PSS —REQUEST FOR KEYSTONE STARS DESIGNATION AND PROGRAM INFORMATION

FORM.

User’s Guide
e

1. INTRODUCTION

All programs requesting to move up in Keystone STARS (or completing their annual review) must
complete the Request for Keystone STARS Designation and Program Information Form. Programs
completing their annual renewal should complete and submit this document prior to their STAR
expiration. During the annual review process, programs should also ensure all information in
PELICAN related to their program is accurate and current including age of children accepted,
accreditations, contact information, etc. Programs requesting to move up in Keystone STARS can
submit this form at any point in their Keystone STARS activity cycle.

The ability to complete, edit, and submit a Request for Keystone STARS Designation and Program
Information Form online through Provider Self-Service (PSS) was made available in February 2020.
This tip sheet provides information and guidance on submitting a Designation Request online.

Note that clicking on or hovering over a quick tip icon (%) next to an item will provide valuable
information about that item.

|
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2. REQUEST FOR KEYSTONE STARS DESIGNATION AND PROGRAM INFORMATION FORM -
GET STARTED

Figure 1. Provider Self-Service Home Page

pennsylvania B g D

PROVIDER SELF-SERVICE

UAT All Provider Roles _

UAT LEGAL ENTITY 2.

Link to your Organization! @ © See what PSS can do for you! @)

Welcome to Provider Self-Service (PSS)

System Broadcast Messages (1/1) View More -

¢ TestingpizHaip >

-

Click on the fields below to expand and view additional options.
a  INVOICE +

Manage attendance Invoices and view enroiments

PROVIDER PROFILE &

Manage ocation demographic information

KEYSTONE STARS 1
Subrmit and manage Desg'ﬁvon Reguests. Grant Appications, and %
(Coaching Requests

Submit and manage Desij i
Coaching Requests

EARLY LEARNING NETWORK
Access and manage Early Leaming and SLDS Information

s LICENSING
Apply for/manage my certification scensing Information

CORRESPONDENCE
Manage my ELRC corresp settings and view

MY ACCOUNT

Manage my account and organization access

@ From the Provider Self-Service Home page, click the plus ( +) sign beside Keystone STARS
to expand the box. Next, click on the expanded text to get to the Keystone STARS Home
page. After clicking on the Keystone STARS text, the Keystone STARS Home page will

display.
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Figure 2. Keystone STARS Home Page — Collapsed View

' pennsylvania UAT All Provider Roles _
PELICAN UAT Legal Emtity 2
PROVIDER SELF-SERVICE - o

ﬁ‘HOME INVOICE~ CORRESPONDENCE~ KEYSTOME STARS MY ACCOUNT = PROVIDER PROFILE~ LICENSING © HELP

Home = Keystone STARS Home

Keystone STARS Home Page

For a tour of the Keystone STARS Home Page, click here.

Welcome to the Keystone STARS Home Page! Here you have access to create and manage Designation Requests, Enrollment Calculation Tools, Grant
Applications, and Coaching Requests. Budget Revisions and Final Expense Reports can be managed by clicking on the tile for an existing, approved Grant
Application. For information on how to contact your ELRC or Quality Coach, click on the Contact Us link in the footer below,

My Locations

Keystons STARS
T Parficipation
300546720~ 5 May Way. Springtown. A [ t-rkspecsc
=] o ustGrantLocation 11 L TE o fr 09/17/2020 e Acthve
300546720 7 Juty Dr. Summertown, e . trkspecsc
¥} S Uat Grant Location 13 Pa. 16501 T 7 08/17/2020 trispecse Acthve
300546720 @ AugustLn, A A . trkspecsc
1 UstGrantlocation 14 C E o es0 e iy 08/17/2020 e Acthve
300546720 9 Septernber 5t A - trkspecsc
| . UstGrantlocation 15 P 1601 i 08/17/2020 S Acthve
300546720 10 October Oval, A - t-rkspecsc 3
| . UstGrantlocation 16, o e 1ss0n i 08/17/2020 e Acthve
\_/\ Next Page |—|1 vjof4 Go
+ Designation Requests Sort By: RequestiD  [v] Tirne Period: FY2019-2020 [v|
+ i . iod-
1 Classroom Information Sort By: Request ID 4| Time Period: Fr 20192020 [¥]
+ Grants Sort By: RequestiD  [¥] TimePeried: | py 20192020 [¥]
+ Coaching Request Sort By: RequestiD  [v] Time Period: Fraoi-2020 [¥]

Locations for the selected provider are shown here. Up to five locations can be viewed at

one time. This list is sorted by Location Name. Locations that are inactive in Keystone STARS
will appear at the bottom of the list. The first five locations associated with the Legal Entity are
automatically selected when the Home Page first displays. Users can deselect any or all
locations and move to another page to select other locations.

