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Purpose of This Manual
This ELMS Administrators Manual is written to guide staff with these ELMS roles:
e ELMS Administrators
o This role has access to all parts of ELMS described in this manual
e ECEAP Directors and Early ECEAP Directors
o These roles have access to most parts of ELMS described in this manual, excepting some Admin tab
functions
e Subcontractor Contact/Managers
e Site Contact/Managers
o Subcontractor and Site Contact/Managers have access to the parts of ELMS within their job role

Browser Requirements
Select the most recent version of Chrome, Edge, or Firefox as your browser for ELMS.

You can review additional guidelines on getting access to ELMS here.

ELMS Training Materials

The most recent version of this manual and other ELMS training materials are available online at
https://www.dcyf.wa.gov/services/early-learning-providers/eceap/elms.

Definitions

"B-3 ECEAP" or "B-3" or “Early ECEAP” refers to the services aimed at infant and toddler aged children who are 0 to 2
years of age as of August 31 of the school year. These classes are available in one model of 10 or more class hours per
day, five days per week, year-round for the Early ECEAP program.

"Child Protective Services (CPS)" refers to services described in RCW 26.44.020(3).

"Class" means an ECEAP or Early ECEAP supported class of children. It is not the classroom, as a classroom may split into
multiple classes such as "AM and PM" or "MWF and TTh." All classes are associated with a site.

"Contractor" or "ECEAP Contractor" means an organization that contracts directly with DCYF to provide ECEAP and/or
Early ECEAP services to children and families.

"DCYF" means the Washington State Department of Children, Youth, and Families, which manages ECEAP contracts.

"Early ECEAP" means the Washington State Early Childhood Education and Assistance Program for birth to three, infants,
and toddlers.

"ECEAP" means the Washington State Early Childhood Education and Assistance Program for three and four-year-olds
who are not yet age eligible for kindergarten.

"ECLIPSE" means the Early Childhood Intervention and Prevention Services program that offers developmentally
appropriate therapeutic programming for families and children who have endured biological, familial, and
environmental risk factors consistent with exposure to complex trauma in early childhood.

"ELMS" means the Early Learning Management System, the data system for ECEAP and Early ECEAP, for which this
document is a user manual.

"ESE" means Exceeds State Median Income (SMI) Eligibility. These are families with income that exceeds 36% of the SMI,
or 100% of the SMI for tribal children, and impacted by specific prioritization factors identified by DCYF that are linked
by research to school performance, within the limits set by DCYF and the State Legislature.


https://www.dcyf.wa.gov/sites/default/files/pdf/ELMSAccess.pdf
https://www.dcyf.wa.gov/services/early-learning-providers/eceap/elms
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"Family Assessment Response (FAR) services" refers to services described in RCW 26.44.260.

"Part Day ECEAP" or "PD" means a minimum of three hours per ECEAP class session, with a minimum of 360 class hours
and a minimum of 30 weeks per year for the ECEAP program.

Program Type in ELMS:

e For ECEAP, a child must be 3 or 4 years of age as of August 31 of the school year or must turn 3 this school year
and have received ECLIPSE services and/or be exiting Early ECEAP, EHS, ESIT, or IDEA Part C services from
another state.

e For Early ECEAP, the child must be an infant or toddler younger than 3 years old.

“PreK ECEAP” or “ECEAP” refers to standard ECEAP services aimed at preschool aged children who are 3 or 4 years of
age as of August 31 of the school year. These classes are available in three models: Part Day, School Day, and Working
Day.

"School Day ECEAP" or "SD" means a minimum of 5.5 ECEAP class hours per day, at least four days per week during the
school year, with a minimum of 1,000 classroom hours per year for the ECEAP program.

"Site" means a location at which there are ECEAP and/or Early ECEAP classes. Sites associated directly with a contractor
rather than being associated with a subcontractor are called "Direct Service Sites." All sites are associated with either a
contractor or a subcontractor.

"SMI" means State Median Income. This is the measure used for income eligibility for ECEAP.

"Subcontractor" means an organization that contracts with an ECEAP Contractor to provide ECEAP and/or Early ECEAP
services to children and families. All subcontractors are associated with contractors. Some contractors do not have
subcontractors.

"Working Day ECEAP" or "WD" means 10 or more ECEAP class hours per day, five days per week, year-round for the
ECEAP program.
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ELMS ECEAP Data Entry — Minimum Requirements
Child Tab

Within five business
days of child’s start
in class, or in time for
submission of the
next monthly report.

e Enter each child’s prescreen and application and attach the child to a class in ELMS.
e Enter children’s actual start dates on the Bulk Updates or class Monthly Report page.

e  Chronic health condition — must answer yes or no.
Additional fields are required if yes.

e Medical coverage — select type of coverage

e Medical home — must answer yes or no. Additional fields
are optional.

Medical Status
e Well-child exam

o Enter exam date.

o When examresults areverified, checkthe related box.
o If further evaluationor treatmentis needed, additional
Child and fields are required.

Family Updates

e Immunization status — select correct status and date.

iy e |tis optional to record your follow-up notes on this page.
Time of e Dental coverage — select type of coverage.
Application e Dentalhome — mustanswer yesorno. Additional fields are
section, if they optional.
. occurred before B

If child starts class, or A — e Dental screenings

in time for S T Dental Status o Enter screening date.

submission of the child’s o When screening results are verified, check the related

next monthly report. N box.
application.

o If further evaluationor treatmentis needed, additional

Enter these in fields are required.

“Updates” e |tis optional to record your follow-up notes on this page.
section, e Visionscreening—select where screening occurred, date
If they occurred and results or check that the child wears glasses. If Fail is
after parent selected, additional fields are required.
signed the ) . .
child’s e Hearingscreening—select where screening occurred, date
application. and results or check if child wears hearing devices. If Fail is
Health selected, additional fields are required.
Screening

e Height and Weight — select where screening occurred,
enter date and measurements.

e Checkifreferralis needed. If yes, additional fields are
required.

e |tis optional to record your follow-up notes on this page.

e Developmental screening — enter date and result, or if no
screeningis needed. If child is not at age-level, additional
fields are required.

Child
Development
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e |EP or IFSP information, if applicable
o Start date and end date
o Categories
o Where services are provided (IEP only)
o Schooldistrictthatissued the IEP or Early Intervention
Provider that issued the IFSP

e  Child transportation — select how child is usually
transported to ECEAP or Early ECEAP.

e Mental health consultation — must answer yes/no.

e Parent-teacherconferences— for completed conferences
enter dates, topics and summary of conferences.

e Family supportvisits— enter dates, topics and summary of
visits.

Famil
y e Document referrals and follow-up.

e  Family questions—mustanswer yes or no for each question
at time of child’s exit. See below.

e Pre-Assessment

o Complete by November 30 for families that start ECEAP
or Early by October 31.

o Complete within 30 days for families that start ECEAP
or Early ECEAP on or after November 1 or 60 days
before the last day of school.

o Families enrolled within the last 60 calendar days of
the school year do not need a pre-assessment
completed.

e Goals

Mobility o Write one or more SMART goals or select “opt-out” by

Mentoring November 30 for families that start ECEAP or Early
ECEAP by November 1.

o Write one or more SMART goals or select “opt-out”
within 30 days for families that start ECEAP or Early
ECEAP after November 1

o Edit goalsand enter progress forall families by June 30.

e Mid-year Goal check-in
o Complete goal check-in by March 31 for families that
start ECEAP or Early ECEAP by Feb 1

e  Post-Assessment — complete by June 30 for all families.

Before achild exits a Transition e Enter planning start date and expected transition date
program or turning Planning (Early e Select where child will transition to

39 r_nonths ata ECEAP) e Enter transition plan description
minimum.




ECEAP ELMS ADMINISTRATORS MANUAL

Within five business
days of each child’s

last dayin class, or in
time for submission

of the next monthly
report.

Exit

e Exit child in ELMS by June 30.

e Enter the last date the child attended class.

e [f child attended 30 or more calendar days this school year, click the
“Required” link to update their Child & Family Updates.

Locations and Classes Tab

By July 1 (for
Working Day classes)

or
By August 15 (for

Part Day and School
Day classes)

Info Complete all fields with red marks.
Must select one or two ECEAP or Early ECEAP directors.
Staff Must select one or two primary ELMS contact.
Contractor e .
Must select one or more Mobility Mentoring lead.
Complete the Service Area Zip Code section.
Service Areas Review and update Neighboring ECEAP, Early ECEAP or
Head Start Providers.
Complete all fields with red marks.
Info ECEAP or Early ECEAP Services — Must answer yes or no to
all four statements.
Subcontractor
Y Staff Select one contact person who works for the subcontractor.
Funding and Enter Funded Slots and Funds Per Slot.
Slots Other fields are optional.
Complete all fields with red marks.
Info Enter Curricula used at this site.
Enter Developmental Screening tools used at this site.
Enter “Training on Dual Language Learners.”
Staff Must select primaryon-site contact who works at the site,
Site for state emergency management.
Must select one Early Achievers contact.
Slots Contractor or subcontractor must enter Funded ECEAP or
Early ECEAP Slots.
Recruitment Answer all five questions.
Site Approval Complete all fields with red marks.
(as applicable) Submit to DCYF.
Complete all fields with red marks.
Info Enter a weekly schedule.
Enter an alternating schedule, if applicable.
Ensure correct lead and assistant teachers are listed.
Mark the positions for which you have staff present for all
Class Staff, Slots and ECEAP or Early ECEAP hours (such as lead and assistant

Ratio

teacher).
Plan for Reserving Slots — enter number of slots for each
category. Enter “0” if none.

Class Approval
(as applicable)

Complete all fields with red marks.
Submit to DCYF.
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Monthly Report

o Enter actual number of class days for the report month.
o Enter actual class start dates for children that had their first day in class

Classes during the report month.
Betweenthe 1stand o Enterthe numbers of non-ECEAP or non-Early ECEAP children enrolledon last
15th of each month - day of the report month.

except for June

which is between the| Sites o Review class monthly reports.
et il E o Confirm whether correct staff are listed for the report month.
July 10th. o Review site monthly reports.
Contractor o Check all activities that occurred during the report month.
o By October 15, complete the form within the September ELMS Monthly
Report to request to use ECEAP funds as federal match, if applicable.
L h with
ast month wit Classes o Exitall children. You may begin this one week before the last day of class.

classes
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ELMS News

When you log in to ELMS, you see the ELMS News page. Please review new items on this page for current ELMS tips and
important information about ELMS changes or glitches, due dates, and training.

News Child Locations & Classes Staff Monthly Report Admin Reporis

ELMS News

Best URLs to access ELMS

Use this link to access ELMS in it's new location: hitps://apps. dcyfwa.gow/ELMS
Please replace all prior ELMS bookmarks.

Navigation

ELMS has tabs at the top of every page for the major ELMS modules. You can navigate between the main sections of
ELMS by clicking on these tabs.

e Yousee the tabs that apply to your ELMS role. For example, teachers see the News, Child, Locations & Classes,
Monthly Report, and Reports tabs.

ELMS Early Learning Management System

News Child Locations & Classes Staff Monthly Report Admin Reports

Some tabs have submenu links underneath the main tabs. For example, the Child tab has Child Search, Prescreen,
Application, Waiting List, Transfer Child, Exit Child, Bulk Update, and Request Records Transfer.

E LM S Early Learning Management System

MNews Locations & Classes Staff Monthly Report Admin Reports

Child Search Prescreen Waiting List Transfer Child Exit Child Bulk Update Request Records Transfer

You can also use breadcrumbs to navigate in ELMS. These are at the top of each page on the left. They tell you how you
got to your current location in ELMS. Clicking on a blue link returns you to an earlier page.

Child = Prescreen = Child Info
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In the Locations and Classes tab, you can also navigate by clicking on earlier steps in the directory tree near the top of
the page.
Example Contracter
L Example Subcontractor
l— Example Site

L Example Class

Some buttons open popups in ELMS for you to enter data. Examples are:

(__change Staws
[ Edit Curricula |

Other buttons help you complete a page, such as:

[ Save ][ Cancel ]

You can also move through a page using the Tab key on your keyboard.

Selecting the School Year

e ELMS will always open in the current school year.

e Between April 1 and June 30, you may view or enter data for both this year and next year. To do this, you must
change the year using the dropdown menu in the upper right corner.

e OnlJuly 1, ELMS begins opening on the new school year.

e After July 1, if you want to view or enter data for the past school year, you must change the year using the
dropdown menu in the upper right corner.

e ELMS will stay in the year you selected as you move through screens.

e |MPORTANT: Always check the year at the top of the ELMS screen before entering data in ELMS. This is
especially important between April 1 and June 30 when you are likely to be working back-and-forth in two years.

Select School Year: |2019-2020 v
Fui

2019-2020

+ Ney 2018-2019

2017-2018 [

(child name, site name, etc.) 2016-2017
2015-2016

2014-2015

mm/dd/yyyy 2013-2014
2012-2013
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Child Transfers

Child transfers move children from one class to another within the same program type in ELMS.

