monday 530AM & 30PM o

Q Babe Ruth Tuescay 5:30AM 6:30PM m

e After you select the “Submit Portfolio” button, a notification box will appear, please take the time to read the
directions and indicate your readiness to submit your portfolio by checking the two boxes “yes”.

Porifolio Completion x
Portfolio submission has 2 steps:

1. Complete QR portfolio and select button to mark it "Ready to Submit".

2. Complete required Pre-Observation information within 2 business days of marking
portiolic "Ready to Submit." Your portfolio will NOT be submitted until the Pre-
Observation information is completed and submitted.

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

Are you sure you are ready to mark your portfolio as "Ready to Submit"?
OYes (O No

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

() Yes ) No
WARNING You have two (2) business days to select your five (5) blackout days, complete

the Pre-Cbservation Information for each classroom, and upload your classroom -

e Once you answer yes to both questions and select “Portfolio is Ready to Submit,” the portfolio will become read-
only and cannot be updated or changed. Your structural quality points will be based on the evidence contained within

the portfolio.

e If a new teacher joins your program within the 2-day window after the “Portfolio is Ready to Submit” button
has been selected, they can be added to your pre-observation information screens during the next step of your
submission process. However, they cannot be added into the portfolio.



o |f you are renewing your program’s rating and you do not complete the steps within 2 calendar
days, the following will occur:
e [fthe rating expiration deadline 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.
If the rating expiration date has passed, the following will occur:
o If the portfolio submission window has passed, your rating will expire and your
status will change to re-application.
¢ Ifthe 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.

When you are ready to complete the submission process click the “Portfolio is Ready to Submit,”
button at the bottom of the notification window.

NOTES:
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FACILITY INFORMATION HOME SCREEN

When the “Portfolio is Ready to Submit” button is selected you will return to your facility 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. The 2 days
begin counting down the day after you select the “Portfolio if Ready to Submit” button. The day that you

select the “Portfolio if Ready to Submit” button the counter is set to 2 days.

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 APPLICATICNS

Pre-Observat.on
Form

Application Type | Application Portrolio

Incentives | Scoring History

Required Status: ’_* Status: '_ Status: ’_ =
Reassessment - - 9
Approved Ready to In Progress
. Submit
Submitted:
07/27/2017

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 if 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.

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

Click on the folder in the Pre-
Observation Form column to enter the
information for each classroom.

bottom of any Quality Rated screen on the QR website.

For important information about the 2-day deadline and how missing it could impact a program’s current
rating, please refer to the full-page Impact Flowchart. The handout can be found under the Training link at the

Recpuest for Reassessment
(after temporary rating)

Initial or Re-Application

Required Reassessment

1

Returns to "In Progress" status
| and can be resubmitted prior to
the end of the submission
window for the chosen cohort

as expiration
date passed?

Changes to Re-
Application and rating
will expire

Click on the folder in the “Pre-Observation Form” column to continue with the submission process

10.16.2023
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PRE-OBSERVATION FORM

When you click on the folder for the “Pre-Observation Form” the next screen contains important
information that should be reviewed carefully before proceeding. Having the requested information on

hand before beginning the steps to complete the pre-observation information screens will speed up the
submission process.

Pre-Observation Form Status: In Progress

QUALITY" Wekome Sma Center - i
RATED

CHILD CARE

SMALL CENTER

Pre-Observation Form Status: In Progress

Pre-Observation Form

on 11 IS Necessary Mat Ihe Most up-10-date INTOMEton aBOUL YOUr PFOGIAM De Shas

it INSOMTNAtion AbOUt E3CN ANG very FOOM, R0WING OUT SYSIEM 10 ANOMSDCally

cf3) of the detads they need 1o know in order 10 Immadiately schedule the coservat)

Be sure to have
all requested
information on- Chcking e Blackout Days Tat) wil low y¢

1o sefect up 10 5 Llackout diays on @ calencar nterfisce. Blackou! days are hose days when your program &5 open. but

%) Your typikcal schedule and £0 the ASSessorns) would be uniiely 10 see a normal’ day If they came then These could Inciude cays such as.
hand BEFORE ferences photo day hoaday celenration Miekl Irp. Of SOME OfNer LNGUEe avent
beginning to -
M DETAILS

complete the

o oom Detads Tad will 350w you 10 2nter all Ihe raguired INToNMEton 10r 2aCh CLASSIoom which will spead up the orocess on the day of the
Pre-observation ¢(5) will Nave all the i Your tacity, thes chrmnates e
forms. £C107 Ot AT S 0C 3