Move to the next or previous page of locations here, or jump pages by selecting the page
number and clicking GO.
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@ Click VIEW after selecting the desired locations.

@ Click the text beside any + sign to expand that section or drawer.

Results can be sorted by: Request ID, Submission Date, Location Name, Status, Grant Type

(for Grants only), Area of Service (for Coaching Requests only), or Submitted By.

@ Time periods in the dropdown menu are fiscal years (e.g., FY 2018-2019, FY 2019-2020, etc.).

A number appearing in this area indicates that there is an item under that subject area that
needs the provider’s attention.

Figure 3. Designation Requests — Expanded View

Home > Keystone STARS Home

My Locations

200545720-
0011

300546720~
5 o013
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[IFY
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5 0015
200545720-
5] 0016

= Designation Requests

CREATE REQUEST

@ HOME  INVOICE>  CORRESPONDENCE~

Keystone STARS Home Page

KEYSTOME STARS MY ACCOUNT = PROVIDER PROFILE > LICENSING

For a tour of the Keystone STARS Home Page, click here.
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ﬂ
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Sort By.

REQ-000078320

Uat Grant Lacation 11
5 May Way. Springtewn. Pa
1650

ELRC-1

STAR 4-Renews
08/23/2019

Withdrawn

RequestiD  [v] Time Period: FY 20192020 [¥]

REQ-000078503

Uat Grant Location 15

9 Septamber 5t Autumntown,
®s, 1650

ELRC-1
STAR S-Move Up
08/24/2019

Approved

| @HELP |

Welcome 1o the Keystone STARS Home Page! Here you have access to create and manage Designation Requests, Enroliment Calculation Tools, Grant
Applications, and Coaching Requests. Budget Revisions and Final Expense Reports can be managed by dicking on the tile for an existing, approved Grant
Application. For information on how to contact your ELRC or Quality Coach, click on the Contact Us link in the footer below.

. | eystons sTaRs
auanty cosen # | Lt o
e Actve
trkspecse

VIEW

Expand the Designation Requests section and click CREATE REQUEST. The Designation
Request: Get Started page displays.
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Figure 4. Designation Request: Get Started Page

Current Locations

300545720-0011

300548720-0013

300546720-0014

300546720-0015

3005456720-0016

WAT GRANT LOCATION 11

WAT GRANT LOCATION 13

LUAT GRANT LOCATION 14

LUAT GRANT LOCATION 15

LUAT GRANT LOCATION 16

Designation Request: Get Started

For a tour of the designation request process, click here.

5 MAY WAY SPRINGTOWN PA 16507

7 JULY DR SUMMERTOWN PA 16501

B AUGUST LN SUMMERTOWMN PA 16501

8 SEFTEMBER 5T AUTUMNTOWN Fa 16501

10 OCTOBER OVAL AUTUMMNTOWN PA 16501

Nex: Pese[i]ofs Go

CANCEL

Please select your location from the list below and click GET STARTED to submit a Keystone STARS designation request online.

Below is a list of all locations associated with your organization. If you do not see your |ocation listed below, please contact the PELICAN Help Desk.

Dagignation
Location Nama Addrass Providsr Typs STAR Rating Expiration Dats

Family Child Care Home

Chid Care Certer

Familly Child Care Home

Group Child Care Home

Chid Care Certar

Resources FAQs Contact Us

i 9/17/2020

A

wir 8/17/2020
Trifrr 8/17/2020
i 97172020
i 97172020

GET STARTED

Select a location by clicking the button.

Click GET STARTED to continue to the Confirm Location Details page.
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3. CONFIRM LOCATION DETAILS

The Confirm Location Details step of the Designation Request flow allows users to confirm details of
their provider location.

Figure 5. Confirm Location Details Page

Confirm Location Details Resources FAQs Contact Us

Keystone STARS Designation Request
Sample Location 2

1 2) 3) 4) 5 ) 6 7) 8 | 9

Confirm Contact Classroom Operationa STAR Leve! Arestation E-Signature Submission Supperting
Location Detais Infermation Information Infermation Reguest Autherzaton ‘Confirmation Documentation

Confirm Location Details

You have selected to submit a designation request for Sample Location 2. Please read the information for this location below. If
you need to modify this text, please contact your certification representative,

