
Procedure 2-9
COMMUNITY ACTION TEAM

CHILD & FAMILY DEVELOPMENT PROGRAMS


Log-in, and Data Entry for TS GOLD
 
Creating a Username and Password

1. Classroom staff entering and scoring documentation on TS GOLD will create a TS GOLD login username and password using Form 1-85 and submit to Center Manager.

2. Center Manager will submit username and password information to Office Support Assistant.

3. Classroom staff will receive email confirmation from TS GOLD and a temporary password.  Use the username submitted to Center Manager and the temporary password to login to TS GOLD.  Once logged in, change the temporary password to the password submitted on Form 1-85.

4. Prior to entering or scoring data in TS GOLD classroom staff must complete the three TS GOLD Modules and pass the Interrater Reliability Certification (IRR) listed on Form 1-51g. Submit the IRR certificate to Admin, noting:

· New

· Center

· Classroom

· Position

Data Entry

1. Teachers will work weekly on TS GOLD.  Computer and tablet time will be scheduled and the plan for use documented on a 5-11.   Teacher activities include:
a. Planning activities in order to support children’s individual growth.  

b. Collecting and entering data throughout each checkpoint period to assure there are enough observations and other data sources to support checkpoint placement decisions for each child.

c. Assigning each data entry a preliminary (color band) level at time of entry.  
i. Teachers may score “not yet” only when it is not a reasonable expectation of the child, or when a child demonstrates they are unable to perform the skill at a scoreable level. Multiple opportunities will be offered to a child and documented to support the “not yet” rating
ii. Teachers enter “not observed” if the child recently entered the program; the child has multiple and excessive absences; or the teachers did not have the opportunity to observe progress on a particular dimension.  
d. Making preliminary checkpoint decisions when there is sufficient data. Refer to due dates page for deadlines.
e. Finalizing checkpoint decisions as the assessment period progresses following program timelines. 
f. Analyzing data to support individualization and planning for school readiness.
g. Family engagement through TS Gold:

i. Add family members in the family section of MyTS and send an invite
ii. Share child data with families via team central (reference # 3)
iii. Work with families to enter data on their child 
iv. Share PTC form following Procedure 2-37 
2. Assistant Teachers will work weekly on TS GOLD to support the teacher.  Computer and tablet time will be scheduled and the plan for use documented on a 5-11. Activities include:
a. Assist with data collection using the associated resources

b. Enter observations into MyTS system, making preliminary placement       

decisions

c. Assist with tracking documentation status 

3. Individual child observations are preferred, containing relevant information to clearly support objective and level placement decisions. Group observations will be used sparingly
4. Edit all group entries to reflect individual levels of development and learning, including information why each child was placed at the level assigned. 

5. On-the-spot and Intentional Teaching cards allow for group observations and different level placement for the primary objective(s) only. Supplemental objectives must have additional information to support placement decisions.

6. Names of all children in an observation can be used for individual and group portfolio entries that are not shared with parents or team central users.  
7. Once a child has been dropped or transferred, the teacher will complete data entry and any preliminary scorings within 48 hours.

To protect confidentiality:
1. Only the initials or the first name of the child for whom the observation is being entered will be used in any observation shared with the parent/s or team central users.
2. Other children will be identified as OC for other child or C1, C2, C3, etc. for multiple other children if and when the portfolio entry is shared with the parent/s or team central users. 
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