2 Oper3ling howrs of each CaSSIoom

1 each room 8%

of POt 2 classroom will requre a3
WANSEMOC (SLAT 0O POt SPEAK ENGISN 10 the CABGNEN) AN WK LaNJUAZE Wil DE TEGUIred, IH¢ DINGALES Of INE OIOES! AN YOUNQEST TS I €3Ch 100m — 3I0ng Wwith the

carrent numher of children enmiied and e MaemIm Rember Aiowed 10 b enrolied  and whether any children have identifiec sabiifties and which voe Yo will alsn

From this screen you will be able to click on the tabs that will take you to the screens where you
can enter your blackout days and classroom details.

CCLC-30908 Notice that the “Submit Pre-Observation
'« Information” button is not active and cannot be
selected at this time.

€ BACK

Click on the “Blackout Days” Tab to continue with the submission process.

NOTES:
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BLACKOUT DAYS

When you click on the “Blackout Days” Tab, a screen appears that contains important information that
should be reviewed carefully before proceeding. The screen also shows a calendar interface where you
can select your blackout days. The calendar is a reflection of the full window in which the observation can

be conducted.

Pre-Observation Form BLACKOUT DAYS

Up to five blackout
dates may be
selected by clicking

the date in any of the
You can opt to
boxes on the
select no blackout PR —— lendar. Th
dates. L’ calenadar. I'he ‘
oo P ek o o s selected dates will
Portfolio Compieted Date: 8412017 3:41:28 PM appear r'ed. If you
August 2017 Aivenbes 2017
1[2[3 |46 T2
s|7|e|s|0|n 2| s MEME =73 Change,youcanun‘
ESEE %6 |17 |18 | 19| [0 |1 | 12| 13|18 |15 | 16 (B KA EREAEED 1213|1413 |16 |17 | 18
[ 21 |2 |[EIEEs] s | v (18 |92 |2 23 15| 16|47 | 18| 19 ‘ 202 19|22 |2 @R s SeIeCt a day by
am (s @[ IO EEEEIBEL s BRI clicking onthe date
E I J - | 1 - = 7 ! | fee . )
gain.
Legend: Yellow - Portfolio Completed Open Date, B - Blackout Day. (5] - Cannot Select. SEENEE, - State Holiday/ Mesting |

elc. 1Lis 50 important to lel 1N assessor team know when

ally armive al your program fo deten 1o begin he cbsen:

34 Pre-K Wit 1ot sperate Sept 16-22

/ Check this box when you have identdied your blackout days or indicated no blackout days wil be chosen. Uncheck this box to make changes.

F anan

The comment box should include any additional dates the facility will be closed, information
about classrooms that are not operating, or any other information that will be useful to the

assessors.

Inform the assessor team of any information regarding your program that would be necessary for
them to know in order to quickly schedule the observation.

Include important dates such as when your program may be closed due to no children on-site, for
example: summer closing dates at Head Start program, spring break (if children are not present),
public school holidays that may affect your GA’s Pre-K classrooms etc.

It is important to let the assessor team know when children typically arrive at your program so
they can determine the best time to begin the observation. For example, even though your
program may be open at 6:00 AM, most of the children in many of your classrooms do not arrive
to begin their school day until 7:30 AM. You may combine children in one or more classroom

until 8:00 AM with a different teacher or floater, at that time the children move to their regular
room with their regular teacher.

10162023
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When you are satisfied with your responses you can check the box to indicate that you have completed
this section.

Saved successfully

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

IMPORTANT: Once the portfolio and pre-observation information has been submitted to Quality
Rated, you will not be able to change your blackout dates!

mark _ next to the Blackout Days Tab, this indicates that yo

s Scroll back to the top of the screen. You will notice a green Pre-Observation Form I

Blackout Days

have completed the selection of your blackout days and are

to continue with the submission process. / Classroom Details

« Click on the “Classroom Details™ Tab to continue the
submission process.

10162023 Page8of22



CLASSROOM DETAIL SCREEN

When you click on the “Classroom Details” Tab, a screen appears that contains important information
that should be reviewed carefully before proceeding. The screen also pre-populates the information and
number of classrooms you entered in your portfolio for Standard 1: Classroom Information.