Transfers Between Sites

See the ELMS Eligibility and Enrollment Manual for detailed information about child transfers. Staff at one of your sites
cannot see a child whose ELMS record was started at another site. If a child will be enrolling at a different site than
originally intended, the ELMS Administrator can put the child on the new site's waiting list. Here's how:
e [fthe childis not yet in a class in ELMS, just add them to the new site's waiting list.
e Ifthe child is currently enrolled but has not yet attended class, or if the new class has not yet begun, exit them
as never attended and put them on the Waiting List for the new site during the exit process.
o Ifthe child has attended class at the old site and the new class has begun, transfer the child to the new class.

Once you have completed the correct steps, staff at the new site can view the child's ELMS record.

Transfer Between Contractors

To request the transfer of a child from another contractor, follow these steps:
e You obtain a parent signature on this form and retain the form:
o https://www.dcyf.wa.gov/sites/default/files /forms/05-031. pdf (English)
o https://www.dcyf.wa.gov/sites/default/files /forms/05-031sp.pdf (Spanish)
e Next, an ELMS Administrator clicks the Request Records Transfer link on the Child tab.
o Complete the request with the child's name and birth date, the parent who signed the consent form,
date signed, and name of staff who obtained the parent signature. This parent signature is required for
DCYF to process the transfer. Contact elms@dcyf.wa.gov if you believe you have a situation that
prohibits signature.
o Select which waiting list(s) the child should end up on. This is required.
o Click the blue Request Transfer button at the bottom.
e DCYF notifies you when the child record is ready for you, usually within two business days.

News Locations & Classes Staff Monthly Report Admin Reporis
Child Search Prescreen Waiting List Transfer Child Exit Child Bulk Update Request Records Transfer

Child » Request Records Transfer

Request Records Transfer clectmenetTeat

Future School Year
= Use this form to request a transfer from a different ECEAP Contractor.
= Retain a copy of the parent consent to transfer records:
Parent consent to Transfer ELMS Records - English
Parent consent to Transfer ELMS Records - Spanish

Contractor (transfer to): [ Example Contractor v
Child's Legal First Name: [

Child's Middle Name

(optional):

Child's Legal Last Name: [

Child Nickname:

Child Birth Date: [ mm/ddiyyyy _-T
Parent signed permission form to transfer ELMS records between ECEAP contractors? O Yes O No

Add child to waiting list for site(s): | Select Some Op

RELIERNELWE I Cancel



https://www.dcyf.wa.gov/sites/default/files/forms/05-031.pdf
https://www.dcyf.wa.gov/sites/default/files/forms/05-031sp.pdf
mailto:elms@dcyf.wa.gov
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Important: If you receive an email from elms@dcyf.wa.gov that another ECEAP contractor has requested a child's
record, please respond quickly — especially if you don't believe the child is transferring. To prepare for the transfer,
complete an exit or any other data entry in ELMS.
o DCYFwill move the child to the new contractor if they are not currently enrolled in a class or if the requestor has
parent consent and two days have passed since we notified you.

e ELMS Administrators receive an email alerting you when a child has been moved from your contractor to
another ECEAP contractor.

Locations and Classes
When you click on the Locations and Classes tab, you see the list of locations you can access in ELMS:

e Contractor-level ELMS users will see the Contractor, Subcontractor, Site, and Class buttons.
e Subcontractor ELMS users will only see the Subcontractor, Site, and Class buttons.
e Site-level users will see the Site and Class buttons.

Locations & Classes Landing Page

News Child Locations & Classes Staff Monthly Report Admin Reports

Contractors Subcontractors Sites Classes

Contractors
<:> Select School Year:

Future School Year
1 records found | Search For | | ‘ Advanced Search

O show Inactive

>

)

4) &)

Contractor Name Director Name

#of
Funded
ECEAP

Slots

Example Contractor Active

Info 1 Subcontractors 1 Sites Staff Slots Service Areas >

Locations & Classes Detail Page

Once you click a link on the landing page, it opens a detail page.
The links from the landing page are available there as tabs.

Locations & Classes » Contractors » Contractor Info

Select School Year: |2019-2020 v

Example Contractor Future School Year

< Info Subcontractors Sites Staff Slots Service Areas

Contractor Information

Legal Name: Example Contractor

Alternate Name: | | ‘ Acronym:

There are "bread crumbs" and a navigation "tree" at the top of the detail pages, which indicate where you are in ELMS.
You can click on them to navigate backward. Your current location is bolded.

Locations & Classes » Classes » Class Info

Select School Year: |2019-2020 v
Example Contractor I i
-uture Scl ear
I— Example Subcontractor _

Example Site 1

L Example Class 1

Info [ Class Roster M Siaff, Slots & Ratio ]
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Updating Contractor Information
These actions can only be completed by an ELMS Contractor Administrator, ECEAP Director, or Early ECEAP Director.

Contractor Information

From the main Contractor page, select the Info link. On the Info page, enter or update your organization's name,
address, and phone numbers. DCYF manages the DCYF Specialist/Contract Manager and Contractor Status sections.

E LM S Early Learning Management System **Apps.Dev R67**

MNews Child Locations & Classes Saff Monthly Fieport Admin Reports
Cantractors Subcontractors Sites Classes.

Locations & Classes » Contractors = Contractor Info

Select School Year: |2012-2020 v

Example Contractor Future Schoal Year
Info Subcontractors Sites Staff Shots Semvice Areas

Contractor Information

Legal Name: Example Confractor
Alternate Name: Acromym:
Wilebsite:
Fhone Number: [ (380) 260-3800
Organization Type: [ Mangrofit Organization i ]
Location
Physical Address
Address: [ 123 Main St
City [ Anytown State: Wl - Zip: [ Q500

Mailing Address (if different)
Address:

Cigy State: WA v Zip: 09890

Linking Information

[0 ECEAP Contracter is alzo a Head Start Grantzz

DCYF Specialist/Contract Manager

DCYF Specialist: Julie Flores

Email Address: julie flores @del.wa.gov Fhane Number: (509) B34-8818
Contractor Status

Current Status: Active
m Cancel

Contractor Subcontractors

To see this page:
e Select the Subcontractors button on the main Locations and Classes tab, or
e Select the Subcontractors link on the Contractor page, or
e Select the Subcontractors tab from a Contractor detail page.
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nier search criteri
News Child Locations & Classes Staff Menthly Report Admin Reporis Enter search criteria

Contractors Subcontractors Bites Classes

Locations & Classes » Contracters » Contracter Subcontractors

Select School Year: (2018-2020 v

Example Contractor Future School Year

Info Subcontractors Sites Staff Slots Service Areas
() Show Inactive + New Subcontractor

A Al Ad Al
Subcontractor Name Contractor Name # of Status
Funded
ECEAP
Slots
Example Subcontractor 1 Example Contractor Active Info 1 Sites Staff Funding & Slots
| Example Subcontractor 2 Example Contractor Active Info 1 Sites Staff Funding & Slots

Contractor Sites

To see this page:
e Select the Sites button on the main Locations and Classes tab, or
e Select the Sites link on the Contractor page, or
e Select the Sites tab from a Contractor detail page.

nler search cnteria ...
News Child Locations & Classes Staff Monthly Report Admin Reports Enter search eniteria \
Contractors Subcontractors Sites lasses

Locations & Classes » Contractors » Contractor Subcontractors
Select School Year: |2019-2020 v

Example Contractor Future School Year

Info Subcontractors Sites Staff Slots Service Areas
[7) Show Inactive + New Subconiractor

& 4 & Al
Subcontractor Name Contractor Name # of Status
Funded
ECEAP
Slots
Example Subcontractor 1 Example Contractor Active Info 1 Sites Staff Funding & Slots
‘ Example Subcontractor 2 Example Contractor Active Info 1 Sites Staff Funding & Slots

Contractor Staff

From the main Contractor page, select the Staff link or select the Staff tab from a Contractor detail page. Staff already
entered in ELMS and assigned to a Program Wide (Contractor) level role appear here.
e To edit existing staff, click Edit in the Action column to the right of their name.
e Toadd staff to either list, click the + New Staff button. See the Staff section of this manual. You may also add
staff from the main Staff tab of ELMS, and they will appear on this list.
e Select at least one, and up to two, Director(s), Primary ELMS Contact(s), up to three Expansion contacts, and at
least one Mobility Mentoring Lead.
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Info [ Subcontractors ][ S\tesd] Staff ] Slots }[ Service Areas w

Management Staff

+ New Staff

Select up to two ECEAP Directors.
Select up to two Primary ELMS Contacts. These are the ELMS Administrators that DCYF will contact when DCYF finds an issue related to data entry.

Select at least one Mobility Mentoring Lead

Name Select Primary | Mobilty | ELMS Roles Phone Number Email Address
Director(s) | ELMS Mentoring
Contact Lead
; ECEAP Coniact/Manager, ECEAP Director, ECEAP Family Support Manager, :
v o

Example Director G] O] Eligibility/Enrolment Staff, ELMS ECEAP Administrator (599) 3555535 BLMS@dcyrgov  Edit
- @ ﬁg\ipaéam”y Support Manager, Eligibility/Enroliment Staff, Family Support Staff, Health e y——
Example Enroliment Staff 0 ® Eligibility/Enroliment Staff, ELMS ECEAP Administrator (555) 555-5565 ~ ELMS@dcyfgov  Edit
Bl amivsuppoll (@] ECEAP Family Support Manager, Eligibility/Enroliment Staff, Family Support Staff (656) 555-5656  elms@dcyf.gov Edit

Manager

Contractor Slots

From the main Contractor page, select the Slots link or from a Contractor detail page, select the Slots tab. The upper
section of this page is entered by DCYF staff and shows your allotted slots and over-income limits. The lower section
shows how your slots are distributed to subcontractors (if any), sites, and classes. This overview is for your convenience
while assigning slots to subcontractors, sites, or classes.

e You can select Filter by to view this section for just Part Day, School Day, or Working Day slots, or you can view

all of your slots at once.

e These tables can expand and collapse for convenience by clicking the + or - signs.

e |fa number has an orange highlight, there are slots available that haven't yet been assigned.

e The slot numbers are also links to the pages where you enter slot counts.

News Child Locations & Classes Head Start Staff Monthly Report Admin Reports Monitoring

Contractors | Subcontractors | Sites | Classes

Locations & Classes » Contractors » Contractor Slots

Select School Year: |2021-2022 »

Future School Year

Example Contractor

WH Subcontractors H Sites H SIEW‘ Slots ’Ser\/iceAreas |

Assigned to Subs

Funding Model Funded ECEAP Slots or Direct Service Assigned to Sites Assigned to Classes )
Maximum Number of Over-income
Part Day o & & 10 Slots When Fully Enrolled
School Day 0 [ 0 0
Waorking Day 18 18 18 18
Maximum Percent of Over-ncome
Early ECEAP 40 40 4 2 Slots
Total Funded ECEAP Siots 120 140 140 50

ECEAP Slot Distributions

iy

Filter by: - All Funding Models Part Day School Day

Service Areas

Expand All  Collapse All

Working Day Early ECEAP
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From the main Contractor page, select the Service Area link or select the Service Areatabfrom a Contractor detail page.
This is where you review and update your service boundaries and relationships to Head Start and ECEAP neighbors. The
purpose of this section is to help coordinate between programs and support the goal of enrolling as many eligible
children as possible.

Sel chool Year:
Example Contractor | Future School Year
Info “ Subcontractors ” Sites “ Staff “ Slots w Service Areas

Q = You have unsaved changes on this page. (show changes)

Service Area Zip Codes

Enter all zip codes from which you recruit children for ECEAP.

Zip Codes

98500
98501
98502
98503
98504
98505

+ New Zip Code

Request Confidential Client Data

Annually in March, DCYF provides with contact ion for families that are DSHS clients with children who may be eligible for the following schoel year. Would you like to receive this information for
families residing in the zip codes entered above? @ Yes o No

Staff Member fo receive this information [ Example Contact

Staff Member Email: [ contact@email com

Neighboring/Overlapping ECEAP or Head Start Providers

+ New Neighbor

o &
Name Programs

ESD 113 - Sound to Harbor Early Learning Programs ECEAP, Head Start
|ESD 114 - Olympic ESD ECEAP, Head Start

Service Area Zip Codes
Enter all zip codes from which you recruit children for ECEAP. To do this:
e Click "+New Zip Code," enter one code, and Save. Repeat until all are entered.

DCYF uses this information to understand which communities have access to ECEAP and to prevent service are conflicts.

Request Confidential Client Data
e First, check "Yes" if you want to receive contact info about families who may have an eligible child. This
information is sent to you in March or April. If you do not want to receive this data, please mark “No”.
e Second, fill in the name and email of your staff member who will receive this contact info.
e Click Save at the bottom of the page.
e You will receive contact info for families living in the zip codes that you entered above.

Neighboring/Overlapping ECEAP or Head Start Providers

To add a new neighboring or overlapping Head Start grantee or ECEAP contractor, click on the + New Neighbor button.
This will open a popup witha list of all ECEAP contractors and Head Start grantees in the state. Check the boxes for your
neighboring programs and click Save at the bottom of the page.

For ECEAP contractors, only select neighboring or overlapping Head Start grantees or ECEAP contractors.

14



ECEAP ELMS ADMINISTRATORS MANUAL

For Early ECEAP contractors, only select neighboring or overlapping Early Head Start grantees or Early ECEAP
contractors.

If a contractor or grantee provides both ECEAP and Early ECEAP or Head Start and Early Head Start, then include both
types.

