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OCLQS Portal
Description:

This Job Aid describ es the process of
Step Up To Quality (SUTQ) on the OCLQS Portal

Related Job Aid (s) :
1 OCLQS Portal 7 Account Management

submitting an Ongoing

T Step Up To Quality (SUTQ) Ongoing Registration

Registration for

Step 1: Select the Program ‘

1 Login to the OCLQS Portal

Management Job Aid
1 Click anywhere in the program card

o For information on OCLQS Portal log in refer to the OCLQS Portal

T Account

B

Ohio Department of Education
Ohio Department of Job and Family Services

Beginning!

Programs

Dashboard

Documents

Messages

Click program
card

ort By[ Priority

Corp Child Care
2160001294

ACTION(S) REQUIRED

Type: Child Care Center
Program Status: Open
Expires:

SUTQ Status: Rated
Expires: 02/28/2019

Franklin Child Care
2170001302

Type: Child Care Center
Program Status: Open
Expires:

SUTQ Status: Not Rated
Expires:

Add System User

OCLQS Portal Job Aid
SUTQ Ongoing Registration
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Step 2: Click Manage SUTQ

Click Manage SUTQ
**
.. Ohio Department of Education -
4 P Dashboard Messages Documents Add System User
Ohio Department of Job and Family Services
Beginning!
Corp Child Care
Program Number: 2160001294
« You have a renewal or annual report due soon on your SUTQ program.
e Corrective Action Plan is either not submitted or it's returned for revision.
License Step Up To Quality Summary
* ¥4
. X .
Corp Child Care step uﬁy CIle Manage
123 Main to qualr
Columbus, OH SUTQ
43214
Status: Rated Expires: 02/
Status: Licensed Expires:
Click Start Ongoing Registration
x*7]
." Ohio Department of Education N
* Dashboard Messages Documents Add System User
BOLD Ohio Department of Job and Family Services
Beginning!
Corp Child Care
Program Number: 2160001294 1
.
« You have a renewal or annual report due soon on your SUTQ program. C“Ck Stal‘t
« Corrective Action Plan is either not submitted or it's returned for revision. H
Ongoing
Registration
License
Corp Child Care
123 Main
Columbus, OH
43214
Status: Licensed Expires:
OCLQS Portal Job Aid Page 2 January 2017
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Step 4 : Select Rating

1) Click the Drop Down Arrow to select the ratin
2) Click Continue to Application

g you would like to register for

Ohio Department of Education

My *./]
A

Beginning!

Ohio Department of Job and Family Services

Prescreen

Dashboard Documents

Messages

Please select rating:

l

] :.I Select rating

| Continue To Application

CCIDS Provider Portal Early Childhood Ohio OCCRRA Ohio.Gov

Non-Discrimination Statement

Click Continue

to Application

Privacy Statement ~ FAQs  Contact

Copyright @ 2016 State of Ohio

Add System User

OCLQS Portal Job Aid
SUTQ Ongoing Registration
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: Answer Learning & Development Questions

Answer questions in the Learning & Development section

Note: Answers to some questions may require you to enter additional infor  mation. If these additional
questions are displayed , enter the appropriate information or check all of the applicable checkboxes.

Step Up to Quality: Registration

@

Questians attachments Aeview B Subme

Learning & Development

Answer
guestions

Administrative &
Leadership Practices

OCLQS Portal Job Aid Page 4 January 2017
SUTQ Ongoing Registration
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Step 6 : Answer Administrative & Leadership Practices Questions

Continue to the  Administrative & Leadership Practices section and answer the questions

Note: Answers to some questions may require you to enter additional infor  mation. If these additional
questions are displayed , enter the appropriate information or check all of the applicable checkboxes.

Ad mi nistl_‘ative & Indicate which statement below most accurately describes the current professicnal Ll op e
Leadership Practices development planning at your program. A
[ N l Leadership Practices
--None— -

Staff Qualifications &
Professiona

Indicate which statement below most accurately describes the program's current use of a Development

program self-assessment,

Family & Community
7 l —MNone— - l Partnerships
Answer Accreditation
. Does your program have a written wage structure used to determine staff compensation? . .
ques“ons Ratio & Group Size
[ —None-— - l
Select all of the benefits your program currently offers.
[ —Hone-- . l
The program's annuzl ¢ imp plan includes strategies to engage
community partners to support child and family outcomes.
| ~tone- - |
The program conducts an annual survey with families and/or community partners to
review accomplishments of the program's goals,
[ —tone— - l

The results of the formal observations of lead and assistant teachers are used to inform
the program's annual centinuous improvement plan.