SMALL CENTER

CCLC-30908

Pree Observation Form Status: In Progress

Pree Observation Form
Blackout Days

| CLASSROOMDETALS

. “The diassroom detals below show each momas listed in your portolo long Oh the Envionment Rag Scale (ERS) selected foruse during the *Osmen.
Classroom Details

Each
classroom

separately

-

Click on the Pre-Observation Sheet Icon 0 to enter the following information for each classroom:

Currentoperating hours.
Thelanguage a ransiatorwould need to speak lihe teacher(s) speak alanguage other lan English to the chidren for most of the day.
‘The maximum nurmber of chiidren you allow al one time (this may or may notbe your licensed capacty) as wel as le number of chidren currently enrolled in the classroom.
The birdates ofthe youngest and oldestchild and ifany chiidren have any identfied disabilties or special needs.
Ifyou area family chid care leaming home, enter the fluter of children enrolled by the following age groups: infants, toddlers, preschool, and school age {6-12 yrs)

Click on the Upload ScheduletRoster lcon go to upload your diass schedule and roster for each classroom:

Ahead of time, create a document for each diassroom containing the current schedule and roster sinking the bad& of each chid in the roam. Do not include chidren's names. Save your
documentasa PDF, JPG, or PNG fle type.

Name each documentwith the classroom or lead teachers name and save each documentinto a folder on your deskhp.

Upload each document for each approptiate dlassroom, folowing the directions on the screen.

CessoomNeme: ArGup ERSS=E Pre-Ohs Sheet  Upload SchedulefRoste Transiator Required Conpee

TectyBeas Tatkr TS
0

LnQbs

Thed [28:33] o

| Select this icon to upload your
classroom schedule and roster.

me anges
re| Select this icon to enter l

information for the Pre-
Observation Sheet for each

PLEASE NOTE: the schedule
AND roster MUST be uploaded

You will be able to
see which
Environment Rating
Scale will be used to
assess each
classroom listed.

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

classroom. This information
is used to notify the
assessor team of the ages of
the youngest and oldest
children in the room, the
time the room operates and

10162023

other important

information needed prior document.

to their arrival.
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Each classroom is listed separately with an icon. When you click on the icon it will open a pre-
observation sheet for that classroom and you will be able to enter the required information.

« Another icon will be showing. This icon takes you to the directions that allow you to upload
your classroom schedule and roster. This icon will not yet be activated, as indicated by the pale
color. After you have opened the pre-observation sheet for the classroom the upload icon will
become active, as indicated by the darker color. You will now be able to upload your
classroom schedule and roster.

Click to enter the required information for each class and continue the submission process.

NOTES:
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Pre-Observation Sheet Icon O

When you cIickU to enter the pre-observation sheet for a classroom, a screen will appear that will
allow you to enter the required classroom details. This sheet consists of three sections requiring
information relating to your operating hours, teacher information, and student information. The
following information is required for each classroom:

Current operating hours.
Verification of teacher information assigned to the classroom (carried over from the portfolio).

The language a translator would need to speak if the teacher(s) speak a language other than
English to 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 if any children have any identified disabilities
or special needs.

Classroom operating
CLASSROOM DETAIL - BEARS hours may vary depending
on whether the classroom

is a GA's Pre-K room, Early

This classroom's operating hours are defaulted to your program's operating hours as defined in KOALA. ltthis classroom operates with different hours please update to show Head Start or Head Start
the the down arrow and selecting the correct start and end hours. ’

Section I: Classroom Operating Hours

Start Hour: End Hour: etc
6 30AM v 6:60 PM
. ) Click here to
Section II: Staff Information
removea
The teacher{s} associated with this classroom in the portfolio appear in the list below_ If the teacher(s) are correct select their primary role from the drop down box_ lithe teacher(s) listed are no tea Ch er from
longer associated wall this classroom they can be deleted and a new teacher added. To delete a teacher click on the red trash can. To add a new teacher click on the Add Teacher box and follow th
direction on the screen. All teachers listed in the portfolio will appear and any can be selected. You also have the option to check °Other' if you have a new teacher who was not included in the the classroom.
portfolio. You can add the new teaehers-hame-ane-p ent intems or classroom volunteers who regularly work with the children and would likely he present in the classroom Burin
much ot the 3 hour observation. In C||Ck here to add T & 0 I SYUETUY SHOWED D SIS, SULTT S “IGEUEIS U UIIET FEGUET SUaIl TIINUETS WING PIOYILE ex0d NEp ur TEEss 10r
classroom staff.

a new teacher to
the classroom.

/ o .

bye

ADD TEACHER

7]
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Section One

Allows you to add information about the operating hours for the classroom. The start and end hours have

been pre-populated from DECAL’s Child Care licensing database, but you can change the hours as needed
for each classroom (if applicable).