Add Neighbor/Overlapping Provider for Example Contractor |
Select neighbor(s) from the list below, then press Save. If the neighbor is not listed, please contact DCYF to have them
added.

A A
MName Programs
Aberdeen School District ECEAP ~
D Bellevue School District ECEAP
EBenton Franklin Head Start ECEAP, Head
0O Start
D Bright Eeginnings managed by ESD 105/Bright Eeginnings for Kittitas County EE’EAP' A
D Catholic Family and Child Services ECEAP
D Central Valley School District ECEAP
D Centralia College ECEAP
Chelan-Douglas Child Services Association Eﬁ;ﬁhp' A W
@ Cancel
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Adding a Subcontractor

Skip this section if you do not have Subcontractors. These actions can only be completed by an ELMS Contractor
Administrator, ECEAP Director, or Early ECEAP Director

If you work with subcontractors to provide ECEAP services, you must enter the subcontractor information first before
adding sites and classes. To add a new subcontractor, open the Locations & Class tab, click the Subcontractor button,
then click the + New Subcontractor button.

News Child Locations & Classes Staff Monthly Report Admin Reports

Contractors Subcontractors ites Classes

Subcontractors

Select School Year: |2019-2020 v

Future School Year

2 records found | Search For: | Search | Advanced Search

[ show Inactive o + New Subcontracior B

This generates a popup window where you enter the subcontractor name and the date that was first staffed for ECEAP.

Add New Subcontractor b
For School Year: [ -
Contractor: Example Contractor
Subcontractor Mame: [

Drate First Staffed for ECEAP: [ mm/ddiyyyy "_?
E Cancel

Click Save to continue to the Subcontractor Info page, which is explained below. ELMS will notify your DCYF CQl
Specialist that you've started a new Subcontractor.

Updating Subcontractor Information

Skip this section if you do not have Subcontractors. These actions can only be completed by an ELMS Contractor
Administrator, ECEAP Director, or Early ECEAP Director.

Each year by August 15, you must review and update your subcontractor information. To begin, select the
Subcontractor button from the Locations & Classes tab. You will see a list of your active subcontractors. Check the Show
Inactive box if you'd like to see inactive subcontractors.
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To review and update pages, click on the links to the right of the subcontractor name.

Mews Child Locations & Classes Staff Monthly Report Admin Reports

C Subcontract Sites | Classes

Subcontractors

Select School Year: |2019-2020 v

Future School Year

2records found | Search For: | Search Advanced Search
O show Inactive + New Subconiractor

&) 4 & Al
Subcentractor Name Contracior Name #of Funded | Status
ECEAP Slots
Example Subcontractor 1 Example Contractor 40 Active % 1 Sites Staff Funding & Slots
| Example Subcontractor 2 Example Contractor 20 Active Info 1 Sites Staff Funding & Slots

Subcontractor Info

From the main Locations and Class page, select the Subcontractor button and then select the Info link.
e Update all information at the top of the page.
e Inthe ECEAP Services and Early ECEAP Services section, check which services for ECEAP and Early ECEAP, or
both, are provided by this Subcontractor.
e Click Save.

Info Sites Staff Funding & Slots

Subcontractor Information
Organization ID: 1441

Legal Name [ Example Subcontractor
Alternate Name: Acronym SCDC

Physical Address

Address: [ 1110 Jefierson Ave SE
city: ( otymia state: [ yp v Ze | ees01
Mailing Address (if different)
Address: [ 1110 Jefierson Ave SE
city: = state: [wa - Zip: [ oas01
Website:
Phene Number [ (555) 555-5555
Grganization Type [ Licensed child care, including campus child care ki ]

ECEAP Services

Subcontractor recruits and enrolls families: Q ez O Mo
Subcontractor provides ECEAP preschoal educafion: @ Yes O Mo
Subcontractor provides ECEAP family support services: Q ez O Mo
Subcontractor provides ECEAP health services: @® ves Qo

Early ECEAP Services

Subcontractor recruits and enrolls families: @ Yes 0 Mo
Subcontractor provides Early ECEAP child development: @ Yes 0 Mo
Subconfractor provides Early ECEAP family support services: @ Yes 0 Mo
Subcontractor provides Early ECEAP health services @ Yes 0 Mo

Subcontractor Status
Cument Status: Active Change Status )

Cancel
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Inactivate a Subcontractor
If you will not use a subcontractor for the selected school year, click the Change Status button at the bottom of the

Subcontractor Information page. You cannot inactivate a subcontractor if there were children enrolled in associated
sites and classes at any time that school year. If a subcontractor is closing at the end of the current school year, make
sure you are in the new school year in ELMS before inactivating.

Subcontractor Sites

To see this page:
e Select the Sites button on the main Locations and Classes tab, or
e Select the Sites link on the main Subcontractor page, or
e Select the Sites tab from a Subcontractor detail page.

News Child Locations & Classes Staff Monthly Report Admin Reporis

Contractors Subcontractors Sites Classes

Locations & Classes » Subcontractors » Subcontractor Sites

Select School Year: |2019-2020 v

Example Contractor
Future School Year

Example Subcontractor 1

Info ” Sites M Staff H Funding & Slots
() Show Inactive
= Al Aj A

Site ID Site Name: #of Status
Funded
ECEAP
Slots.

2350 Example Site 1 40 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment

From the main Subcontractor page, select the Staff link or select the Staff tab from a Subcontractor detail page.
Subcontractor management staff already entered in ELMS will appear on this page.
e To edit existing staff, click Edit in the Action column to the right of their name.
e To add staff, click on the + New Staff button. You may also add Subcontractor management staff from the main
Staff tab of ELMS, and they will appear on this list. See the Staff section of this manual for details.
e You must select one primary on-site contact. This is the person who can be reached on-site in case of an
emergency.

Info “ Sites ] Staff ‘ Funding & Slots ]

Management Staff

Select Primary On-Site Contact

A) i A 4)
Select

Contact

Name ELMS Roles Phone Number Email Address

Example Contact Manager D ECEAP Contact/Manager Edit ‘

Subcontractor Funding and Slots

To see this page:
e From the main Subcontractor page, select the Funding & Slots link or
e From a Subcontractor detail page, select the Funding & Slots tab.

For every subcontractor, enter the number of slots for each of the four ECEAP models: Part Day, School Day, Working
Day, and Early ECEAP. Enter zero (0) if you do not have that model.
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e Enter the funds per slot the contractor gives the subcontractor for each ECEAP model.

e Itis optional to enter a Maximum Number of slots that Exceed SMI Eligibility (ESE)When Fully Enrolled. If you
enter an ESE limit for a subcontractor, ELMS will enforce it in addition to enforcing the overall ESE limit for your
contractor.

o Itis suggested to use subcontractor ESE limits in one of three ways:
= Do not employ subcontractor ESE limits by leaving this value blank for all subcontractors.
= Allocate ESE slots to all subcontractors and so that the total matches the total contractor
allocation.
= Use subcontractor ESE limits to ensure all ESE enrollment if approved by a central office by
setting all to 0, and ensuring that the limit can be cleared by the enroliment staff at the central
office so that they can remove it in order to complete each ESE enroliment.
e ELMS will calculate the Maximum Percent of ESE slots.

Info Sites Staff Funding & Slots

Funding Model Funded ECEAP Slots Funds Per Slot Passed to Subcontractor

Part Day [ 16 4800

School Day [ 0 0

Working Day [ 0 0

Early ECEAP [ 0 0

Totals 16

Maximum Percent of ESE ECEAP slots:: Maximum Number of ESE ECEAP Slots When Fully

Enrolled::
Save Jezhie-]

Important:
Whenever you need to add slots in ELMS, use the following order:
1. Contractor slots, added by DCYF.
2. Subcontractor slots, if any, assigned by the Contractor until September 30.
3. Site slots assigned by the Subcontractor, if any, or otherwise assigned by the Contractor until September 30.
4. Class "Plan for Reserving Slots."

On September 30 of each school year DCYF restricts slot movements. After this date you may only move slots between
classes. Slot moves between subcontractors and sites must be approved by your CQl and then your CQl will have the
change made in ELMS.

If you enter more slots than available, you will receive a red error message such as this:

» You cannot assign more than 144 School Day slots to this subcontractor. You must free up slots from other subcontractors and sites before you can add more slots to

0 this Subcontractor.
» You cannot assign more than 0 Working Day slots to this subcontractor. You must free up slots from other subcontractors and sites before you can add more slots to
this Subcontractor.

Adding a Site
This action can only be completed by an ELMS Contractor Administrator, ECEAP Director, Early ECEAP Director, or
Subcontractor Contact/Manager.

1. Toadd a new site in ELMS, click the Locations & Class tab, then the Sites link on the submenu bar.
2. Thenclick the + New Site button. This generates an Add New Site popup window.
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News Child Locations & Classes Staff Monthly Report Admin Reports

Contraciors Subconfraciors Sites Classes

Sites
Select School Year: |2019-2020 v
Future School Year
2 records found | Search For: | | ‘ Advanced Search
O show Inactive
P 4 ) Y &
Site ID Site Name ‘Subcontractor Mame # of Funded | Sfatus
ECEAP
Slots
2350 Example Site 1 Example Subcontractor 1 40 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment
| 2352 Example Site 2 Example Subcontractor 2 20 Active Info 1 Classes Staff Slots 0 on Waiting List Recruitment

3. Answer each question:
e Answer Yes to "Is this a subcontracted site?" only if this site is run by an organization that reports to an
ECEAP contractor rather than to DCYF. At subcontracted sites, teaching staff are usually paid by the
subcontractor. At "direct service sites," teaching staffare paid by the contractor that works directly with
DCYF.
4. Be sure to use the same Site Name as on the child care license if the site is licensed.

Add New Site

For School Year: 2019-2020

Is this a subcontracted site?

) Yes Q) No

Contractor: l e ]
Site Mame: [

If you hawve a child care
license, use the exact
site name as on the license.

Expected start date of the
first ECEAF class at this
site:

Gouea

5. Click Save. This opens the Site Approval tab for the new Site.

4l

[ mmiddiyyyy

New Site Approval

Follow the previous steps to open the New Site Approval in ELMS.
1. Review the top of the page to make sure the four pre-filled answers are correct. If not, email elms @ dcyf.wa.gov
to have the site deleted so that you can start another New Site over.
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2. Respond to each question from top to bottom and follow all instructions. It is very important to enter accurate
responses in this form. Contact your DCYF CQl Specialist if you have questions.

m” Classes H Staff H Slots ” Waiting List || Recruitmem@ehppmv@

= This page replaces the DCYF paper New Site Approval form.

» Complete this New Site Approval page and the Site Info page, then select the blue Submit button.

= This will:
o Generate an email to your DCYF CQI Specialist to let them your new site request is ready for their review:
o Generate an email to MERIT to let them know if a new and old site should be linked
o Generate an email to DCYF Early Achievers stating if you want to forward an Early Achievers rating.

« If you do not have all the information yet, you may Save the page and return later.

For School Year 2019-2020

Is this a subcontracted site? No

Site Name: Test this New Site
Expected start date of the first 11172020

ECEAP class at this site:

Will any equipment be purchased for this site, with unit costs of 55,000 or greater?:

Q Yes Q Mo
Services
How many ECEAP rooms will you open at this site?:

Which ECEAP slot model(s) will be at this site?:
O PartDay

O School Day
O Working Day

Replacing an Old Site?

Are you closing another site and moving teachers and equipment to this new location?:

Q Yes Q Ne

Service Areas

Does a neighboring ECEAP Contractor or Head Start Grantes site recruit from the same neighborhood(s)?:

Q Yes Q No

DCYF Early Learning Program Licensing

Will ECEAP by covered by an existing early learning program license at this site?:

Q Yes @ Mo Q Unknown

Does this site qualify for an exemption from licensing?:

Q Yes @ Mo

Will this site have any ECEAP class sessions that are four or more hours?.

@© Yes Q No

This site will need & DCYF Early Leaming Program License before beginning classes.
Contact your DCYF CQI Specialist with the information.

Click the blue Additional Questions button and answer all questions before submitting.
Additional Questions

EE-8 Cancel

Submit New Site Approval Form to DCYF

DCYF Approval
Approved By: v Approved On:

]

mm/dd/yyyy

BECE Cancel
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3. Ifyou need to answer the Additional Questions, that button will be enabled. If it is dark blue, click it and
continue to complete this form.

Additional Questions for Sites Not Currently in Child Care Licensing Process

Required Training (FDTR-9)

Staff working with children have a current basic standard first aid card(s).

QYes QMNo

Staff working with children have current infant/child cardiopulmonary (CPR) card(s).

QvYes QMNo

Staff working with children completed training on disaster plans and emeregency procedures.

QvYes QMNo

Staff working with children completed universal precautions for prevention of transmission of blood borne pathogens.

QvYes QMo

Staff working with children completed training on preventing, identifying, and reporting child abuse and neglect.

QYes QMNo

At least one person per classfroom has a Washington State Department of Health food worker card.

QvYes QMNo

Classroom Environment (ENV-1, 10 IC-14)

All indoor classroom areas are accessible to adults
OYes QNo

Describe plan to ensure materials and equipment are safe, clean and in good repair.

Describe plan to ensure materials and equipment are age appropriate:

Describe plan to ensure materials and equipment are safely stored to prevent injury:

Classrooms have 35 square feet per child of space.