Location Name Physical Address Line 1 Physical Address Line 2

| Sample Location 2 | |f-56 Main Street | | |
City State ZIP Code

|Camp Hill | |3.»;-. | v| |1?011 | - | |
County Facility Phone Number

|Cur1|:|erlancl | v| | |

Provider Information

Master Provider Index (MPI) ID Provider Type Certificate of Compliance #

|123/-56?89-DDD2 | |Chi|c\ Care Center | v| |CER-123/-56?89 |

This Location Serves Only

Yearsin Operation (required) School Aged Children (required)

Current Number of
Children Enrolled (required)

| 3| ® Yes O No 13
Number of Children Program Site is Ages of Children

Certified/Licensed for (required Accepted at this Site (required)

| 13| ‘ 3||Month5|v| ED| 1E||Year5 |v|

(screenshot continued below)

@ The Wayfinder lets the user know where they are in the process. A green v beside
a step indicates successful completion of the step. A red X indicates a failed step.

These location details will be pre-populated with the location information on file. This
information can be modified by contacting the location’s Certification representative.

Provider information such as Master Provider Index (MPI) ID, Provider Type, Certificate of
Compliance Number, Years in Operation and information about the children served are also
pre-populated from the information on file.
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Figure 6. Confirm Location Details Page (continued)
(screenshot continued from above)

Accreditation Information/Alternate Pathways

Please indicate the type of accreditations from an accrediting body that this location holds @

[] ACSI - Association of Christian ] AMIZAMS - American Montessori [] COA- Coundil of Accreditation Schoal

Schools International (STAR 3) Internationale Recognition or Age Child Care Accreditation (STAR 4)
American Montessori Society
Accreditation (STAR 4)
[[] NAEYC- National Association [[] NAFCC - National Association [] NECPA- National Early Childhood
for Education of Young for Family Child Care (STAR 4) Program Accreditation (STAR 4)
Children (STAR 4)
[] HS/EHS - Head Start/Early [] 21st Century Community
5 Head Start Grantees (STAR 4) Learning Center (STAR 4)

Please attach/upload a copy of your program's current accreditation certification and/or documentation. I

Days and Hours of Operation irsauirsq)

Session 1 @ Session 2 @
e [ o= [ [
Monday 07:00 AM 10:00 AM 11:00 AM 4:00 PM
Tuesday 07:00 AM 10:00 AM 11:00 AM 4:00 PM
Wednesday 07:00 AM 10:00 AM 11:00 AM 4:00 PM
Thursday 07:00 AM 10:00 AM 11:00 AM 4:00 PM
Friday 07:00 AM 10:00 AM 11:00 AM 4:00 PM
Ssturday 07:00 AM 10:00 AM 11:00 AM 4:00 PM
Sunday 07:00 AM 10:00 AM 11:00 AM 4,00 PM 6

CANCEL SAVE AND QUIT 7

Indicate the type of accreditation held by the location. Note: This is not a required field.

Attach/upload/submit a copy of the location’s current accreditation certification and/or
documentation.

Click UPDATE to view and update the days and hours of operation. Note: The Days and
Hours of Operation table shown here will only appear for R&R Other providers. Other
Providers can update this information through their Provider Profile.

DO

Click NEXT to move to the next step — Contact Information.
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Figure 7. Days and Hours of Operation Modal (Only for R&R Other Providers)

Days and Hours of Operation

Please indicate the hours of operation for your facility in the table below. Enter the location's daily hours of care in
Session 1. If the location opens and closes more than one time in a day. enter those hours in Session 2.

Selecting 24 Hour will designate the schedule as open from 6am-6am for that day.

Session 1 o Session 2 o

m

Start Time End Time Start Time

(07 J:[oo ] [am [=] |[10 J:[oo | [am =]} [11 ]:[oo | [am [=] | [o2 J:[o0 | [P [+] 0
07 J:[oo | [am [=] |[10 J:[oo | [am [=]| 11 J:[oo ] [am [=] | [os J:[oo | [em [+] &
! G | 07 J:[oo | [am =] |[10 J:[oo | [am [=]| [11 ]:[oo | [am [=] | [o4 J<[oo | [em [=] &
Thursday ‘: = : = : = : = ::l
Friday : = : = : = :D
Saturday : = : = : = : = :I
S 07 | AM 10 |: AM 1 |: AM | = 04 |: PM |-

} [07 J:[o0 ] [ [+] [[10 : oo ] [av ]| [17] =

CANCEL SAVE AND CLOSE

i>

@ Update days and hours of operation as appropriate.

@ Click SAVE AND CLOSE to save changes and return to the previous screen.

|
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4. CONTACT INFORMATION

The Contact Information step of the Designation Request flow allows the user to confirm the

location’s contact details.