Section Two

Allows you to verify the teachers assigned to the classroom and determine whether or not a translator
would be required during the observation. The teachers that were included in Standard 1 in your

portfolio will be carried over to this section and will be listed here. You have the option to delete or add a
teacher as necessary.

When adding a teacher to the classroom a notification box will open asking you to select the

teacher and identify their role. You will be able to select a teacher from those included in your
portfolio.

If you have hired a new teacher within the 10-day window after you selected the “Portfolio is

Ready to Submit” button, you can add them to the classroom at this time. Remember, this will
not add them to the portfolio.

Add Teacher

Select Teacher: ‘ Other ‘ 1. Select teacher as “Other”
Role: ‘ Assistant Teacher v ‘ 2. Select the teacher role .
3. Type the new teacher’s first
FirstName: | g, | and last name
Last Name: ‘ Mouse

Click to add the teacher to the classroom

You will now see this new teacher listed in your staff information for the classroom.

First Name Roe

Babe Ruh Lead Teacher

Herk Aaron Co-Teacher

Mkey Mouse Assistant Teacher
ADD TEACHER
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PLEASE REMEMBER: Even if you add a teacher now, if they were not also listed in the portfolio
their name will not populate back to the portfolio.

h’he 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).

* 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.

SECTION IV: TRANSLATION SERVICES

Is English the language most often Spoken to the children in this classroom? OvYes O No
If not, what language is spoken most often?
Is a translator needed for an observation conducted in this classroom? OYes (ONo

* If you choose ng, you will have the option to type in the language
spoken to the children during most of the day.

SECTION IV: TRANSLATION SERVICES

Is English the language mast often spoken to the children in this classroom? OYes @ Mo

It not, what language is spoken most often? Spanish

=
Is a translater needed for an observation conducted in this classroom? ® Yes O No

PLEASE NOTE: If a translator is required for the observation, the observation window may be increased
in order for Quality Rated to secure an individual who can fluently speak the language
required.
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The last section requires you to enter data about the children enrolled in the classroom. It will
be helpful to have this information ahead of time for each classroom so that it can be entered
quickly for each room.

Birthdates for the i:hildren in the class,

Qlgest Chilg: 3
Youngest Child: 3
When you add the
Wumbser of childreti In the classroom with an Iﬂtl'llirltﬂ lﬂlilh":ﬁ': +J|— numher Qf [hildren
Indicate the type(s) of disability by checking ail that apply: Physical’sensory Spcial Emmr with identified
Cognitve/anguage Gither disabilities, check the
category of disability
most applicable.

* When adding the birthdates for the oldest and youngest child in your program you will use a
calendar interface. Click on the icon and a calendar will appear. You will click on the
calendar to add the birthdates.

Maximurn number of children allowed in the classroomigroup at

one time: Type the applicable

number in each text box.
Number of children currently enrlied;

Number of children enraliad in #3ch age group:

Infants
Toddlers (12
Sl Identify the number of
PreschaolMindergarien (15 years) children per age group.

School-agers |6+ years)

1016.2023 Page 14 of 22



— 1. Click on the down arrow next to the year
to select the correct year.

2. Click on the down arrow next to the

e e e month to select the correct month.

3. Click on the required date within
the days displayed.

Section llI: Student Information

Maximum number of children aliowed In the classroom/group at 3 ]

one time:

Number of children currently enrolled: 6 |

Number of children enrolied In each age group:

Infants [ 1|

Toddlers (1-2 years) | 1 ]

Completed

Preschoolindergarten (3-5 years) I‘ \ student data

School-agers (6+ years) I 2 ‘

Birthdates for the children in the class:

Oildest Child

Youngest Chila:

8732013 =

81572016 e |

Number of children in the classroom with an identined aisability: I 1 ‘

Indicate the type(s) of disability by checking all that apply: LI PhysicaiSensory Ll Social Emotional

W Cognitive/Language L] Other

[7] Check this box when you have provided all the required information. Uncheck this box to make

changes.

SAVE CANCEI

You can save the information you have added to this screen by clicking the “Save” button. You can come
back later and make changes if you wish.

10.16.2023

NOTE:
If you need to leave the Pre-Observation Sheet while entering the information, the
original icon will change to this “sheet” icon and will remain with this symbol.
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Saved successtully

Notice that Saved successfully / [] Check this box when you have provided all the required information. Uncheck this box to make

o changes
will appear on the screen 52

You can save the information you have added to this screen by clicking the “Save” button. You can come
back later and make changes if you wish.

