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Personnel Management
Staffing

Question:

Which Staff do I enter into Kids Care Center?

Answer:

You must enter all regular staff who worked with students participating in activities at your site.  In this instance, an individual, whether a paid employee or a volunteer, would be considered to have regularly staffed the site if they worked according to a defined schedule on an ongoing basis and had a defined function or role to perform during the periods in which they were working.  Staff not directly funded by the state administered grant should also be entered if they regularly staffed activities provided to participants. 

Problem:

I have entered staff but my Staff numbers are not showing on the PPICS Report:

Cause:

You haven’t entered staff information sheets on your staff for the current year

Solution:

Staff Information sheets need to be completed on each staff member one time a year.  (Instructions attached)

To record DESE Required Staff information for a staff member/volunteer:

1. Click on Personnel Mgmt located under the Main Menu.
2. Select the correct Personnel Initiative to which the person is tied.
3. Select the correct staff person by clicking on their name

4. Select Staff Information Sheet from Left Menu

5. Select add New Entry blue link on far right from far right

6. Select Appropriate School Year

7. Select appropriate choices from the drop-down menus

8. On those portions that are check boxes, select all that apply.  As information changes these forms may be edited during the school year.

9. Select Paid or Volunteer from drop-down

10. Click the Save button
Site Management

Site profile

Problem:

My Site Profile Information is not showing:

Cause:

You haven’t entered the data for your site

Solution:

Site Profile Data needs to be entered into KCC.

From the left menu select Site Management
Click on Site Name

From the left menu select Profile/Demographics

Click on the blue Edit link in the Site information dialogue box

Note:  The DESE input items will not appear on your screen when you edit. You do not have access to edit these.

Put a check in the box for each item that applies to that site (click in the check box)

Click SAVE

Site Outcome:

Problem:

My Site Outcome Information is not showing:

Cause:

You haven’t entered the outcomes or you saved them under the wrong year for your site

Solution:

Site outcomes have been created to allow you to put certain information in on a yearly basis.  These will be completed once each year.  

This information includes:
Grantee Classifications (DESE Input)

Hours of Operation

Site Yearly Bldg. Demographics (DESE Input)

Site Yearly Demographics (Grantee Input)

Weeks and Days of Operation
Free/reduced Lunch

Students with Disabilities/Special Needs

Limited English Proficient Students

Afterschool Program
Activities

Problem:

My Activity Information on PPICS is not showing properly:

Note:  You must have at least as many hours of activities as your program hours of operation.  For example, if you are open 15 hours/week, each grouping of activities category, targeted population and subject are, must have hours totaling at least 15 hours…No exceptions

Cause:

You haven’t entered all of your activities in Kids Care

Solution:
All activities have to be set up in the system before attendance can be taken.

To create a new activity:

From Left Menu:   Select Site Management 
Select the Site where the activity is needed

Select the program where the activity is needed

From Left Menu:   Select Activity
Select Add New Activity
Enter information in required fields

Scheduling Activity:

From Left Menu:   Select Activity

From your list of activities select SCHED next to the name of the activity you want to schedule

In the display box you will see a calendar.

Click on Edit
Click in the boxes next to the days of the week the activity occurs (This calendar reflects choices you made earlier on the Program Master Calendar)

Once edits are completed click on Save.

Enrolling Students in activity:

From Left Menu:   Select Activity

From your list of activities select Roster next to the name of the activity where you want to enroll students

Click on Enter/Add to Roster
You will see a box displaying all students from your program roster.  If you need the name of a student that does not appear here, you must first add them to your program roster

Choose enrollment date.

NOTE WELL!!!  The Enrollment Date defaults to the current day.  Make sure you change enrollment date for students to the day before you want to take attendance, otherwise you will not be able to take attendance until the default date.  Make sure you check the date again before you save because if you have the wrong date you have to individually un-enroll and re-enroll each student before you can take attendance

Click in the box next to the name of the student you want to add to the current roster.

Once edits are completed click on Save.

Attendance

Question:

Which activities must I include in Kids Care and which should I take attendance for? 

Answer:

Activities must reflect what occurs in your program.  In other words, you must set up all activities (three-step process: add new activity, schedule the activity, enroll students in activity—see below)  You absolutely must…no exceptions…take attendance for all reading, math and science related activities. It is strongly recommended and encouraged that you take attendance for all activities as it is the only way to ensure accuracy in student attendance for your program.  Students may be attending but not participating in reading, math or science and would not be a part of your participation rates.  Therefore reporting that you are doing less work than you really are.

Problem:

My program attendance and activity attendance do not match

Cause:

You aren’t capturing student attendance through activities. 

Solution:

You should only take attendance through activities as described below:

How to take Attendance in KCC.

From Left Menu:   Select AfterSchool Program 
Select the Site where you want to take attendance

From Left Menu :  Select Attendance 

Click the blue ALL ATTEND link to the left of the activity.

Select The week for which you wish to enter attendance (note the date range consists of the days of the week)

Click on EDIT.