Figure 8. Contact Information Page

Contact Information

Resources FAQs Contact Us

Keystone STARS Designation Request
Sample Location 2

! 1 . a 3 :
V Canfirm Contact Oaszroom
Location Detais Information Information

Operations STAR Leve! Apesaton
Information Request

7 8 9 |
Submission
E-Signature Supparting
Althorization Cenfirmazon Documentation

Contact Information

You have selected to submit a designation request for Sample Location 2. Please review and update the contact information we

have available on this location below. To designate a primary contact, please contact your Early Learning Resource Center,

m m“ prene fumber

(o] Smith Jane Director
(8] Alexsnder Carcline Manager
NEW EDIT  {fj DELETE

Email Addrass

5552221111

333-555-3333

jsmith@samplelocation.com ¥

calexander@samplelocstion.com N

Last Name (required)

First Name (required)

Title (required)

Phone Number (requirsd)

Alternate Number

Cell Phone Number

| ‘ Ext.

| [t | |

Email Address (required)

Fax Number

Address Line 1 (required)

Address Line 2

Address Line 3

City (required)

State (required)

ZIP Code (required)

| Pennsylvania

Contact me about:

[] STARS Designation/Renewal

[] Coaching

[ Fiscal Monitoring

] Program Quality Assessment Contact
—

[ Grant Paperwork

Send me information by: (required)
® Email

Q Fax

O Mail

CANCEL SAVE AND QUIT

Revised: 06/01/2020
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Make sure to complete each step before moving to the next step. Note: The green check mark
beside Step 1 indicating successful completion of that step.

Click the Select button beside a name to edit or delete that individual.

Enter new contact information here.

Check the box beside a topic to receive information about that topic.

Indicate the preferred method for receiving information. (This field is required.)

Click SAVE to save any changes made.

POOOOOG

Click NEXT to move to the next step — Classroom Information.

|
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5. CLASSROOM INFORMATION

The Classroom Information step of the Designation Request flow allows the user to enter information
about the classrooms at their location.

Figure 9. Classroom Information Page

Classroom Information Resources FAQs ContactUs

Keystone STARS Designation Request
Sample Location 2

1 2 n 4 5 6 7 8 9]

R A Clasiroom Operatona ETAR Lave Aematen  ESgnature Submer Supperting
Lazaran Detadi e A

" v -, Ca g B, e |
Infermacion Inforenatian Infermarion Awgues Authorzise scument

Classroom Information

Please update the enrollment overview and classroom overview for your location.

Enrollment Overview

Number of Classrooms recuires)

Number of children enrolled full time (rsquirsd 13

Number of children enrolled part timelresuired]

Number of children who receive Child Care Works (COW) (required)

Number of children who have documented special
needs (e.g. IFSP, IEP, etc.) (requires

Number of children who are dual language learners (rsquirss

Classroom Overview
% |Wumber of
Reom Capacity 4 Chikdran
Yeachers | Enrolied

Claszroom A 3 Months to 10 Years Early Mead Szart

Claszroom B §Yearsto7 Years Early Head Szart

Mew Classroom Entry

Classroom Name (reauirec] Age Range (recuired)
Session € \_3”Months Ill \i’lv&aﬁ |L|

Affiliation Information

Please select all that describe this classroom Room Capacity ireauires
15
= -
Number of Teachers (rsquires Number of Children Enrolled irsquires

PREVIOUS CANCEL SAVE AND QUIT
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Update the classroom overview and enrollment overview for the location here. Note: These
are required fields.

Clicking ADD CLASSROOM or EDIT CLASSROOM expands the form below to allow the
user to add or edit classroom information, respectively.

Complete the required fields (Classroom Name, Age Range, Room Capacity, Number of
Teachers, and Number of Children Enrolled) for a new classroom.

Click SAVE to save any edits or newly added information.

AOXOXOXO

Click NEXT to move to the next step — Operational Information.

|
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6. OPERATIONAL INFORMATION

The Operational Information step of the Designation Request flow allows a user to enter information

about the operational and quality improvement information at its location.

Figure 10. Operational Information Page

Operational Information

Pleace provide answers o the following guestons

Operational Information Resources FAQs Contact Us
1 2 3 u 5 6 7 8 9
v ) . v P— w oo i — e rsnenslE PO ~

DirectorrOwner Invelvement
Is the Directos/Owner Operator on-site & minimum of 30 hours per week? resvres

= e

If site is school age enly, is Director on-site & minimum of 5 hours per week?reaeed
.