QYes QNo
Enter square footage excluding bathroom, hall, kitechen and storage space:

Qutdoor Environment (ENV-4, 5, 6)

There is a minimum of 75 feet per child in the outdoor play area.
OYes QNo
Enter square footage : sqft

Qutdoor play area fenced

OvYes QHNo

Supenision plan during children’s arrival, departure, and gross motor time:

Continued on next page...
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Plan to maintgin and monitor playground safety including:
= Protective surfacing

= Fall zones around play squipment

= Swing spacing

« Guardrails on elevsted surfaces

= Prevention of potential enfrapment hazards

= Prevention of exposed moving parts that could pinch or crush

s [Free from hardware that is boose, worn or hazardous

= Fres from exposed equipment footings

= Free from scatiered debris or other tripping hazards

= Free from rust and chipped paint on metal components

= Free from splinters, large cracks and decsyed wood components
= Free from deterieration and comrosion on structural components

Deseribe plan:

Type and depth of playground protective surfa.cing:l

If swings are present, distance betwesn swings in inches:l inches

Fire Safety (EMV-11)

Al flammable, toxc and hazardous matsnials are stored safely.
Q fes O Mo
Emaoke detectors, firz alarms and fire extinguishers are inspected regulary.

Q) fes ) Mo

Each classroom has emergency lighting. Describe typs: |

Describe plan to meet reguirsment:

Food Sanitation (EMV-189)

In compliance with WAC 245-215 and WAC 248-21T a locations where food is prepared, stored, and served.
Qfe= QMo

Food is prepared in an area separate from toilet and child hand washing facilites.
Q) es QMo

Deseribe where food is prepared (including any in-class snacks or food experiences:

Infectious Disease Prevention (EMNW-25)

There are sufficient, clean, child-scocessible toilets and hand-washing facilities.
Q) ves O Mo

Describe lecation of bathrooms:

If bathrooms are not sdjoining the classroom, describe plan for supervision and maintzining ratio during group and individual child toileting:

Multiple Classrooms

Does the above information apply to all classrooms.

O ves Qe

=5 o
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Bathroom Space, Toileting and Diapering (EMNV-25)

There are sufficient, clean, diapering, child-accessible toilets and hand-washing facilities.
Qe QNo

Describe location of bathrooms:

If bathrooms are not adjoining the classroom, describe plan for supervision and maintaining rafio during group and individual child toileting:

Multiple Classrooms

Does the above information apply to all classrooms?

Qe QNo

= Cancel

4. Then click Save to return to the Site Approval page.
5. Next, click to open the Site Info tab and complete all required fields there. See the example on the following
pages of this manual.

( Infe H Classes ” Staff H Slots ” Waiting List ” Recruitment ” Site Approval w

Site Information

6. Finally, return to the Site Approval tab and click the blue Submit button:

Submit New Site Approval Form to DCYF

e This will:
o Generate an email to your DCYF CQl Specialist to let them your new site request is ready for
their review.
o Generate an email to MERIT to let them know if a new and old site should be linked.
o Generate an email to DCYF Early Achievers stating if you want to forward an Early Achievers
rating.

Entering or Updating Site Information

These actions can be completed by an ELMS Administrator, ECEAP Director, Early ECEAP Director, Subcontractor
Contact/Manager, or Site Contact/Manager.
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Each year by August 15, you must review and update your site information. To begin, select the Site button from the
Locations & Classes tab. You will see a list of your active sites. Check the Show Inactive box if you'd like to see inactive
sites. To review and update pages, click on the links to the right of the site name.

News | Child  Locations & Classes  Siaff | Monthly Report | Admin = Reporis Erter search crifen . @

Gontractors Subcontractor Sites lasses

Sites
Select School Year: |2019-2020 v

Future School Year

2 records found | Search For | | | Advanced Search

[ Show Inactive

| A A A
Site ID Site Name Subcontractor Name #of Funded | Status
ECEAP
Slots
2350 Example Site 1 Example Subcentractor 1 40 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment
| 2352 Example Site 2 Example Subcontractor 2 20 Active fo 1 Classes Staff Slots 0 on Waiting List Recruitmel
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Changes to a Site Address

The site address is locked in ELMS. If the children and teachers, and supplies move to a new address, you will create a
new site in ELMS. To start a new ECEAP site, see Adding a Site in the previous section of this manual.

Email elms@dcyf.wa.gov if the site has not moved but:
e The site address was originally entered incorrectly into ELMS, or
e The post office issued a new address for the existing building.

Site Info

From the main Locations and Class page, select the Site button, and then select the Info link. Update or complete the
page in order, starting from the top. Click Save.

[ Info. DC\asaes ”EH Slots H Waiting List H Recruitment H Site Approval l
N—"

Site Information

Organization ID: 2713

Legal Name: [ Example Site

Alternate Name: Acronym:
Classes are held in a: [ Public school or school district building x v ]

Number of rooms with Early ECEAP [ 1

classes:

Number of rooms with ECEAP [ 1

classes:

Site operated by a tribal organization: O Yes @ No

MName of Tribe or Tribal Organization:

Site provides wrap-around child care (working day semvices) for ECEAP children: QO Yes @MNo
Primary Child Transport: [ School District Buses x v ]
Location

[ This site's address is the same as Aberdeen School District
Physical Address
Address: (123 Main st
City: [ Anytown State: WA v Zip: [ 99999

Mailing Address (if different)

Address:
City: State: WA e Zip: 09999
Phane Number: [ (555) 565-6656
Enrollment Email: Enrollment Phone: [ (555) 555-5555
School District: [ Aberdeen School District X v ] ESD: ESD 113
Tribal School: v
State Legislative District: [ 15t Legislative District X } County: [ Adams X v }
Population Density: Population density is automatically provided when a valid zip code is entered in the site's physical address.
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Site Linking and License Information

In the “Site Linking and License Information” section, you explain whether an ECEAP site also has Head Start or licensed
child care. Answer each question accurately.

Site Linking and License Information
Early Achievers Information

D For Early Achiever's rating purposes, the ability to link or unlink this site is disabled. Contact elms@dcyi.wa.gov with questions.

(0) Sites cannot be linked until the parent Grantee and Contractor are also linked
Child Care License Information

D This site has a Licenszing Exemption letter

Is there a licensed child care at the same address? o Yes @ Mo
Does the same organization hold the child care license and pay the ECEAP teachers? O Yes O No
Curricula

Mo Curricula Found . Edit Curmricula

Developmental Screenings

Mo Developmental Screenings Found ... EIENENE W le RTe L T

DEL Approval of New Site Forms

Type: = gﬁ.proved = gﬁ?mved mmiddiyyyy '_?
+ Site Approval
Site Status

Current Status: Active Change Status
cancel

e |fyou say Yes to both questions, it means that the ECEAP and child care should be rated together as one entity
for Early Achievers.

e Always mark Yes to both questions if ECEAP and child care children are in the same class.

e [fyou answer yes to both licensed child care questions, a Provider ID box will open.

e Enter the Licensed Provider ID or the name of the licensed child care, and click Search.

e Then, click on Select an Option to see the search results.

e Select the correct child care name from this list.

DCYF may lock the answers in this section if needed to ensure that your site is correctly represented in the MERIT
system for Early Achievers. If you need assistance, contact elms@dcyf.wa.gov. It is very important that this part of ELMS
is accurate. Please contact elms@dcyf.wa.gov if you have questions.

Curricula

Click on the Edit Curricula button and follow instructions in the popup.
o Briefly describe your approach to preschool curriculum in the box provided.
e Select Foundational Curricula.

e Select Social-Emotional, Health & Safety, Language/Literacy, Math, Bilingual/Dual Language Learner, and
Parenting curricula, if applicable.

Check all that apply. Read the choices carefully and only select Other if your curricula are not listed.
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Site Developmental Screening

Click on the Edit Developmental Screening button and follow instructions in the popup.
e Inthe first group, only select multi-domain screening tools used for all children.
e Inthe second group, select tools used for all children who are English-language learners.
e Read the choices carefully and only select Other if your curricula are not listed.

Developmental screening occurs during the first 45 days from a child's first day in class. The purpose is to identify
children who may need further evaluation for special services.

NOTE: Teaching Strategies GOLD ™ is an assessment and is not your developmental screening tool.

DCYF Approval of New Site Forms
This section is completed by DCYF staff.

Inactivate a Site

If you will not use this site for the selected school year, click the Change Status button at the bottom of the Site
Information page. You cannot inactivate a site if there were children enrolled in associated classes at any time that
school year. If a site is closing at the end of the current school year, make sure you are in the new school year in ELMS
before inactivating.

If a site closes during the school year and the site had children enrolled in associated classes at any time that school
year, contact ELMS support at elms @ dcyf.wa.gov.

28


mailto:elms@dcyf.wa.gov

ECEAP ELMS ADMINISTRATORS MANUAL

Site Staff

From the main Site page, select the Staff link or from a Site detail page, select the Staff tab. Management Staff for this
site already entered in ELMS will appear on this page.
e To edit existing staff, click Edit in the Action column to the right of their name.
e Toadd management staff, click on the + New Staff button. You may also add Site management staff from the
main Staff tab of ELMS, and they will appear on this list. See the Staff section of this manual for details.
e You must select one primary on-site contact. This is the person who can be reached on-site in case of an
emergency. To do this, check the box next to their name.
o Before a person can be designated as the primary on-site contact, they must have an office phone, and
email entered into ELMS. To add these, click "Edit."

e You must select at least one, and up to two, Early Achievers Contacts.

Teaching Staff display on this page. Enter them on the Class Staff pages.

Info C\assesi Staff iS\uts [ Waiting List ” Recruitment ” Site Approval }

= Select one Primary On-Site Contact. This person is the emergency contact for the site.
= Select up to two Early Achiever Contacts. These are the primary Early Achiever contacts for the site.

Training on Dual Language Learners

In recent years, teachers received the following training on supporting dual language learners in the classroom. (Check all that apply):

& In-service training

[& workshops provided by other organizations
[ conferences

O onsite coaching

[ Reading materials

O Reflective groups or communities of practice
O other

O none

+ New Staff

)

Management Staff

Select Primary On-Site and Early Achievers Contact

A)

4) A 4)
Select

Contact

4)
Early
Achievers.
Contact

Name ELMS Roles Phone Number Email Address

Example Manager @ @ ECEAP Contact/Manager (360) 5382170 deyf@elms.gov Edit

Teaching Staff
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Continued from last page...

Teaching Staff

Name ECEAP Roles Phone Number Email Address
Example Teacher 1 Lead Teacher Example@dcyi.gov Edit
Example Teacher 2 Early ECEAP Lead Teacher EarlyLearning@dcyf.gov Edit
Exampel Assistant Teacher  Assistant Teacher Edit
Site Health, Mental Health, and Nutrition Professionals
+ New Staff

No Health Staff Found ...

Family Support Staff - Staff members who work directly with families

+ New Staff

4) Al 4) a
Name ELMS Roles Phone Number Email Address
Example Health Staff Family Support Staff Edit
Coach Staff
+ New Staff
4 Al 4 A
Name ELMS Roles Phone Number Email Address
Example Coach Coach example@dcyforg Edit
Specialist Staff
+ New Staff
4) Al 4) A
Name ELMS Roles Phone Number Email Address

Example Language and
Culture Specialist

Cultural Specialist, Language Specialist Edit
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Site Slots

From the main Site page, select the Slots link or from a Site detail page, select the Slots tab. On this page, you add
information on the number of slots for each of the four ECEAP models: Part Day, School Day, Working Day, and Early
ECEAP. The number of classes already entered in ELMS for this site for this school year is displayed here.

Info [ Classes } Staa [ Slots ”)Wallmg List ” Recruitment }
'y
Funding Model Funded ECEAF 5lots
Part Day: [ 0
School Day: [
Working Day: [ 1]
Early ECEAP: (
Total Funded ECEAP Slofs: 26
Mumbar of Reoms with ECEAP: [ 2
Humber of Reoms with Early ECEAP: [o
Mumber of ECEAP Classes/Groups: 2
MNumber of Early ECEAP Classes/Groups: i}
Cancel

If you enter more slots than available, you will receive a red error message such as this:

= You cannot assign more than 15 Part Day slots to this site. To add more slots: assign more slots to the Contractor level
0 *or* re-allocate slots at the Subcontractor/Direct-Service Site level.

» You have unsaved changes on this page. (show changes)

Site Waiting List
From the main Site page, select the Waiting List link or from a Site detail page, select the Waiting List tab. All children on

the waiting list for this site are displayed. ELMS Contractor Administrators and Recruitment, Eligibility and Enrollment
staff can enroll children or remove them from the waiting list. For more information, see the ELMS Eligibility and

Info Classes Staff Slots/ Waiting List Ecmnment
Export site waiting list to Excel
Bulk Enroliment
Previous
Head
Date Early Returning | Start,
Last on Preferences Age ECEﬁ:ation ECEAP ECEAP Early Over- Eligible Eg:riw Actions
Name Waiting | for this Site a CEEI lete Application | from last | ECEAP, Income | for Points
list P Complete year EHS,
ESIT or
Part C
15812 IEP ER) 410001 1st 3 ‘es No No Yes PD,SD,WD 545 Select an Acfion v
Example
117124 Example Child SMw2021 Unspecified 1 No Yes Mo Mo B-3 545 Select an Action v
117121 Example 2 ECEAP SMX2021 Unspecified 2 No Yes No Mo B-3 540 Select an Action v
114637 I‘ngo"rﬁ’e' Example  4/1/2021 1st 4 Yes Mo Ves Ho % PD,SDWD 380 Select an Action v

Enrollment Manual.