· A Dialogue box will appear with the names of the students enrolled as of the days of the week you are entering, along with the activities below each students’ name.  You will see a choice for Present or Excused.  If the student is present, check Present.  If it is an excused absence click Excused.  If they are absent, leave the box unchecked 
· There will be a box for each day of the week that is scheduled in the master schedule.  If an activity is not scheduled for the day, it will show Not Scheduled.  If a student is not enrolled in an activity, the activity will not appear under the student’s name.  If a student is not currently enrolled in the program it will show Not Currently Enrolled in the attendance box.

To record attendance: click in the boxes for the days the student attended.  This may be done across the page from left to right (horizontally) for each activity or it may be done from top to bottom (vertically) for each day of the week.  

You may click the all button (horizontally—left to right) if they are there for each day of the week for that activity.  You may also click all and unclick days that they didn’t attend.  You may click the all button (vertically—top to bottom) for a particular day and activities.

Preferred:  left to right for each activity unless: you know that if a student attends a particular day that they attend all of the activities for that day.

Click Save and you have taken attendance.

Student Management
Promoting Students

Question:

Does promoting students enroll them in my new program?

Answer:

No.  Promoting students merely advances them a single grade level or may move them to a new site if they graduate from elementary school and move to middle school or from middle school to high school.  

How to Promote Students in KCC
This process will allow you to promote your students into the new school year.  This has to be done before you can enroll students into Summer or Fall programs.

To Promote Students to Next School Year
1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the First Box Mass Grade Level Entry Select Grade Level Promotion

5. You will see a list of all of your active students.
6. In the box that appears leave the Year as the current year 

7. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

8. When you have moved all of the names for a particular batch, click Save
9. You are done.
If the student promotes to a new site (elementary school to middle school, or middle school to high school)  you will have to follow the instructions on changing a students Home Site and do the site changes manually.
For Students who do not get promoted:

1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the First Box Mass Grade Level Entry Select Grade Level Retention

5. You will see a list of all of your active students.
6. In the box that appears leave the Year as the current year 

7. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

8. When you have moved all of the names for a particular batch, click Save
9. You are done.
Activating/Inactivating students

Question:

Why should I inactivate students?

Answer:

Inactivating students reduces clutter in your program.  The names of inactive students do not appear on batch data entry lists.  They also no longer appear in the pool of active students to enroll in your program during the year (Inactive students may still be accessed, should a student need to be re-enrolled in your program).  

Question:

When should I inactivate students?

Answer:

You should inactivate students when they permanently leave your program due to expulsion or their moving away.  You should perform a general cleanup each fall.

Problem:

Student does not appear on possible outcome list when doing mass or batch data entry

Cause:

Student is not currently active in program 

Solution:

You need to activate student under student management
How to Activate Students in KCC.

From Left Menu:   Select Student Management 
Click the blue View Inactive Students
Click blue Activate link on far right next to student name

Student should now appear on Batch/mass entry student list 

Student Outcomes
Question:

What students must I enter outcomes for the year?

Answer:

You must enter grades, map scores and teacher surveys for all students attending 30 or more days over the year.  No exceptions.  If you have trouble obtaining this information, contact DESE for help.  You should start thinking about entering grades in April.  You should not wait until the end of may when the school is closing down for the summer.  For each student you should have a pre-grade and a post-grade for math, reading, and science. 
Problem:

What outcomes are captured as batch data entry?

Cause:

You haven’t paid attention during training (lol) 

Solution:
Grades and Map scores are recorded as mass entries

Title I (required) and Individual Lunch Status (if you want) are recorded as batch entries
Entering Title I Data

To enter in Title one date:

Click on student mgmt.

Click on batch data entry

Click on the blue “select” link located next to DESE title one data

Click on “Add Batch Title I data”

Next to DESE Title I, select “yes” on the drop down menu

Then select the students title one applies to

Click save
Entering Student Grades in Kids Care Center
This process will allow you to enter pre and post grades for a student at the same time on a form that returns your entire roster.  For Pre-Grades:  you may select grades from 1st, 2nd, 3rd, quarters etc—you make the choice on a per student basis.  The pre-grade must be from a period before the post-grade.  If you only have semester grades, then 1st semester is pre-grade and 2nd semester is the post-grade.  Note:  The form asks for Reading, Math, and Science grades.  

You must enter Grades for all students who have attended at least 30 days as of April 30th of the current school year.  You will need to run the report entitled Students 30+ Days for required Outcome entry for list of students you need to provide grades. Only run this report after you have inputted all attendance for students through April 30th!  This report should match the teacher survey blank student forms spreadsheet.
To enter DESE Pre/Post Grades
1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the Third Box Mass Data Entry Select DESE Pre/Post Grades

5. Click on the blue Add DESE Pre/Post Grades Data

6. You will see a list of all of your active students.
7. In the box that appears choose the Year you wish to work from

8. Then choose the Grade level (all grade levels or a specific grade level)

9. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

10. When you have moved all of the names for a particular batch, click Save
11. You will then see the list of names you selected.  Each Student’s name will appear three times (Reading, Math, and Science with a selection for the pre-grade and for the post-grade)  Choose the appropriate grade from the drop down.  If you do not have a grade, leave on the default).  If you do not put anything in for a student, after saving, the students name will not be included in the batch.  You can add the student in later when you edit the batch.