Daei the Directar/Operatad have regular teaching dutigd? TEILTRD

CIIRT:

Facility Capabilities

is there intermet scoess on-site™ ez el
5

Is there sccess to a scannerifax on-site? (Foewd
= e

Hai thii 008 uied the Keyitens STARS Dequment Uplasdss 1o uplasd svdenss? sz e

Turnower
Hawve you enpenenied 0% ¢ mare Lnall :Hln5z7 L
®] Y ,
Have you had & change in Directer? [fesae
= ¥
Has there been a significant fuctuation in enrediment/FTE companed to last Fiscal Year? m#res
&) Y& ,

Hai there been & change in funding for alots (Head START, PA Pre-K Counta]? reoares

(Screenshot continued below)

@ Answer the questions on director/owner involvement, facility capabilities, and turnover.

Note: Answers are required for all the questions.

Revised: 06/01/2020
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Figure 10. Operational Information Page (cont.)

(Screenshot continued from above)

Quality Improvement

Do you currently use coaches or mentors other than Keystone STARS Quality Coaches? (requires

If yes, please provide details. (recuires

If yes, please provide details. (recuires

4000 Characters Remaining

Is your program involved in any quality improvement projects other than those for Keystone STARS? (resures

— CACFP - Child Aduit Care Food —

=~ Program Participant

[ Subsidy infant/Toddler Contracted Slots

= ~— PBIS - Use of Positive Behavior ~ TEACH/TAP - Teacher Education
1 nd in the Making ]
Eaxd ) = Interventions and Support = And Compensation Helps
" ACH en of ABar Srhaol Ous ’ M e e de GO M PAEco althy Child Car
ASQ - Use of After School Quality [J Keystone Kids Go (] PAEco Healthy Child Care

PREVIOUS CANCEL SAVE AND QUIT

@ Answer the Quality Improvement questions. If Yes is selected for either question, enter

details in the text box below the question.

@ Click the box beside any activity or initiative the location is involved in.

@ Click NEXT to move to the next step — STAR Level Request.

Revised: 06/01/2020
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7. STAR LEVEL REQUEST

The STAR Level Request step of the Designation Request flow allows the user to select the STAR
level it is requesting or renewing.

Figure 11. STAR Level Request Page

STAR Level Request Resources FAQs Contact Us

Keystone STARS Designation Request
Sample Location 2
o 1 2 3) 4 6 | 7 8 9 )

O Confrm o Comaz g Classroom STAR Leve! ESignature Sobipisiion

Location Infarmaton Informaton {nformation Request Atodzaton Confirmaton

Supporting
Documentaton

STAR Level Request

You have requested to submit a designation request for Sample Location 2. Please review the descriptions of the different STAR
Levels below and select which level you think fits best for your location. Your Quality Coach will work with you after your request has
been submitted to verify the STAR level.

This Location's Current STAR Level: STAR 2

Select | STAR Level

What to expect from a STAR 1 p and €
+ A Department of Human Services Child Care Certificate of Compliance
or

+ Department of Education Private Academic School license in good standing

STAR 2 What to expect from a STAR 2 program: Required Performance Standards.
+ Meet all requirements of a STAR 1 program, plus

+ Staff are registered and active in the Professional Development Registry and develop
individualized trining and education goals

ylvania's Early Learning are used as a resource for staff to support planning and
documentation of childrens learning.
+ Lesson plans reflect a balance of activities that support developmentally appropriate learning
through play.
+ A research-based developmental screening tool is used within 45 days of enroliment to identify
children who may need additional evaluation and/or intervention strategies
+ Families are encouraged to be actively involved with the program in the education of their child.

e o P
< Meet all requirements of a STAR 1 and 2 progrm, plus
. Meer minimum threshold scores in a Program Quality Assessment during which the teacher-staff
s and classroom are observed.

Staff have plans which support their educational and
career development goals
+ Obtain a minimum percentage of points in quality i that cover staff and
professional development, the early learning program, leadership and management, and
relationships with families and communities. Ongoing quality improvement activities through
which programs can earn points include:

© Staff are enrolled in or have completed their next level of education.

© Staff have taken professional development in relevant topics such as inclusion, positive 2

o STAR S

interactions, dual language learners, child assessment, and screening and curriculum
© Program uses a developmentally appropriate curriculum, which includes activities that are ="
responsive to changing interests of young children, aligns with the PA Early Learning
Standards, and includes a balance of active and passive activities.

0 Observation-based of children are and used to inform curriculum
instruction, individual child planning, and referrals to community agencies.

© Family conferences are held twice annually with families and offer a time to discuss the
child’s progress as well as the family’s goals for their child

© Family engagement activities are offered during which families have opportunities to
attend educational workshops, become involved in policy and programming decision
making and networking.