Recruitment
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From the main Site page, select Recruitment, or from a Site detail page, select the Recruitment tab. Answer all five
guestions on the Recruitment page. They are used to monitor ECEAP Performance Standard B-100.

Info [ Classes ” Staff ” Slots H Waiting List d&cruilmentj)

. Text responses must be less than 3,000 characters.

Describe your year-round recruitment procedures:

B I |2 = i | = ?

Advertising (English/ Spanish)- postings around the community (stores, provider offices, DSHS, health dept., WIC, etc.) ; brochures;
elementary school newsletters, district websites; community events; inform community partners Referrals (informal) — Friends, family,

neighbors

How do you ensure that you are recruiting and enrolling the children most in need of ECEAP services within your service area?

= I | = ?

B I | i=

Same as above and scheduled developmental screenings provided by district
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Continued from last page...

‘What strategies do you use to recruit children who are homeless?

== ?

B I |z =

Work with homeless program liaison in district

‘What strategies do you use to recruit foster children and children receiving Child Protective Services (CPS) or Family Assessment Response (FAR) services?

=] ?

B I iz =

Inform case-workers at Children’s Administration/ DSHS and work with local Foster Parent Association

‘What strategies do you use to recruit children from families with the lowest income?

=] 2

B I = =

Publish services; advertise in key locations (Health Department, WIC, DSHS, Hispanic stores, Cathelic Community Services, stc.)

L=l Cancel
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Adding a New Class
This action can only be completed by an ELMS Contractor Administrator, ECEAP Director, Early ECEAP Director,
Subcontractor Contact/Manager, or a Site Contact/Manager.

To add a new class to ELMS, open the Locations & Class tab, click the Class button.

News Child Locations & Classes Staff Monthly Report Admin Reporis
Coniractors | Subcontractors | Si Classes
Classes
Select School Year: |2019-2020 v
Future School Year
3 records found | Search For. | | | Advanced Search
() Show Inactive
& &) & 4 &) & &
Class ID | Class Name | Funding Site Name #of #of Lead Teacher Status
Model ‘Assigned | Children
ECEAP | Enrolled
lots
10271 gx:;gﬂle E:IL Schoal Example Site 1 0 0 Example Lead Teacher 1 Active Info Class Roster ?ERZ'ﬁE‘OIS
e Example Extended - = Staff, Slots:

Then click the + New Class button. This generates an Add New Class popup window. Answer each question in order.
New questions may appear, depending on your responses. Then click Save.
e |fyou know from your CQl that the new class requires approval, consult with your CQl about the answers to
these questions before answering with any “Yes” responses.
e The Date First Staffed is the date that any ECEAP staff will start working in this classroom, such as the date they
start setting up the room for ECEAP.
o Click Save, and ELMS will open to the Classroom Approval page if needed or the Class Info page.

Add New Class <

Has there been an ECEAF class in this same room in the past five years?:

@ Yes QO No
For School Year: 2019-2020
Contractor: I d ]
Subcontractor: Select Contractor
Site Name: Select Contractor
Class Name: l
Date First Staffed for ECEAP: I mmiddiyyyy -E:.
ES cance
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New Classroom Approval

ELMS will determine that you need a New Classroom Approval when all of your answers in the New Class popup are
“No”. To start that process, see "Adding a New Class" on the previous page.

Complete the Classroom Approval form from top to bottom, following all instructions. The process and content are very
similar to the New Site Approval described previously.
1. Reviewthe top of the page to make sure the four pre-filled answers are correct. If not, email elms@dcyf.wa.gov
to have the class deleted so that you can start another New Class over.
2. Respond to each question from top to bottom and follow all instructions. It is very important to enter accurate
responses in this form. Contact your DCYF CQl Specialist if you have questions.

m[ Class Roster ” Stafl, Slots & Ratio ” Classroom Approval W

« Ifyou do not have all the information yet, you may Save the page and return later

+ This Classroom Approval form is used when you plan fo start an ECEAP class in an existing ECEAP site in a room that hasn't had ECEAP in the past five years
« Complete the New Class Approval page and the Class Info page

- Then select the blue Submit button. This will generate an email to your DCYF CQI Specialist to let them know your new classroom request is ready for ineir review.

For School Year: 20192020

Contractor. City of Seattle

Subcontractor. Primm ABC Preschool And Child Care CTR
Site Name: Primm ABC Preschool And Child Care
Class Name: Example Class

Expected ECEAP class
start date:

Which ECEAP slot model(s) will be at this site?:

© Sthool Day
Q Working Day

Will ECEAP be covered by an existing early leaming program license atthis site?

Oves QMo

‘Additional Questions

Save JNe:L

Submit New Classroom Approval Form to DCYF
DCYF Approval

Approved By

Save JNe:L

Approved On:

mmiddlyyyy S

3. Ifyou need to answer the Additional Questions, that button will be enabled. If it is dark blue, click it and

continue to complete this form.
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Continued from last page...

Additional Questions for Sites Mot Currently in Child Care Licensing Process

Classroom Environment (EMNV-1, 10; IC-14)

Allindoor classroom sress sre scoessible to sdults.

Q) Yes Q) No

Describe plan to ensure materials and squipment are safe, clean and in good repsin

A
Describe plan to ensure materials and equipment are age appropriate:

o
Describe plan to ensure materials and equipment are safely stored to prevent injury:

S
(Clazsrooms have 35 square feet par child of spsce.

Q Yes Q No
Enter square footage excluding bathroom, hall, kitechen and storage space:

Fire Safety (EMV-11)

Al fiammable, tooge 3nd hazardous matenals ars stored safely.

QYes Q Ne

‘Emoke detectors, firz alarms and fire extinguishers ars inspected regulary.

Q Yes Q No

Esch classroom has emergency lighting. Deseribe typs:

Deszcribe plan to mest regquirement:

A
Infectious Disease Prevention (EMNW-25)

There arz sufficient, clean, chid-zcceszinle todsts and hand-washing facilites.

QYes Q Ne

Describe kocation of bathreoms:

If bathrooms are not adjoining the c

1, describe plan for supenvision and maintaining ratio during group and individual child toileting:

B o

Then click Save to return to the Class Approval page.

Next, click to open the Class Info tab and complete all required fields there. See the example on the following
pages of this manual.

Finally, return to the Class Approval tab and click the blue Submit button:

Submit New Classroom Approval Form to DCYF

This will generate an email to your DCYF CQI Specialist to let them know your new class request is ready for their
review.
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Entering or Updating Class Information

Each year by August 15, you must review and update your class information. To begin, select the Class button from the
Locations & Classes tab. Youwill see a list of your active classes. Check the Show Inactive box if you'd like to see inactive
classes.

To review and update pages, click on the links to the right of the class name.

News Child Locations & Classes Staff Monthly Report Admin Reports

Contractors Subcontractors Sites Classes

Classes
Select School Year: |2019-2020 v
Future School Year
3 records found | Search For: | Search Advanced Search
Show Inactive
Al s 4 a ) 4 A Al
Class ID | Class Name | Funding Site Name #of #of Lead Teacher Status
Model Assigned | Children

ECEAP | Enrolled

Slots
10271 Elx:;;ﬂle E:‘;ISEhUUI Example Site 1 0 0 Example Lead Teacher 1 Active Info Class Roster gtaRf;.ﬁalols
10272 Elx:;;gle Ef:nded Example Site 1 0 o Example Lead Teacher 1 Active Info Class Roster gtaz'ﬂilms
‘ 10273 Elx:ggle Part Day Example Site 2 0 1] Example Lead Teacher 1 Active Info Class Roster gtaRf;,ﬁglols
Class Info

From the main Locations and Class page, select the Class button, and then select the Info link. You must complete this
page before you can enroll children in this class in ELMS.
e Select the Class Funding Model: Part Day, School Day, Working Day, or Early ECEAP.
o There can only be one model per class in ELMS. If you have DCYF permission to have two models
blended in one class, you create two classes in ELMS and email elms @ dcyf.wa.gov with a request to
"link" them.
o Make sure the site has slots available for the model.
o "Part Day" requires a minimum of three hours per ECEAP class session. There is a minimum of 360
classroom hours and a minimum of 30 weeks per year.
o "School Day" requires a minimum of 5.5 ECEAP hours per day, at least four days per week during the
school year. There may be a fifth day with the same or fewer hours.
o "Working Day" requires 10 or more ECEAP hours per day, five days per week, year-round.
o "Early ECEAP" requires 10 or more Early ECEAP hours per day, five days per week, year-round.

Info ‘ Class Roster || Staff, Slots & Ratio | & Class successfully configured
Class Name: -

A Select Class Funding Model: Q) Part Day
( School Day
N Working Day
Q) Early ECEAP
Select Class approach to dual i _ e : G icati -
language leamers. (See detailed [ English Only - Teachers intentionally use English as the language of instruction and communication ]

definitions here.):

e You Select Class approach to dual language learners on this page.
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e |fyou select anychoice otherthan "English Only," you will be asked to enter the languages supported by various

staff roles:
Select Class approach to dual | English with home language support - Daily instruction in English for all children. Teachers intentionally p...
language learners. (See detailed
definitions here.):
Languages supported by staff in each role other than English:
Lead teachers(s): | Select one or more ‘
Assistant teachers(s): | Select one or more ‘
Family Support staff: | Select one or more ‘
Parent/Community volunteers(s): | Select one or more ‘
Other staff support: | Select one or more ‘

e Complete all parts of the Class Schedule

o Total Classroom Days means the actual number of days the class will meet this school year, excluding

holidays, vacations, and conference days.
=  For School Day classes only, enter the number of days class was canceled for parent-teacher
conferences. You may enter up to 10 days.

o Tocomplete Weekly Schedule, check the box for the first day the class meets eachweek. Then enter the
class start and end times. Then select additional days, and the hours will automatically fill in.

o Ifyou have different schedules for weeks A and B, select the Class Uses Alternating Schedule button so
you can enter both weeks.

Linked Classes (DEL Admin Only)
Link to Existing ECEAP Class: 5

Link Classes

[n]
g

fi7]
o

Schedule
§ [ mmanyyy o ( mmiaryyyy =
Total Classroom Days: [ (excluding school closure days)

Weekly Schedule

D Monday To
0O  Tuesday To
O wednesday To
O  Thursday To
(@] Friday To

Class Uses Altemating Schedule

Mumber of Weeks Planned for School Year 0

Class Status

Current Status: Active Change Status
Cancel

e The schedule is complete when the bottom of the page shows:
o Number of Weeks Planned for School Year
o Average ECEAP Time Per Day
o Total ECEAP Hours Per Year (must be 360 or more)
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e Select the Child Nutrition Program
o Select one or both options to designate if the nutrition program follows the National School Lunch
Program or Child and Adult Care Food Program.

Child Nutrition Program

Mational School Lunch Program (N SLP)

Child and Adult Care Food Program (CACFP)

e Click Save.

When a Class Has More Than One Model
You must have permission from your DCYF CQI Specialist before starting a class with more than one ECEAP model: Part
Day, School Day, and Working Day.

In ELMS, you create these as separate classes then contact elms @dcyf.wa.gov to request that we "link" them.

Inactivate a Class

If you will not use this class for the selected school year, click the Change Status button at the bottom of the Class
Information page. You cannot inactivate a class if there were children enrolled at any time during that school year. If a
class is closing at the end of the current school year, make sure you are in the new school year in ELMS before
inactivating.

If a class had children enrolled any time during the school year and later closes then it will not be able to be inactivated
until the following school year. Contact ELMS support at elms@dcyf.wa.gov to have the class reanamed to be bypassed
in monitoring for the remainder of the year.

Class Roster

From the main Class page, select the Class Roster link, or from a Class detail page, select the Class Roster tab.

Here you see the list of enrolled children, with their ID, Name, Age, First Day Attended, Last Day Attended, the ECEAP
slot models they are eligible for, and their assigned Family Support staff.

From this page, you can open the Child & Family Updates pages, view a child's application, transfer, or exit a child.

Inln(l Class Humr) Staff, Slots & Ratio |
[} Show all students who were enroBed in the class this school year
- o = o 7
ChildID | Mame Age | First Day Attended Last Day Attended | Eligible For | Family Suppart |
TE196 4 41202019 MIA g [Part Day, Full Schoal Day Child & Farnily Lipdates Transdes
79303 4 22019 e Part Day, Full School Day Child & Family Updates Transfor  Exit N
T9455 Names 4 GM212015 MIA [Part Day, Full School Day Child & Family Updates Application  Transfer  Exit
B4G53 are 4 122019 MIA Part Day, Full School Day Child & Family Updates Applicaion  Transfer  Exit
926593 hidden 3 22019 MIA [Part Day, Full School Day Child & Family Updates Transfer  Exii
92956 4 AM202015 MIA Part Day, Full School Day Child & Far Updates. Transfer  Exit
92963 3 22019 MIA, Part Day, Full School Day, Extendad Day Updates Transfer  Exit
93001 4 22019 MIA Part Day, Full Seheol Day, Extended Day Updates Transler  Exil
93003 4 91122019 A Part Day, Full School Day, Extended Day Family Updates Applicaton Transfer  Exit
93031 4 AM22019 A Part Day, Full School Day ild & Family Updates Applicaion  Transfer  Exit L
93421 3 411202019 MA Part Day, Full School Day Child & Family Updates Apgplicaton Transfer  Exit
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Staff, Slots & Ratio

From the main Class page, select the Staff, Slots & Ratio link or from a Class detail page, select the Staff, Slots & Ratio
tab.