Saved successfully

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

When you are satisfied with your responses you can check the box to indicate that you have
completed the classroom details.

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

€ PRE-OBSERVATION CLASSROOM

e Clicking the “Pre-Observation Classroom” button will take you back to the classroom list on
the Classroom Details screen.

— e Continue to add the required information for each classroom.

¢ Click on the “Upload Classroom Schedule/Roster” icom= for the first classroom in your list to
upload the schedule and roster to continue the submission process.

Classroom Name Age ERS Pre-Obs Upload Translator Complete
Scale Sheet Schedule/Roster Required
Infants Infant ITERS N 4 v
B A
Toddlers Toddler  ITERS a % v
[
Twos
-
Threes
A
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Upload Schedule/Roster

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

If you need assistance combining your documents into one file, contact your technical
assistance consultant at your local Child Care Resource and Referral Agency.

When you click on the upload icon ,an Upload Dialog box will open to assist you with
uploading the file. Depending on your internet web browser the box may look slightly different,
see examples below of two slightly different Upload Dialog boxes.

Upload Document Dialog box using Microsoft Internet Explorer or Edge, or
Firefox web browser:

Upload Document:

This version contains a
Select the document to be uploaded by browsing to the tile on your computer.

Select File:

“Browse” button that
when you click will allow
Browse... you to browse or search
your computer to locate
the saved classroom
schedule/roster.

Note: The following types of documents are valid to upload on this page: PDF, PNG, JPEG (up to 12
MB).

Description:

UPLOAD CANCEL

Upload Document Dialog box using Google Chrome web browser:

~| This version contains a Upload Document

“select File” button that
when you click will
allow you to search your

computer to locate the _

saved program daily Mote: The kiloaing ypas of Socumests ars valid i sioad an fhis paos- POF. PRO. J5T
schedule/roster.

Description

X UPLOAD CANCEL

PLEASE REMEMBER: the schedule AND roster MUST be uploaded as 1 document, the system
will not allow you to upload 2 files.
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When clicking on “Browse” or “Choose File” a Choose File to Upload dialog box will open and you will be
able to search your computer to locate the required classroom schedule/roster document.

Locate the folder where you have saved your classroom schedule and roster documents and click
toopenit

© = T 1 Tra.. | Print Resources v G Search Print Resour... #
Organize = New folder =N ©
. Favorites % me Date modified
& Desktop | Classroom Schedule and rosters  7/31/2017 1...
» Downloads I Step-by-Step Guides 8/5/2017 5:5...
> M AN dais miibsnmen Bav ansh wassl TI134 /N1 A,

The folder will open to show you all the files you have saved for each classroom in your facility.
Select the correct document for the classroom for which you are uploading the information.

1. Click on the correct

O] = T ¢ - Pri.. * Classroom Sch... v & Search Classroom S... #

Organize > New folde ° document and it
~ Favorites ® _ Name ) Date modified Ty W_'" b.ecome
O hightighted.

p - ule a er A
» Downloads = Infants Schedule and roster 7/31/2017 9:...
L Recentplace . Ones Schedule and roster 7/31/2017 9:... A« 2. The name of the

~ Preschool 3's Schedule and ro...  7/31/2017 9:... A
“ Twos Schedule and roster 773172017 9:... A

document will

A This PC appear in the
& Desktop File name box.
. Documents
4 Downloads 3. (Click on the “Open”
4 Music button and this will
& Pictures _ &
- associate the
File namw: |nfants Schedule and roster A v A Files %) v document with the
i S Upload Dialog box.
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i

The file will appear in the Upload Document Seloct tho document 1o ba uplondod by browsing fo the fiks on your compior
dialog box. You can type a description in the Select File
“Description” box if you would like to add élc WUsers\INDE\DesktoplIT\Phase 1 Pre-Obs\Training Print Resources'Classi _Browse... ||
anything’ thIS is nota reqUirement' Note: The following fypes of documents are vahd 10 upload on this page: POF, PNG, 5EG (up o 12
R
Description

Click the “Upload” button

to attach the document to I

the pre-observation screen.

If you accidently upload an incorrect schedule/roster document to a classroom you can easily delete the
document and complete the steps outlined above to attach the correct file.

Classroom Name Age ERS Pre-Obs Upload
Group Scale Sheet Schedule/Roster Chck the ona trash can

Infants Infant ITERS E Em icon to delete a
schedule/roster file.
Toddlers Toddler  ITERS E ﬁ &

When you have entered all the information for each classroom and uploaded all your classroom
schedules and rosters you can check the completion on at the bottom of the screen.