© Program leadership is enrolled in or has completed the PA Director’s Credential
Coursework.

© Staff receive employee benefits, paid planning time, and have opportunities to network
during monthly staff meetings.

o STARS \h:::n( to expect from a STAR 4 program: Process Quality Performance Standards
+ Meet all requirements of a STAR 1 and 2 progrm, plus
+ Meet higher than minimum threshold scores in a Program Quamy Assessment during which the
teacher-staff interactions and classroom environment are observe
+ Staff have ed pi p plans whv(h support their educational and
career development goals
+ Obtain a higher percentage of points in quality indicators that cover staff qualifications and
professional development, the early learning program, leadership and management, and
relationships with families and communities. Ongoing quality improvement activities through
which programs can earn points include:
© Staff are enrolled in or have completed their next level of education.
© Staff have taken professional development in relevant topics such as inclusion, positive
interactions, dual language learners, child assessment, and screening and curriculum.
© Program uses a developmentally appropriate curriculum, which includes activities that are
responsive to changing interests of young children, aligns with the PA Early Learning
Standards, and includes a balance of active and passive activities.
© Observation-based assessments of children are com and used to inform curriculum
instruction, individual child planning, and referrals to community agencies
© Family conferences are held twice annually with families and offer a time to discuss the
child’s progress as well as the family’s goals for their child.
© Family engagement activities are offered during which families have opportunities to attend
educational workshops, become involved in policy and programming decision making and
networking,
o Program leadership is enrolled in or has completed the PA Director’s Credential Coursework.
© Staff receive employee benefits, paid planning time, and have opportunities to network
during monthly staff meetings.

Read less

PREVIOUS CANCEL SAVE AND QUIT NEXT
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Check the box next to the appropriate STAR level for the requested STAR level, or for a
renewal, for the existing STAR level.

A description of each STAR level is provided in this column. Please contact your Quality
Coach for the most current information regarding STARS standards.

@ Click NEXT to move to the next step — Attestation.

|
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8. ATTESTATION
The Attestation step of the Designation Request flow allows the user to confirm the attestation details

for its designation request.

Figure 12. Attestation Page

Attestation Resources FAQs Contact Us

Keystone STARS Designation Request
Sample Location 2

J1) 2) 3 4 (5 ﬂ 7,89

V Confirm V Contact V Classroom Operationa ETAR Level Attestation E-Signature CS”‘;” SS:.’“ Supporting
Location Detais |nfarmatizn |nformation |nformation Reequest Autherization entirmatan Documentation

Attestation for All Keystone STARS Providers

In order to receive your STAR Designation Certificate, please read and complete the following attestation. The person who signs this
documnent is the individual legally authorized to represent the child care provider, By completing and signing this form, you attest
that you have reviewed and accept the terms of the Keystone STARS Status, Review, Suspension, and Removal Process,

]| ! agree to abide by the Keystone STARS Performance Standards for the current STAR Designation and | understand the status
of my Program’s STAR Designation may be reviewed, reduced, suspended, or removed if | am not meeting the Keystane
STARS Performance Standards and/or other conditions listed in the attached STAR Status Review, Reduction, Suspension
and Removal Process. (required)

[} 1 understand that the ELRC reserves the right to review my Program’s STARS status and share information with the DHS
Regional Certification Office or Department of Education. (requirza)

[J) lunderstand that my Program’s STAR Designation may be suspended or removed if DHS initiates an Injunction, Emergency
Removal, or issues a Provisional Certificate of Compliance (for programs with DHS Certificate of Compliance). (required)

[} lunderstand that my Program’s STAR Designation may be suspended or removed if the Department of Education revokes
my private academic license (for programs with private academic license). (required)

| ! aeree that, as applicable if the DHS Regional Certification Office initiates an action to revoke or refuse to renew my
Program's DHS Certificate of Compliance, that my STAR Designation will be suspended or removed. | understand that
the STAR Designation will be suspended whether or not my Program appeals the DHS Regional Certification

Office’s action. (required)

] ! agree that, if my Program’s STAR Designation is suspended or removed, my Program may not advertise

as a STARS child care provider, I will not receive grant/award funds, and my Program's STAR Designation will be removed

from DHS's COMPASS website. The STAR Designation may be reinstated upon my Program’s correction of the noncompliance
with DHS regulations, regaining private academic license or upon meeting the Keystone STARS Performance Standards. (required)

[} I understand that false statements made herein are subject to the penalties of 18 PaC.5. § 4904 (relating to unsworn
falsification to authorities). (required)

(Screenshot continued below)

|
Revised: 06/01/2020 Page 17 of 26



PSS —REQUEST FOR KEYSTONE STARS DESIGNATION AND PROGRAM INFORMATION
FORM.