The results of the annual classroom aszessments are used to inform individual
professional development plans,

[ —none- . ]

All lead and assistant teachers have two formal classroom observations completed

annually.
l —None-— - l
Staff Qua lifications & Indicate the number of individuals who are designated as administrators on your program’s

Professional Development license.

OCLQS Portal Job Aid Page 5 January 2017
SUTQ Ongoing Registration



Beginning!

Step 7 : Answer Qualifications & Professional Development Questions

Continue to the  Staff Qualifications & Professional Development section and answer
the questions
Note: Answers to some questions may require you to enter additional infor mation. If these additional

questions are displayed , enter the appropriate information or check all of the applicable checkboxes.

Staff Qualifications & Iniicats s e of indevidu s who are desigralid s AUMINGIELETS BN ST EEGEANTS
Professional Development | e
hicali th ayylwesl l ¥ o Car [T hat 1 il
Ad il na i K rogran aE
Home . |

Answer
questions

Ari any of aLafl usang nidir i r e L L 1k rariall
[EPTITS vl
| M - |
Sarhect i ansmir Bl Busl dascnlxz the correnl el of profososal develogimot that
all adetmicstralens, hod aid st ek have cbl e

Or Carisr Fallrsay kvl thall i rue of

zva 1 alsan il et ol 1 ra bk
TS d: X vl i 1 L L
L= [Th ¥
Indeaty s numzen of mdvduds who ere desrgre led e asaslant becers mn youn grogram.
Fam“'r' & Community e it Delow sl atcurabely dusgnbes he programs oot
Partnerships an
Mure -
OCLQS Portal Job Aid Page 6 January 2017
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Step 8 : Answer Family & Community Partners Questions

Continue to the

guestions are displayed

Family & Community Partnerships

Note: Answers to some questions may require you to
, enter the appropriate information or check all of the applicable checkbox

section and answer the questions

enter additional infor

these additional

es.

Family & Community
Partnarships

Answer
questions

Accreditation

g Lt risi wilh
sxn an ar fami g =, an ms
Hom -]
qram s a feresal v Er o it Tamiy ang i i
Mumw - |
ar il
Mumw - |
yeur program carmently accredited by am approved aceeiditing Bedy

OCLQS Portal Job Aid
SUTQ Ongoing Registration

Page 7

January 2017



**]

. ! -
E, ‘
] n
Beginning!

Continue to the

Accreditation
Note: These sections will only appear for programs submitting a registration for 4 or 5

Step 9 : Answer Remaining Questions

and Ratio & Group Size

submitting a registration for 1, 2, or 3 stars should proceed to the next step.

sections and answer the questions

stars. Programs

Accreditation

Ratio & Group Size

Answer
questions

Is your program currently accredited by an approved accrediting body?

—MNone-- - l

Indicate the lowest staff/child ratic maintained for all of your infant groups. If your
program serves mixed age groups, indicate the ratic below based on the zge of the
youngest child in the group.

--None-- - l

Indicate the lowest staff/child ratio maintained for all of your toddler groups served at
your program. If your program only serves one of the follewing age groups, indicate the
ratio maintained for that group. If your program serves mixed age groups, indicate the
ratio below based on the age of the youngest child in the group.

—MNone-- -

Indicate the lowest staff/child ratio maintained for all of your preschool groups served at
your program. If your program only serves one of the follewing age groups, indicate the
ratio maintained for that group. If your program serves mixed age groups, indicate the
ratio below based on the age of the youngest child in the group.

| one- - |

Indicate the lowest staff child ratic maintained for all of the school age groups s=rved at
your program,

Please save your answers before continuing to next section.

Save & Finish Later Save and Continue Download Report

Learning & Development

Administrative &
Leadership Practices

Staff Qualifications &
Professional
Development

Family & Community
Partnerships

Accreditation

Ratio & Group Size

OCLQS Portal Job Aid
SUTQ Ongoing Registration
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Step 10 : Save Answers
1) Click Save Answers
2) Click Save and Continue
Note: If changes are made to an answer, the Save Answers  button must be selected again

Click Save
Answers

Click Save
and Continue

Indicate the lowest staff/child ratio maintained for all of your toddler groups served at
your program. If your program only serves one of the follewing age groups, indicate the
ratio maintained for that group. If your program serves mixed age groups, indicate the
ratio below based on the age of the youngest child in the group.

—-None-- -

Indicate the lowest staff/child ratio maintained for all of your preschocl groups served at
your program. If your program only serves one of the follewing age groups, indicate the
ratio maintained for that group. If your program serves mixed age groups, indicate the
ratio below based on the age of the youngest child in the group.