From the Staff, Slots & Ratio page, you add or remove classroom staff and set up the plan for distributing slots in the
class between your funding sources. This page also displays the Adult to Child ratio. See below for details.

Assigning Staff to a Class
To add staff to a class:

e First, make sure you have the same number of "positions" as the usual number of staff in the classroom. If you
normally have one lead teacher and two assistant teachers at the same time, create one lead teacher position
and two assistant teacher positions. Click the blue "+ New Position" button to start.

o When you first set up a new class, ELMS creates one Lead Teacher position.
o The number of postions that are filled during all ECEAP hours is the number of adults in the class ratio.

e Toadd positions, click on the + New Position button. Follow the directions in the popup.

Rrater Staff, Slots & Ratio \
Staff Assigned 1o Class

First, madiias goa® y0u haved the Saend numbsr of “posicns” &8 the wiual rumbser of 88 n the classMgm. I you normaly have one kead feacher
and twd assmtsnt isackeds &l the same ims, creals ons Bad tEacher posliion and et assistant beachBgnoaliong. Cick the blus "+ New Posiion™
bution b start
Then, add e cormect names under sach position. The only me you add two nemes under a posiion s when o peopls work in shifts 1o cover

the same role (sach as when you have 8 moming beacher and an afiernoon lsacher for a Full School Day or Exe Doy ECEAP class). Clk
the ght Blue ™+ New 52T Inks 10 832 namas

Position Position is 2 of Staff
Filled all Positicn
ECEAP
Houra?
{check if true)

Lead Teacher [m] o

Mo stalf aasigned {0 this posdion ;
Flan for Reserving Siots

e After you assign all the positions you need, add the correct names under each position.
o Click the light blue "+ New" links to add the names of staff.
= |fyou don't yet know the staff names, enter "Example Class Placeholder Teacher" or "Example Class
Placeholder Assistant."

o Youonly add two names under a position when two people work in shifts to cover the same role (such as
when you have a morning teacherand an afternoon teacher for a School Day or Working Day ECEAP class or
an Early ECEAP class).

e This opens a popup where you can assign an existing staff person by following Step 1 or add a new staff person
by following Step 2. See the screenshot below.
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Continued from last page...

Select Staff

Instructions
Use this screen to add staff names to a position.

« Usually, you only add one name per positions.

« You may add a second name to a position only when two people work in shifts to
cover the same role (such as when you have a morning teacher and an afternoon
teacher for a Full School Day or Extended Day ECEAP class).

There are two options:
1. Select a staff that has already been in ELMS and add the new staff assignment to
them.

2. Add a new staff to ELMS.

Once you have associated or added the appropriate staff, press the Close button.

R

ﬂ D If the person has already been added to ELMS, select them from the following dropdown list.

Select a Staff

ZD If the person has not yet been added to ELMS, add them via the Add Staff page.

Close

e Besure toclick the Position is Filled all ECEAP Hours checkbox if someone is present in that position for all
ECEAP hours. ELMS counts this position in the class's Adult to Child Ratio.

oo || Clss foster [ statt, Siots & Ravio | I
Staff Assigned to Class
| First. mabe sure you have the same of "posktions” 88 the usual number of staff in the clasaroom. If you normally have one lead teacher
and two assistant teachers af the time, create one lead teacher posiion and two assistant teacher positions. Click the biue “+ New Position”
Eomion to start
Then, add the correct names. h position. The only time you 83d two names under 8 POstion s when two pecple work in shifts 10 cover

the same roke (such 83 when you & morning teacher and an afterncon teacher for & Full Sehool Day of Extended Day ECEAP tlass). Clck
the Ight blue "« New S2aff” inks names

7
Position :olmo‘: s 2of S:::I' n + New Position
ECEAP
Hours?
(check if true)
= Assistant Teachee O 0 o Now Asustart Teacher SIaf  Remxne Poston
: Mo staff assigned 1o this Bosltion ]
Lead Teacher 1 D 0 « New Lead Teacher S Remove Postion
| Mo stafl assgned 1o thes goston
= New Lead Teacher S2aff Remowve Posiion

< Lead Teacher 2 0 0
irhmmmmh_J

e |fyou have two Lead Teachers who "tag team" working different parts of the day, enter them under one
position. If teachers are there at the same time, enter them under separate positions.
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Staff Assigned to Class
First, rake sure you have the sams number of "posiions™ &8 e usual numbsy of stall in the clsssrcom. If you normally have one kead teacher

@nd bwo assistant teachers at e same Bme, créabe cene kead teacher postion and tao assistant leacher positions. Cliclk the biue "+ Mew Posiion™
Bution 1o stan.

Then, add the corréct names undér sach posiiion. The only Bme you add two Rames undar & postion is when tao people work in shifts 10 cover
e same ol (Much s when you hive B modring beacher and an aRernoon beacker for  Full Schocl Day of Exended Day ECEAR class). Clek
the Iight blue “+ New St ks 1o add names.

Position Poaition ks = af Staff in H
Filled all Position + New Position
ECEAP
Hours?
{check if true)
=l Assistang Tanth [m] 0 + New Assistant Tescher Siafl  Ramcwe Poslion
[t st avsgred io e poseion !
Lead Teacher 1 D 1 + New Lond Tescher Stafl  Remove Poslion
| Hame [t foae | Phers Mumber | Emal
D Unassign Staf Swap Sl |

e You must indicate one Primary Lead Teacher by checking the box. There may be more than one lead teacher for

a class, but there can only be one primary lead teacher to support the ELMS to Teaching Strategies data
transfer. Others will be entered in SmartTeach as co-teachers.

Removing a Staff Person from a Class
e Click the Unassign Staff link.
¢ When removing a teacher would cause the class to be out-of-ratio, you must first add a new teacher before
removing the former teacher.

Position Position i & of Stalf in
Filled all Position
ECEAP
Hours?
Position Position is & of Stalf in
Filled all Position
ECEAP
Hours?
{check if trus)
Agsmtant Teacher o 1 + Mew Assistant Teacher Stafl
| I Primary Lead
| Home |Tmﬂﬂ‘? | Phone Number | Emai |
Uinassign Staff Swap Staf |
=l Lead Teacher 1 D 1 « New Lead Teacher Stalf Remowe Position
15 Primary Lead
| Hame |Touher? | Phone Number | Email
Unassign Staff wap Stalf |

Removing a Position
e Toremove a position for a class, click the Remove Position link.

Swapping Teachers Between Positions
e Toswitch a lead teacher with an assistant teacher (usually when they were entered incorrectly):
o Click Swap Staff next to the name of one of the people.
o Select the person you wish to swap them with when prompted.

Position Position is & of Staff in 5
Filled all Position + Mew Position
ECEAP
Hours?
{check if true)
Assitant Teacher D 1 + Mew Assistant Teacher Staff  Remove Position
I Primasry Lead |
| Hame |To|nhu‘? | Phone Number | Ermad | .
| Unassign Staff _!
=l Lead Teaches 1 [m] 1 + Mew Lead Teacher Stafl  Remove Position
Is Primary Lead 1
| Hamw |Tomhu’1 | Phone Hurmber | Ermall !
| it D Unassign Staff Swap Staf |
—

Plan for Reserving Slots
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This section shows whether this class is only for ECEAP children or blended with children funded by other sources. It also

calculates your Adult to Child ratio for the class.
On the first line, enter the number of ECEAP children for this class for the ECEAP model you selected for the

class. On this line, count all ECEAP children in the class, including those with IEPs.
On the remaining lines, enter your best estimate of other children who will be in this same class. You will update
the actual numbers in the ELMS Monthly Report after classes begin.

Click Save.
The Total Children in Class and the Adult to Child Ratio will automatically calculate. If the ratioisn't correct,

ensure that:

1.

w

O

o
O
O

All classroom positions and staff are assigned (see the sections above).

"Position is Filled all ECEAP Hours" is checked when appropriate.

Staff who are present for all class hours each occupy a different position.

The Funding Model is correct. ECEAP classes enforce a 1:10 Adult:Child ratio and a maximum of 20
children in a class. Early ECEAP enforce a 1:4 Adult:Child ratio and a maximum of 9 children in a class.

Plan for Reserving Slots

Number of ECEAP Part Day children, with or without IEP's [ 0
Number of non-ECEAP children funded by special education [ 0
Number of Transition to Kindergarten children [ 0
MNumber of Head Start children [ 0

Number of non-ECEAP child care children present for ECEAP hours and longer [ 0

Number of non-ECEAP preschool children present for ECEAP hours only [ 0
0

Total Children in Class
Adult to Child Ratio MIA

Note: If you attempt to add slots to a class before adding them to the site, you get a message like this:

Q

= Your ELMS Administrator must enter slots for this site before you can add more class slots. Total Part Day slots assigned
to the site: 0. Total already allocated to classes: 0.

m You have unsaved changes on this page. (show changes)
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Adding, Editing, or Removing Staff in ELMS

All supervisors can add staff to ELMS. Only ELMS Administrators can approve ELMS access for staff. Supervisors and
ELMS Administrators should ensure that staff records are up to date and that each staff person has the correct access.

There are two different types of staff in ELMS:
o Stafflisted in ELMS
e Staff who are ELMS users.

DCYF recommends that you schedule time before enrollment begins each year and again at the start of the school year,
to review staff in ELMS:
e Add any new staff.
e Confirm names of staff who are contractor, subcontractor, or site contacts.
e Unassign classroom staff who are no longer present.
e Disassociate ELMS access for staff who are no longer present (only ELMS Administrators can do this).
e Check that ELMS Roles are correct for all staff.
o Early ECEAP teaching roles and ECEAP teaching roles are different in ELMS. Make sure to assign Early
ECEAPteachers toclasses withthe Early ECEAP funding model and ECEAP teachers to classes with any of
the three ECEAP funding models.

Staff Roles in ELMS

The first step is to determine the correct ELMS Role for each staff person. A person's ELMS Role determines what they
can see and doin ELMS and when they appear on ELMS dropdown lists. Getting this right is very important for
managing the security of child and family information in ELMS.

Please note:
e The name of the role may not match their job title.
e A person may have more than one ELMS role.
e For example, you may have staff with the job title 'Family Advocate' who determine if children are eligible for
ECEAP and enroll them in classes and also provide family support services. These staff would need the ELMS
Roles of Family Support Specialist and Recruitment, Eligibility, and Enrollment Staff.

ELMS Administrator Role
DCYF must assign this role. Email elms@dcyf.wa.gov to request it. This is the person who can enter data in almost every
field of ELMS and who helps other staff understand and use ELMS. This role should be limited to trained, technologically
advanced users who can maintain a high level of confidentiality. This role can:
e Complete all child tasks — prescreens, applications, waiting lists, enrollment, alternative attendance plans,
transition planning, exits, bulk updates, and Child and Family Updates.
e You must also have the Recruitment, Eligibility, and Enrollment Staff role if you're the person viewing children's
eligibility documents.
e Enter and update contractor, subcontractor, site, and class information.
e Add and edit staff records; request, approve, or delete ELMS access.
e Complete, edit, and submit monthly reports.
e Manage user roles in the Admin tab.
e \View reports.
e Access Monitoring information.
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ECEAP Director and Early ECEAP Director Role
This personis identified by and regularly in contact with DCYF as the director at the ECEAP contractor level. This role can
see most of ELMS and complete all ELMS tasks except for some specialized tasks in the Admin tab. This role can:

e View child records.

e Enter and update contractor, subcontractor, site, and class information.

e Add and edit staff records; request ELMS access for staff.

e Complete, edit, and submit monthly reports to DCYF.

e \View reports.

e Access Monitoring information.

ECEAP Child Development/Education Manager Role
This personworks at the contractor level for some larger ECEAP contractors. They oversee the classroom component of
ECEAP. If they have ELMS access, they can:

e View child prescreens, applications.

e Enter data in Child & Family Updates for all children.

View contractor, subcontractor, site, and class information.
o View staff records.
o View reports.

ECEAP Family Support Manager Role
This person works at the contractor level for some larger ECEAP contractors. They oversee the family support
component of ECEAP. If they have ELMS access, they can:

e View child prescreens and applications for all children.

e Enter Child & Family Updates, including Mobility Mentoring data.

e View contractor, subcontractor, site, and class information.

e View staff records.

e View reports.

ECEAP Health Manager Role
This personworks at the contractor level for some larger ECEAP contractors. They oversee the classroom component of
ECEAP. If they have ELMS access, they can:

e View child prescreens, applications, and Child & Family Updates for all children.

e View contractor, subcontractor, site, and class information.

e View staff records.

e View reports.

