







Procedure 2-9
CHILD & FAMILY DEVELOPMENT PROGRAMS
Monitoring and Data Entry Guide Procedure for CCDC and CC.Net/GOLD
1. Teachers will work a minimum of 5 hours per week on Creative Curriculum.Net/GOLD.  Computer time will be scheduled and posted.  Activities include:

a. Monitoring the data collection and entries of assistant teacher and classroom aides for applicability to the objective.

b.  Teachers will Plan activities in order to support children’s growth.  When activities are planned and the child does not participate that objective may be scored as “not observed.”

c. Teachers will consistently collect data throughout each checkpoint period to assure that at least two observations are noted per objective for every child.

d. Teachers will begin to use preliminary scores at the half-way point for all three checkpoint periods.

e. Teachers will begin to finalize scoring two weeks prior to the end of each progress checkpoint period. 
2. Assistant teachers will work a minimum of 2 ½ hours per week on Creative Curriculum.Net/GOLD.  Computer time will be scheduled and posted.

3. To protect confidentiality, the initials or the first name of the child for whom the observation is being entered will be used in the observation.

4. To protect confidentiality, other children will be identified as OC for other child or C1, C2, C3, etc. for multiple other children. 

5. Center mangers will review progress at the half-way point for every checkpoint period to assure that teachers are making sufficient progress.

6. Center Mangers will monitor for completeness of data for all objectives at least once during each checkpoint period.  

7. Center Managers will monitor that the observations accurately represent the continuum scoring at least once during each checkpoint period. 
8. Once a child has been dropped or transferred, the teacher will complete data entry and any preliminary scorings within 48 hours.
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