User’s Guide
]

Figure 12. Attestation Page (cont.)

(Screenshot continued from above)

[} ' will provide assurance that | will participate in evaluation activities, if selected to participate. (requirsd)

]| ! will provide researchers with access, consistent with the requirements of all applicable Federal, State, and local privacy laws,
to data so that they can analyze the State’s quality improvement efforts and answer key policy and practice questions. {required)

]| ! agree to cooperate with the ELRC, Keystone STARS Evaluators, and other DHS and PDE agents in providing access to examine
the child care provider, records, and documents that pertain to the STAR Designation. | further consent to review and
release information for the STAR Designation to DHS and its agents. (required)

]| ! understand that DHS has contracted with several established entities to be their agents in administering and implementing
the Keystone STARS program. The information | provide to DHS and its agents as a participant in the Keystone STARS program
is shared among these agents for research and evaluation purposes, monitoring compliance, and development of

the Keystone STARS program. (required)

]| My Program information is entered into a database that is accessible only to DHS and its agents. | affirm that | will cooperate
with DHS and its agents. (required)

[]| ! attest that all classrooms where children are enrolled meet DHS regulations at all times, regardless of affiliation with other
organizations, such as PA Department of Education and Head Start. (required)

| understand that if my program loses accreditation status as an approved Alternate Pathway Designation, my program’s STAR
level will be reduced to the corresponding STAR level to which my program meets the Keystone STARS Performance Standards. 2

(required)

m caNceL [l SAVE AND QuIT m

Check the box beside each statement. All of the boxes must be checked for successful
completion of this step.

Click NEXT to move to the next step — E-Signature Authorization.

|
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9. E-SIGNATURE AUTHORIZATION FOR SUBMISSION

The E-Signature Authorization step of the Designation Request flow allows the user to sign the
Designation Request.

Figure 13. E-Signature Authorization

E-Signature Authorization Resources FAQs Contact Us

Keystone STARS Designation Request
Sample Location 2

1 2 3 4 5 6 u 8 9

; Submission .
~, Confinm Contact \/ {Oassroom Operationa STAR Lewvel Attestation E-Signature Supporting
Location Detads Information informazan W Informaton WP Request WP Autharization Confirmatan Documentation

E-Signature Authorization

By providing my E-Signature, | certify that, as of today, <date>, this providerflegal entity does not owe the Commonwealth and/or
Federal government liabilities, including tax liabilities, is not under debarment, and is not under investigation by a Federal or
State Agency. Failure to notify the Early Learning Resource Center {ELRC) andfor OCDEL Staff of the events above will resultin

suspension from Keystone STARS. | also certify that all classrooms where child care children are enrolled meet DHS compliance
1 at all times, regardless of affiliation with other organizations, such as PA Department of Education and Head Start.

§D | hereby declare that the information given in this request is true to the best of my knowledge. (required

The checkbox obove must be selected in order to onswer the Security Question.

2 Security Question
What is your faverite author's last name? (required)

Submission Comments

3500 Characters Remaining $

m CANCEL SAVE AND QUIT

Check the declaration checkbox to verify the information.

Answer the security question with the response selected when the account was set up.

Provide additional comments, if desired.

Click SUBMIT to submit the Designation Request. The Designation Request is sent to the
ELRC Designation Request Inbox in PELICAN Keys to Quality (KTQ). After clicking SUBMIT,
the user is taken to the Submission Confirmation page.

OO
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10. SuBMISSION CONFIRMATION

The Submission Confirmation step of the Designation Request flow allows the user to view the
submission details of its Designation Request.

Figure 14. Submission Confirmation Page

Submission Confirmation Resources FAQs Contact Us

Keystone STARS Designation Request
Sample Location 2

1 2 3 4 5 6 7 9

- N s Submizsion i
5 g Confirm ~, Contact Operationa ETAR Level Attestation E-Signature - Supporting,
Location Detals Information V Infermation V Request V V Authorization Cenfirmztan Drocuments,

Submission Confirm
Thank you!

Your request has been submitted, an\:lyour request number is REQ- 123456789! You may track this request through the
Designation Requests section of the Keystone Orme Page Ny nawigaung to the corresponding D Requesttile. In
order to view the information on this form at a later date, please click the PRINT button to save and e PDF for your
records.

IPIease complete an Enrellment Caleulation Teel for the current fiscal year within 10 days.