Classroom Nama Pre-Obs Uplhiﬂ Translator Co n"lp]hf&
S Eclimitaiasio Raquired Notice that each classroom

Raal L E E W o has a check mark O in the
“Complete” column. This

Toddiens Toddier  ITERS L . ) 7 o ]

E E indicates that all requirements
o

Twes Twos TERS E E 2 have been completed and the
pre-obzervation form can be

Thraes Threes  ECERS E E 7 submitted along with the
portfolio.

Savod suooossiully

W Check this box witgn you have provided all the required informaton. Uncheck this box lo make
changas

When you check the completion box the
message “Saved successfully” will appear.
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Pre-Observation Form
If you scroll to the top of the screen you will notice that both

¥ Blackout Day
the Blackout Days and the Classroom Details Tabs have green S i
check marks O to indicate that all pre-observation

information has been completed.

In addition, the “Submit Pre-Observation
Form” button is activated, indicating that you
can now complete your portfolio submission.

& BACK o SUBMIT PRE-OBSERVATION FORM

|

Click on the “Submit Pre-Observation Form” button to finalize the process of submitting
your portfolio.

NOTES:
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PORTFOLIO AND PRE-OBSERVATION FORM SUBMISSION

When you click on the “Submit Pre-Observation Form” button an acknowledgement box will appear. If you agree with all
statements, you may choose to submit your portfolio and pre-observation information to Quality Rated.

e If changes need to be made to the pre-observation information screens, you may choose cancel.
¢ No changes can be made to the portfolio.

* | have completed my blackout dates.

« | 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

e When you feel confident that you have completed all information as is described in the bulleted list, click “Submit Pre-
Observation and Portfolio”.

After clicking the “Submit Pre-Observation and Portfolio” button, you will be returned to your facility home screen. You
will also receive an email confirming that your portfolio was submitted and received by Quality Rated.

PLEASE NOTE: all information is read-only, and you are not able to go back and update, change, or edit any

information.
— ON
Application Type Application Portfolio Pre-Observation Form Incentives  Scoring History
Required Status: Approved Status: Pending Status: Completed
Reassessment '.- ’.- ’.- 9
Submitted: 07/27/2017 Approval
Annual Verification Status: Approved
= D
Submitted: 03/18/2016
Annual Verification Status: Approved
=1 D

Submitted: 04/14/2015

Pre-Observation Form status
becomes “Completed”, this

Portfolio status becomes

“Pending Approval” while it
awaits acceptance and will not change.
assignment to an assessor team.
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When you have submitted your portfolio and pre-observation information, you will receive an email
confirming that your portfolio has been submitted and received. Your Quality Rated account will return
to the provider home screen and you will see that your portfolio is in pending approval status and that
the pre-observation forms are completed.

Application Type Application Portfolio Pre-Observation Form Incentives Scoring
Required Status: Approved Status: Status: Complete'u
Reassessment r P =
Submitted: 07/27/2017 Approval
Annual Verification Status: Approved

Submitted: 03/18/2016

I
‘ Pre-Observation Form status

becomes “Completed”, this
will not change.

aruave| POrtfolio status becomes “Pending
‘ Approval” while it awaits acceptance
and assignment to an assessor team.

PLEASE NOTE: all information is read-only and you are not able to go back and update, change, or edit
any information.

When your portfolio is accepted by a Quality Rated Manager and assigned to an assessor team,
you will receive a second email notifying you of its acceptance.
o This email will inform you of the 90-day scheduling window in which your observation
could occur.

o You will also receive a handout telling you what to expect on the day of the observation.

o The email will inform you that you will shortly receive another email once the assessor
team has scheduled your observation.

When the assessor team 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.
o Knowing the 30 days in which your observation will occur will allow you and your
teachers to better plan for this time and will hopefully help minimize any anxiety or
tension that is could be felt while waiting for the assessment to occur.

For more information, you can find additional print resources under the Training link at the bottom of
any screen on the Quality Rated website. Please contact your technical assistance consultant at your local
Child Care Resource and Referral Agency, or contact the Quality Rated Help Desk if you require any
assistance completing the portfolio and pre-observation information submission process.

Email: QualityRated@decal.ga.gov

Phone: (855) 800 - 7747

Thank you for participating in Quality Rated to make the future brighter for all Georgia’s
children.
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