Subcontractor and Site Contact/Manager Role
This role is for the supervisors in charge at an ECEAP site or an ECEAP subcontractor. This role can:

e View child prescreens and applications.

e Enter Child & Family Updates, including Mobility Mentoring data.
e Create and update sites and classes.

e Add and edit staff records; request ELMS access for staff.

e Complete, edit, and submit class and site-level monthly reports.
e \View reports.
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Recruitment, Eligibility, and Enroliment Staff Role
This role must be added for any person, except the ELMS Administrator, who manages child eligibility and enrolls
children in classes. Persons in this role may work at the site, subcontractor, or contractor level. This ELMS role allows a
person to:
e Complete all child tasks — prescreens, applications, waiting lists, enrollment, transition planning, exits, bulk
updates, and Child and Family Updates.
e Appear on the "Name of ECEAP staff verifying eligibility information" dropdown list on Child Application, Step 2.
e View specific reports.

Family Support Staff Role
This role is for staff who work directly with families to provide family support services. This role is entered into ELMS at
the Site level. If the person in this role has ELMS access, they can:

e View child prescreens and applications for their assigned children (entered by Eligibility staff).

e Enter information in Child and Family Updates for their assigned children, including Mobility Mentoring data.

e Enter information on the Bulk Updates page.

e Exit children from the Monthly Report class page or the Locations & Classes class roster page.

e Appear on the "Staff Member Name" dropdown list on the Child/Family Updates > Family tab, in the Add Family

Support Notes popup.

e Appear on "Family Support Staff" dropdown list on the Enrollment page.

e Complete and submit class-level monthly reports.

e View Family Support, Mobility Mentoring, and Health reports

ECEAP Health Advocate Role
Staff in this role work directly with families to coordinate children's health care services. This ELMS role allows a person

to:
e View child prescreens and applications for their assigned children.
e Enter Child and Family Updates.
e View health reports.
e Complete Exit process (lock Child/Family Updates).

Lead Teacher and Assistant Teacher Roles for ECEAP and Early ECEAP
Staff in these roles work at the class level. If they have ELMS access, they can:

e View child prescreens and applications for their assigned children.

e Enter Child and Family Updates.

e Appear on the "Staff Member Name" dropdown list on the Child/Family Updates, Child Development tab, in the
Add Parent-Teacher Conference popup.

e Enterclassinformation, suchas the class schedule. If they use ELMS, they may enter child notes, enter the class
schedule, enter class information in monthly reports, and enter developmental screening and parent-teacher
conference information.

e Complete Transition Planning.

e Complete Exit process (lock Child/Family Updates).
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Roles That Do Not Have ELMS Access

You can enter names of staff with the following roles in ELMS, but they do not currently have access to ELMS:

e Coach
e Cultural Specialist
e Dietitian

e Health Professional
e Language Specialist
e Mental Health Professional
e Other Classroom Staff
e ECEAP Staff — Other
o You cannot combine this role with any other ELMS role. This role is meant for staff you would like
reflected in ELMS that are not associated with other ELMS roles listed.

If a person in one of these roles needs access to ELMS, please assign them an appropriate ELMS role from the previous
pages' list of "Staff Roles in ELMS." For example, you may need a health professional to have the ELMS role of Health
Advocate if they need to view or enter health data for children or view health reports.

Add Staff from Staff Tab

Follow these steps to ensure that we do not list the same person more than once in ELMS.

1. First, determine if the staff person is already in ELMS by using Search for Staff. You can search by entering all or
part of the staff name or selecting a subcontractor, site, or ELMS Role.

2. |Ifthe correct staffrecord appears, click on Editto add, delete, or change a role. See Staff Member Details below
for tips.

3. Ifthe person's name does not appear, click on the Add Staff Member button.

Thanks for following these steps to prevent duplicate staff records.

News Child Locations & Classes Staff Monthly Report Admin Reports
Search

Staff » Search

Select School Year: [2019-2020 v
Add or Search for Staff p
urrent School Year
Name:
Program Type
Contractor All Contractors v
Subcontractor: v
Site Name -
Role(s) - Click here for definitions:
N
GCo)B
~—

Add Staff from Location Pages
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You can alsoadd staff from the applicable Contractor, Subcontractor, Site, or Class landing pages within the Locations &
Classes tab.

News Child Locations & Classes Staff Monthly Report Admin Reporis (Enfe.' search crleria ’(

Contractors. Subcontractors Sites Classes

Locations & Classes » Contractors » Contractor Staff

Select School Year: |2019-2020 v

Example Contractor Current School Year

Info Subconiractors Sites ' Staff @ éerviceAreas
N—

Management Staff  »

If you use this option, you will:
e First, determine if the staff person is already in ELMS. To do this, type the person's name into the dropdown list.
e |[ftheyare not on the list, continue to step 2 and click the link to the Add Staff page.

Select Staff

If the perzon has already been added to ELMS, select
ﬂ them from the following dropdown list.

elect a Sta i

w

If the person has not yet been added to ELMS, add
them via the Add Staff page.

Instructions
This screen allows you to associate staff to an

organization and specific role.

There are two options:
1. Select a staff that has already been in ELMS
and add the new staff assignment to them.
2. Add a new staff to ELMS.
(Once you have associated or added the
appropriate stafi, press the Close button.

Close

Click the Close button to close the popup and return to the location's Staff page.

Add New Staff to ELMS
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When you click the "+ New Staff" button on the Staff tab or on a Contractor/Subcontractor/Site Staff page, you see the
popup below.

Enter the new person's name and click Save to begin creating a staff record.

Add New Staff to ELMS b
Before starting a new staff record, use Staff Search to
@ determine if the person is already in ELMS.
FirstNameI
LastNameI
B cance

Duplicate Staff Records
¢ If you notice more than one staff record in ELMS for a person, and each line has roles attached, please email
elms@dcyf.wa.gov to resolve this.
e |fyou seestaff records for people you don't know, and no roles are listed, this is not an error in ELMS. These are
available to you in case your ECEAP Contractor hires the person. It helps prevent duplicate staff records.

If the name you enter is the same as an existing person in ELMS, you will be asked to use Staff Search to locate the
original record.
e [fthe person you are adding is already in ELMS, click the Edit button next to their name and add their new roles.

e [fthe person you are entering is not already in ELMS, click Add New Staff and continue with the steps below.

When you save a person's name on a new staff record or open an existing staff record, you see the page below.
¢ Ifyou add a new staff member, the form will be blank except for the name you already entered.
e [fyou are editing an existing staff member, you will see the currently assigned roles and whether or not each
role has ELMS access.

Edit Staff
General Information Contact Information + New Contact Info
First Name: [ Example Address:
Last Name: [ Lead Teacher 1
X
Job Title:
WA [ 90909
Search for a MERIT STARS ID )
Email - Office [ leadteacher1@email.com
Email - %
Login Information Summer/Emergency
Phone - Office
Add Login Access to ELMS (999) 998-9999 x9999 X
This staff does not currently have login access to ELMS. Phone - (999) 999-9999 x9999 b4
Summer/Emergency
Cancel
< ELMS RDleE Click here for role definitions. + New Role
\(— Y r Y ry
Job Role Program Location(s) Has Access to ELMS?
Lead Teacher ECEAP Example Class 1 No Edit Delete
Lead Teacher ECEAP Example Class 2 No Edit Delete
Lead Teacher ECEAP Example Class 3 No Edit Delete

General Information
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e You may enter name changes here.
e The "Job Title" field is optional.

MERIT STARS IDs
e You must obtain STARS IDs from the electronic workforce registry (MERIT) and enter the IDs in ELMS for each
person in the role of ECEAP lead teacher, assistant teacher, coach and family support staff.

Search for a MERIT STARS ID
e You may click to find or enter a STARS ID, to associate a staff member with their MERIT account.
e This allows the staff person's background check and staff qualifications information to display on ELMS reports.
o You must use the actual birth date for the search to work correctly.

If you do not see the "Search for a MERIT STARS ID" button, ask the person to log in to MERIT and request a STARS ID.
Then, it will automatically appear in the usual space for the STARS ID. Their MERIT login and ELMS login are the same.

e —
{search fof a MERIT STARS ID ]
Erér Date of B of STARS 10 number 1o Sasech MERIT for 3 STARS 1D Number. T
First and L3t name must mates what is lsted in MERIT
Firs! Mame: Exampie
Last Marme —
‘TI D Dt o B —_—
(G
ZD STARS 1D
cances

If this person needs access to ELMS, start by clicking the blue "Add Login Access to ELMS" button. Enter their date of
birth, STARS number, and email address in the popup. Click Save

Contact Information
You may choose to enter an address. Clickthe "+ New Contact Info" button to enter phone numbers or email addresses.
e |tis optional to enter contact information, except for ECEAP Directors or Early ECEAP Directors for whom you
must enter work and personal email addresses and phone numbers. This allows DCYF to reach directors in case
of emergency.
e Any contact info you enter will display on this page.

Phone numbers and email addresses will also display on the Staff lists in the Locations and Classes tab.

Login Information
e Skip this section is if this person will not have ELMS access.
e Ifthis person has a DCYF Portal account set up to access ELMS, their login information will appear here.
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e [fthis person needs access to ELMS, start by clicking the blue "Add Login Access to ELMS" button. From here

there are two ways to give a user ELMS access:
o You may enter their STARS number into option 2. This will automatically attach their ELMS staff

record to their existing DCYF portal account. They will log into ELMS using their existing DCYF portal
login information as soon as you approve their role access.
=  They will not receive an activation email since they do not have a new account to activate.
o You may enter their date of birth and email address into option 1.
= |fthis information matches an existing DCYF portal account then this will automatically
attach their ELMS staff record to their existing DCYF portal account. They will log into ELMS
using their existing DCYF portal login information as soon as you approve their role access.
e They will not receive an activation email since they do not have a new account to

activate.
= |f this information does not match an existing DCYF portal account then this will generate a

new DCYF portal account.

e Make sure you entered accurate information. If the user does already have a DCYF

portal account then their ELMS login must be attached to that same account.
o Askthe person to update their MERIT account to use the new email if they
wish to change the email that they use with DCYF.

e They will receive an activation email with a temporary password that they can use

to establish login information for their new DCYF portal account.
e Once loginis established, you will be allowed to assign ELMS access by role and location in the steps below.

Add ELMS Login Access to Staff

Enter Date of Birth and email address. Ifthe staff has a STARS ID, please enter that, as
well.

If an existing account is found in the DEL Portal, you will be prompted to associated this
staff member with that account. If more than one accountis found, you will need to contact
DEL to resolve the conflict. If not accounts are found, you will be prompted to add a new
account for this staff into the DEL Fortal.

Mote: When using an email address, please discuss with the staff prior to choosing an
email address. The staff may prefer to use a personal email address or other email
address as opposed to their work/office email address.

Note: You have to either enter information in section 1 that is email address and date of
birth or stars id in section 2, you can not enter information in both sections.

First Mame: Example

Last Mame: Person

dl]D Dats of Birth: | =

Flease fill out this field.

Email Address: |
Verify Email |
Address:

ZD STARS ID:
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ELMS Roles
On the bottom of this screen, you can view all roles and locations assigned to this person. See the screenshot below.

When roles are entered here:
e They may also display on the appropriate Staff pages in the Locations & Classes tab.

e You have the option to add ELMS access for any role/location.

Edit Staff b
O = Record saved successfully. @
General Information Contact Information + New Contact Info
First Name: [ Example X ‘ Address:
) 123 Main St
Last Name: [ Lead Teacher 1
X
Job Title:
Anytown WA " gg5p0
Search for a MERIT STARS ID ]
Email - Office [ leadteacher!@email.com
Phone - Office 360) 360-3600
Login Information 60) x
. Phone - (360) 360-3636 x
Add Login Access to ELMS Summer/Emergency
This staff does not currently have login access to ELMS. Cancel
L~
ELMS Roles ) Click here for role definitions. + New Role
S~ 5 ] Yy oy
Job Role Program Location(s) Has Access to ELMS?
Lead Teacher ECEAP Example Class 1 Neo Edit Delete
Lead Teacher ECEAP Example Class 2 No Edit Delete
Lead Teacher ECEAP Example Class 3 No Edit Delate

Add a New Role
Click the blue "+New Role" button. The popup window below appears.

Y

Add New Role to Staff

Role: Select an Option

(uSave ) ( Cancel

Select a role from the dropdown list.

Add New Role to Staff

Role:

Select an Option
recr Qi

Program Wide (Contractor)

Recruitment, Eligibility and Enroliment Staff

Subcontractor

Recruitment, Eligibility and Enrollment Staff

Site

F Recruitment, Eligibility and Enrollment Staff

e Some roles have different levels. For example, if you are entering Recruitment, Eligibility, and Enrollment Staff,
be sure toselect it under the correct level — Contractor, Subcontractor, or Site — so the person can only view the

children you intended.
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e You can type into the field, and it will narrow the dropdown selections to match what you have typed.

Once you have selected a role, select the location(s) for that role.
e You can type a word or part of a word into the field to narrow down the list and find the desired option.
e You may select multiple locations using this dropdown. This allows you to set up the same role at multiple
locations at once, which may be useful with class and site-level roles.

Add New Role to Staff q

0 = You have unsaved changes on this page. (show
changes)

Role: [ Family Support Staff v ]

(LS"].CE'“"” | Example Contractor X ‘

=Vl Cancel

Click Save to add those roles to this person.

Click the blue "+New Role" button again if you want to add another role.