12. After you have input the grades, click save.

13. You may edit this entry at any time.  Simply do the following:

a. Select Student Management from the left menu
b. Click on Site Name
c. Select Batch Data Entry from the left menu

d. In the Third Box--Mass Data Entry Select DESE Pre/Post Grades

e. You will see the batch (or batches) you have entered.  Click on the blue Edit link
f. You will see a list of all of your students who are not part of the batch on the left and a list of those in the batch on the right.  You may add students to the batch by clicking on their name and then Clicking on the Add to Outcome List button.  If you have no additions to the list of names click save and then you can edit the entries of the batch.

g. Click save when you are finished.

Entering Student MAP Scores in Kids Care Center
This process will allow you to enter student Map Scores for a student at the same time on a form that returns your entire roster.  Remember, the MAP scores you get in the fall are for the previous years students.   Note:  You have two choices DESE MAP Math/Comm and DESE MAP Sci/Social.  Math/Comm is for Math and Communication Arts.  You will notice the drop down consists of 4 items instead of 5.  The Sci/Social drop down consists of 5 items as it has in the past.  

You must enter MAP Scores  for all students who have attended at least 30 days as of April 30th of the previous school year.  You will need to run the report entitled Students 30+ Days for required Outcome entry for list of students you need to provide grades. Only run this report after you have inputted all attendance for students through April 30th!  This report should match the teacher survey blank student forms spreadsheet.
To enter DESE MAP Math/Communication Arts (or DESE MAP Science/Social Studies) Scores
1. Select Student Management from the left menu
2. Click on Site Name
3. Select Batch Data Entry from the left menu

4. In the Third Box Mass Data Entry Select DESE MAP Math/Comm (or DESE MAP Sci/Social

5. Click on the blue Add DESE MAP Math/Comm (or DESE MAP Sci/Social)
6. You will see a list of all of your active students.
7. In the box that appears choose the Year you wish to work from

8. Then choose the Grade level (all grade levels or a specific grade level)

9. Click on the name and then click on the Add to Outcome list  (You may make multiple selections by holding down the ctrl key and clicking on the student  names you wish to remove then click on the Add to Outcome list)

10. When you have moved all of the names for a particular batch, click Save
11. You will then see the list of names you selected.  Each Student’s name will appear two times (Math and Communication Arts or Science and Social Studies with a selection for the result).  Enter the results that you have. Leave on the default if you do not have anything.  If you do not put anything in for a student, after saving, the students name will not be included in the batch.  You can add the student in later when you edit the batch.

12. After you have input the grades, click save.

13. You may edit this entry at any time.  Simply do the following:

a. Select Student Management from the left menu
b. Click on Site Name
c. Select Batch Data Entry from the left menu

d. In the Third Box--Mass Data Entry Select DESE MAP Math/Comm (or DESE MAP Sci/Social)

e. You will see the batch (or batches) you have entered.  Click on the blue Edit link
f. You will see a list of all of your students who are not part of the batch on the left and a list of those in the batch on the right.  You may add students to the batch by clicking on their name and then Clicking on the Add to Outcome List button.  If you have no additions to the list of names click save and then you can edit the entries of the batch.

g. Click save when you are finished.

Instructions for Accessing Teacher Survey Forms in Kids Care Center
To Print blank copies of teacher Survey:

These instructions will provide you with pre-printed, student survey forms containing the student’s name, site, grade level and attendance days on the form.  Teachers then only have to respond to the survey questions.  Forms will be printed for students with 30 days attendance or more.

 You must enter surveys for all students who have attended at least 30 days as of April 30th of the current school year.  You will need to run the report entitled Students 30+ Days for required Outcome entry for list of students you need to provide grades. Only run this report after you have inputted all attendance for students through April 30th!
 (see Note below)

Click on Reports

Select 2121CCLC-Teacher Survey by Student report

When the Box appears:

Select Excel or Browser

When Report appears you will notice tabs at the bottom for each student matching your criteria.  

Each tab represents an individual survey with the student’s name, site, grade level and attendance days on the form.

To print all surveys:

Select File

Select Print

In the dialog box, Select Entire workbook radio button

Click OK 

All the Individual survey forms will print out and you will have the appropriate surveys for students attending 30 days or more.

Entering Completed Teacher Surveys Data into Kids Care Center:

1. Select Student Management
2. Click on Site Name
3. Click on Student Name

4. From Column on left, Select Teacher Survey

5. Click on Blue Add Teacher Survey Data Link on right

6. School Year should be current year (default setting).  Use down arrow boxes to select appropriate response for each question.  If you do not select something other than default, it will not let you save entry.  (Do not worry about report period or date entered)

7. Once all choices are completed click on Save.

8. If you look at the top box next to the student’s name on the bottom line, you may click on select case to return you to the list of students;

9. Or you may click next to bring up the next student in the list.  You may continue clicking on next to navigate your way through the names.

Note: there is really no way to do effective batch entry for this outcome.  
Page | 1