[ —-None-- -

Indicate the lowest staff child atic maintained for all of the schoel age groups served at
your program.

[ —-None-- -

answers before continuing to next section.

m pownload Repert

CCIDS Provider Portal Early Childhood Ohio  OCCRRA  Ohic.Gov  Non-Discrimination Statement  Privacy Statement  FAQs Contact
Copyright © 2016 State of Ohio
OCLQS Portal Job Aid Page 9 January 2017
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Step 11 : Attach Required Documents

Click on the first document button

*
*

Step Up to Quality: Registration

O

Questions Attachments Review & Submit

Attachments Click document

button

Developmental Screening Referral Process

Child Assessment Process

Curriculum Assessment Alignment Tool

Process to Use Child Assessment Results

Centers - Description of PD Planning
Process

Centers - Continuous Improvement Plan
Written Wage Schedule
Description of Supports

Continuous Improvement Plan
Annual Survey Process and Questions
Transition Information
Sample Transition Activities
Transition Meeting Process
Records Transfer Policy
Community Resources Information
Health and Child Development Information
Family Engagement Activities
Family Education Information
Health Screening Process
Health Referral Process

ram Transiti
Community Partner Agreements
Family Engagement Model
Parent Group Information

Accreditation Certificate

Save and Continue Download Report

OCLQS Portal Job Aid Page 10 January 2017
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Step 12 : Add New Attachment

Click Add New Attachment
Note: Previously approved documents will be listed here and can be reselected for current registration.

Choose a document Click Add New
Attachment

Name Rating Points Affiliation

Comments

Step 13 : Choose the Document

1) Select the document to attach
2) Click Open
Note: The vie w of this step  will vary depending on the internet browser you are using.

| » Attachments v ¢ | Search Attachments »p

Organize New folder = - [ @

~

';- Favorites Name Date modified Type

I Desktop Document 1.docx 11/29/2016 10:49 .. Microsoft W
4 Downloads

<» Recent places
le. Google Drive

Select the o
& This pC document
Iy Desktop
|\ Documents
l4 Downloads
¥ Music
k Pictures Click Open
B Videos

A e e

LS 4

File name: | Document 1.docx All Files

‘ QOpen |vH Cancel ‘

OCLQS Portal Job Aid Page 11 January 2017
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Step 14 : Save the Document
Click Save

Choose a document

Add New Document 1.doex
Attachment

Document Link Name Points Affiliation

Comments

Click Save

OCLQS Portal Job Aid Page 12 January 2017
SUTQ Ongoing Registration
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Step 15 : Attach Other Required Documents

1) Repeat S teps 11to 14 for all required documents
2) After all required documents are attached, then c lick Save and Continue
Note : When a document is attached , the document name displays to the right of the document button.

artment or Educa

ation
ment of Job and Family Services

it

Step Up to Quality: Registration

Questions Attachments Review & Submit

Test Document.docx
Attachments v  Developmental Screening Referral ity
Process (added)

Test Document.docx
v Child Assessment Process (added)

Test Document.docx
v Curriculum Assessment Alignment Tool

)
Test Docum

v/ Process to Use Child Assessment Results

Test Document.docx
v Centers - Description of PD Planning
Process (added)

Test Document.docx

v/ Centers - Continuous Improvement Plan

Test Document.docx
Written Wage Schedule (added)

Test Document. docx
Description of Supports (added)

Test Document.docx
V' Continuous Improvement Plan (added) <o

Test Document.docx

v Annual Survey Process and Questions
added)

B = Test Document.docx
Transition Information (added)

Test Doc

ument.docx

v Sample Transition Activities (added)

Test Document.docx

<

Transition Meeting Process (added)

- Test Document.docx
Records Transfer Policy (added)

) ) Test Document.docx
v Community Resources Information
(added:
= Test Document. docx
v Health and Child Development

Information (added)

. == Test Document.docx
v Family Engagement Activities (added)

= = Test Document.docx
v Family Education Information (added)

Test Document.docx
v Health Screening Process (added)

Test Document.docx
v Health Referral Process (added)

document.docx
v Program Transition Policies (added)

Test Document.docx
v Community Partner Agreements (added)

Test Document.docx

v Family Engagement Model (added)

Test De

scument.docx

<

Parent Group Information (added)

Test Document docx

Accreditation Certificate (added)

Click Save and
Save and Continue Continue

Save & Finish Later

|
I

OCLQS Portal Job Aid Page 13 January 2017
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Step 16 : Confirm Your Desired Rating

Click the Drop Down Arrow to Confirm Your Desired Rating

Clickto Confirm Your Desired
Rating

OCLQS Portal Job Aid Page 14 January 2017
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