Request ELMS Access
Once Roles and Login Information are both saved, you may request ELMS access for any of the roles.
e Todo this, click "Request ELMS Access" on the far right.

ELMS Roles Click here for role definitions. + New Role
I 4 » » -
Job Role Program | Location(s) Has Access to ELMS?
Family Support Staff ECEAP Example Contractor Mo Edit Delete
Eligibility/[Enrollment Staff ECEAP Example Site 2 Yes Edit Delete Remove ELMS Access
Eligibility/Enrollment Staff ECEAP Example Contractor No (Pending Add) Edit Delete Reject  Pending Action

e |fyou are an ELMS Contractor Administrator, click "Approve" to grant ELMS access.
e [fyou are not an Administrator, notify your ELMS Administrator that this is ready for approval.
e ELMS Administrators may view all Pending requests at any time on the Admin > Users > Pending page.

Remove ELMS Access
o Click "Remove ELMS Access" on the far right if you'd like to remove ELMS access for a role.
e [fyou are an ELMS Contractor Administrator, click "Approve" to remove ELMS access.
e [fyou are not an Administrator, notify your ELMS Administrator that this is ready for approval.

Editing Roles
e Click "Edit" to modify an existing role.
e This will give you the option to change or add more locations to that role.

Deleting Roles
o Click "Delete" to remove a role from the staff person.
e Ifaroleis set up in multiple locations, you must delete the row with each location separately.
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e NOTE: If you see a red message like: "There is a class dependent on this staff member. You will not be able to
remove this staff member from a dependent class," it means this person is counted in the adult:child ratio for a
class. The class would be out of ratio without them. You must make sure the adult:child ratio requirements are
met without this staff person before you can delete this person's classroom role. You can, however, add more
roles for this person.

Year-to-Year Staff Roles
You can always find a staff person in Staff Search, regardless of which year they were entered. If the person is already in
ELMS for any year, do not use the "+ New Staff" button to add them again. You may set up their roles separately by year.
e All staff roles automatically roll forward to the next school year, on April 1 of each year. You must delete the
roles in ELMS in the second year, if the person is no longer in that role.
e Contractor level staff can always view past years of ELMS data. Other staff can only view the years they were
present with ELMS access

Admin Tab
Users

In the Users tab, you can view who has ELMS access and manage their access status.

Pending Roles
The Pending Roles page shows ELMS access requests that have not yet been approved.
e For each person, click "Approve" or "Reject" to add or remove their ELMS access.
e |fyou approve ELMS access for a person with DCYF Portal access for another ELMS role, or for MERIT or ESIT,
they can immediately begin using ELMS. They will now show up on the ELMS Admin>Users>Active page.
e If you approve ELMS access for someone who has not yet used the DCYF Portal, they will receive an activation
email and must follow the instructions. They will now show up on the ELMS Admin>Users>Activated/Waiting for
User Response page.

Activated/Waiting for User Response
This tab lists all staff who have received an ELMS account activation email but have not yet responded to activate their
account.

From this page, you can:
e See the date the last activation email was sent.
e Click "Send Activation" to send an activation email and with a temporary password. This password will expire
after three days.
e (Click "Edit" to go to the Edit Staff page for this user.
e Click "View Locations" to see which subcontractors, sites, or classes this user has ELMS access for.

Active Users
This tab lists all current ELMS users for your ECEAP contractor.

From this page, you can:
e View each person's ELMS user name, roles, activation date, and ELMS user ID.

e Click "Inactivate" to make the user's ELMS account inactive. They will still have their roles in ELMS but will not
have ELMS access.

e (Click "Reset Password" to send an activation email and reset with a temporary password that will expire in
three days.

e Click "Edit" to go to the Edit Staff page for this user.

e Click "View Locations" to see which subcontractors, sites, or classes this user has ELMS access for.

54



ECEAP ELMS ADMINISTRATORS MANUAL

Inactive Users
This tab lists former ELMS users who no longer have active ELMS access.
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Child Data Extract

ELMS Administrators, Directors, and Subcontractor Contact/Managers can use this.
The Child Data Extract provides you with a tool to export data for all children who have enrolled.

The extract works similar to a report. First, select the School Year(s), Location, Program Type, and optionally select a
Location. If you leave the Location blank then you will see the enrollment data for all of the children to whom you have
access. Thenselect the Output Format you would like to receive the data in and enter a Name for your file. Click Save to
generate the extract, then Open or Save your document.

MNews Child Locations & Classes Head Start Staff Monthfy Report Admin ports Monitoring
Users Priority Points Merge Staff Remove Duplicate Records S5ID Child Data Exiract 1M Outcomes DCYF Only DCYF Only Data Exiracts

Admin » Child Data Extract

Child Data Extract

This extract displays a separate line for each time a child is enrolled. To compile data, you must first merge duplicate records.

Select School Year: [ 2023-2024 Z ]
Pragram Type: | Select an Option |
Select Location: Select an Option %
Select Output [ CSV (Comma Separated Values) / Microsoft Excel M ]
Format:

Mame Your File: [

=EN | Cancel

The extract includes a separate line for a child for each time they enrolled. It displays:
e Child ID (from ELMS)
e SSID
e Child First, Middle, & Last Name
e Address, City, zip code, county
e Child date of birth
o Tribal Affiliation

e Gender
e Race
e Ethnicity

e Home languages and interpreter needs
e Family annual income, monthly income if applicable, family size, SMI, and FPL
e Specific income sources: Child-only TANF, family TANF, SSI
e |EP (ECEAP Only)
e |FSP (Early ECEAP Only)
e Homeless
e Previous B-3 Enrollment
e School District
e ECEAP Contractor, Subcontractor, Site, Class & Teacher
e C(Class model, start date, last day in class, total calendar days enrolled
e  Family support staff name
e Parent employment & training hours
e How family found out about ECEAP
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Mobility Mentoring Outcomes

ELMS Administrators, Directors, and Family Support Managers can use this.

The Mobility Mentoring Outcomes Data Extract is a tool to export data for all families who have completed a Pre-
Assessment and Post-Assessment for the school year.

The extract works similar to a report. First, select the School Year(s) and your Location. Then enter any Name for your
file. Click Save to generate the extract, which will be in Microsoft Excel. Then Open or Save your document.

News Child Locations & Classes Staff Monthly Report Reports
Users Priority Points Child Data Extract

Admin » MM Outcomes

Mobility Mentoring Family Outcomes

This extract displays Mobility Mentoring family assessment rating changes by category.
@ It includes all children with a pre nent and post 1ent during the selected school year.

Select School Year:

[ Select an Option N ]

Select Location: [ Select an Option = ]

Name Your File: l

L=V Cancel

The extract includes a separate line for each family that enrolled. For families with multiple ECEAP children, the results
display the Child ID and the child's name whose Child/Family Updates > Mobility Mentoring tab contains the data. Then
sibling IDs are displayed in the fourth column.

This extract includes the Pre-Assessment rating, the Post-Assessment rating, and the growth for each Mobility
Mentoring category, along with demographic data useful for analysis. This means that the extract shows the results for
the child whose record contained Mobility Mentoring data. If the rating declined during the year, the reason displays.
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ELMS Reports

ELMS has several reports for your use. These are available on the Reports tab. To view each report:
e Select the school year.
e Enter other parameters as needed to refine your report.
e Click Run Report.
e Once the report is open, you can click this icon at the top of the page to export the report to Excel or create a
pdf to save or print.
=, -

Child Alerts — Children's names with current health and developmental alerts for currently enrolled children.
Child Demographics — Characteristics of children and families enrolled in Early ECEAP and ECEAP.

Child Record Summary - Enroliment, health, child development, and family information for an individual child.
Class List — Class names and characteristics.

Class Roster— Child names, birthdate, first language, parent name, and contact information, with space for staff to add
notes.

Class Summary — Class details for one class or compiled by site, contractor, or state.

Contractor List — Contractor names and characteristics.

Developmental Screening- Early ECEAP — Children's infants and toddlers development screening dates and results.
Developmental Screening - ECEAP — Children's preschool development screening dates and results.

ECEAP Directors Roster — ECEAP contractors, funded ECEAP slots, directors, contact information, and counties served.

Enrollment by Child — Lists children with their age, poverty level, |IEP status, priority points, and first and last days
attending class. This report includes children who have started class and children with an expected start date in the
future. The "As of" date version of this report includes children with a pending exit or with an exit on the "As of" date.
The "Cumulative" version of this report includes all children who exited during the reporting period. Children who never
attend class are subtracted from this report upon exit or transfer. All data in this report is locked at the time of the
child's first ECEAP enrollment as their enrollment status.

Enrollment Count — Count of enrolled children, with age, IEP, and over income status. This report includes children who
have started class and children with an expected start date inthe future. Children who never attend class are subtracted
from this report upon exit or transfer. Includes a detailed breakdown of which children are using ESE slots.

Enrollment Maintenance—Date each class reached full enrollment and number of slots that have been vacant for more
than 30 days. For this report to be accurate, each child who is attending must have an actual start date entered into
ELMS, and children who never attended must be exited with the reason "Never Attended."

Family Support Visits and Parent-Teacher Conferences — Number of family support visits and total parent-teacher
conference minutes for each child.

Health Monitoring — Early ECEAP — Number and percentage of enrolled children who met the Early ECEAP goals for
medical and dental homes, medical and dental coverage, exams, and immunizations at any time during the school year.
This report is used for monitoring purposes and may not reflect a child's current status. See the Health Status by Child
report to see each child's current status for the purpose of supporting families in maintaining child health.
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Health Monitoring - ECEAP — Number and percentage of enrolled children who met the ECEAP goals for medical and
dental homes, medical and dental coverage, exams, andimmunizations at any time during the school year. This report is
used for monitoring purposes and may not reflect a child's current status. See the Health Status by Child report to see
each child's current status for the purpose of supporting families in maintaining child health.

Health Outcomes — Health outcomes for all children receiving 120 or more calendar days of ECEAP services during the
selected school year. This report is available beginning on July 11 for the previous school year.

Health Status by Child — Children's names with status of medical and dental homes, medical and dental coverage,
exams, and immunizations.

Lead Teacher List — ECEAP lead teachers by contractor, site, and class.

Mobility Mentoring Assessment and Goals Count — Number of completed family support pre-assessments, post-
assessments, and goals.

Mobility Mentoring Goals by Child — Family support goals for currently enrolled children.

Mobility Mentoring Monitoring by Child — Completion dates for required Mobility Mentoring assessments and goal
setting activities for currently enrolled children.

ECEAP Sibling Report — ECEAP sibling names entered into ELMS with their birthdate, age, and parent contact
information.

Monitoring Dashboard - Early ECEAP — Overview of compliance with specific Early ECEAP Performance Standards for
enrolled children. Use this report for monitoring after classes have started.

Monitoring Dashboard - ECEAP — Overview of compliance with specific ECEAP Performance Standards for enrolled
children. Use this report for monitoring after classes have started.

Priority Point Distribution — Priority Points distribution of children who enrolled and attended class for any length of
time during the selected school year.

Service Areas — Neighboring ECEAP or Head Start providers for each ECEAP contractor and describes service area
boundaries.

Site Enrollment Contacts — ECEAP sites by city, with enroliment contact information.
Site List - ECEAP — ECEAP site names and characteristics.
Site Summary - Site details for one site or compiled by subcontractor, contractor, or state.

Staff Education Summary—Number and percentage of lead teachers, assistant teachers, and family support specialists
by education level.

Staff Monitoring Report — Staff qualifications, background check results, and STARS IDs for individual lead teachers,
assistant teachers, and family support specialists.

Staff Qualifications Status —Number and percentage of lead teachers, assistant teachers, and family support specialists
by staff qualifications status.

Subcontractor List — Subcontractor names and characteristics.

Waiting List Count - Early ECEAP — Child wait list counts aggregated by site, contractor, or statewide totals.
Waiting List Count - ECEAP — Child wait list counts aggregated by site, contractor, or statewide totals.
Waiting List Roster — Children who are currently on a waiting list, with pre-enrollment information.
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ELMS Assistance

For Assistance with ELMS, email eims@dcyf.wa.gov or click the email link at the bottom of each ELMS page.
e This is the only way to get in the queue for assistance.
e Send a description of your problem, what screen it happened on, and the steps you took just before it
happened.

e Tell us the ID numbers of children, locations involved, or staff names with the problem. This allows us to find the
problem.

e |nsome cases, it may be helpful to send a screenshot. See instructions below.

To create a screenshot:
e For PCs, In Microsoft Office 2010 or newer:
o Open the email or document you want to paste the screenshot into, and put your cursor where you
want the screenshot.
o Inthat document, on the Insert tab, click Screenshot, then Screen Clipping.
o Gototheitem you want to copy and select it.
o It will copy automatically to the location you chose in the first step.
e ForPCs:
o Make sure your screen has the page open which you want to copy.
o Onyour keyboard is a PrtScn key, usually located on the top right side of the keyboard.
= To copy the entire screen, Press the PrtScn key.
= To copy only an active window, press the ALT key and the PrtScn key.
o This captures your screen to your clipboard.
o Open a new message in your email and use the Paste function to paste the image.
e For Macs:
o Totake a screenshot, press and hold these three keys together: Shift, Command, and 3.
o Ifyou see a thumbnail in the corner of your screen, click it to edit the screenshot. Or wait for the
screenshot to save to your desktop.
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