Your request has been sent tgyour Quality Coach Jane Smith at Early Learning Resource Center for Region | for review. You can
expect to be contacted about this requespfithin can be found by using the 5

Contact Us link.
4 ) HOME PAGE ‘ UPLOAD SUPPORTING DOCUMENTS

Click the PRINT button to print the Designation Request submission. Note: When the PRINT
button is clicked, the entire application is downloaded as a printer-friendly PDF file
that can be saved and printed.

This is the assigned request number for the Designation Request.
days of submitting the Designation Request.

The assigned Quality Coach’s name displays here.

Click UPLOAD SUPPORTING DOCUMENTS to move to the Supporting Documentation
page.

@ Reminder to complete an Enrollment Calculation Tool for the current fiscal year within 10
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11. SUPPORTING DOCUMENTATION

The Supporting Documentation step of the Designation Request flow allows the user to upload
supporting documents for its Designation Request and to view previously uploaded documentation.

Note: The PSS document upload process is different than the SMART document uploader. The

SMART document uploader is for evidence being submitted to meet specific STARS standards and
indicators of the standards, i.e., the policy handbook.

Figure 15. Supporting Documentation Page

Supporting Documentation Resources FAQs Contact Us

Keystone STARS Designation Request
Sample Location 2

1) 2, 3 4 5) 6 7 8 n

Submission

‘, Confirm ‘, Contact ‘/ Classroeom Operationa STAR Lewel Attestation E-Signature N Supporting
Location Detals Information Information Information V Request V Authorization VConﬁrHaton Documentation

ing Documentation

You have reques] ISTAR Level 3 for Sample Location ZJ o complete this request, your Quality Coach will need to review the

relevant supporting documentation and evidence for the STAR level you have selected. Providers with a PDE Private Academic
School License are asked to include the license as part of their application.

Upload only information related to your program's request for STAR Designation, such as a copy of Accreditation/Alternate
Pathways certificate or PA PDE private academic license. Documentation that serves as evidence in meeting the Keystone STARS
Performance Standards will be uploaded through the SMART document uploader, which is a separate database.

Instructions to Manage Documents:

1. Select the document type from the dropdown,

2, Click the ADD DOCUMENT button and a new window will appear.

3. Select the correct file folder on your desktop/laptop and attach the desired document.

4. To add additional documents, select the document type from the dropdown and select the ADD DOCUMENT
button. Please see file formats and size restrictions below.

5. If you wish to delete a file, dlick the trash can icon next to the file.

8. Once you are done, click the SAVE button.

File Formats Accepted: JPEG, BMP, PNG, Excel, Word, and PDR
Maxirmum File Size: 10 ME.

Note: Microsoft Word and Excel files with a .doc or xls extension cannot be uploaded. In order to convert these files to
compatible formats, ensure that while saving the document on your desktop, the *Save as type’ is either .docx or xlsx
Additionally, files may also be converted to PDF by selecting PDF{*.pdf) from the 'Save as type' dropdown list.

Date Uploaded Uploaded By

Document Type File Name

ELRC Requested Certificate1 c-bobross 21 MB ﬂ

5 >I Select Document Type... vI )

m m‘
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Identifies what the supporting documentation is for.

This section provides instructions for document upload process.

File formats accepted for upload include the following: JPEG, BMP, PNG, Excel, Word, and PDF. The
maximum file size for upload is 10 MB.

Documents that have already been uploaded are listed here. Note: A document can be deleted by
clicking the trash can icon at the end of the row.

Select the type of document being uploaded from the dropdown menu. Valid document types for a
Designation Request include Staff Transcripts, Designation Request Form, Continuous Quality
Improvement (CQI) Plan, Professional Development and Staff Qualifications Grid, and ELRC
Requested.

Click ADD DOCUMENT to open File Explorer to select the document to be uploaded.

Click SAVE to upload the document. After clicking SAVE, the user will receive confirmation that the
document was successfully uploaded.

OXOBNONOROXONO
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12. DESIGNATION DESTINATION
The Designation Destination page allows the user to confirm the details and updates on the location’s

Designation Request. It is accessed by clicking on the Designation Request ID on an existing
Designation Request tile in PSS.

Figure 16. Designation Destination Page

= Designation Requests Sort By: Request ID ) Time Period: 20192020 [v]
REQ-000078320 REQ-000078503 REQ-000078641 1
i usterntiocston i ustemmiocsten 13 i atGrantocston 11
) 9 susywey sormgown e 9 ssestemoerst avtumntonn, 9 5wayway Springtown. P,
16501 Pa_ 16501 16501
B e B oenc B e
* sTarasencus K sTaR shdove Up * stan sdenznal
CREATE REQUEST B osizszon B oarzannia B osrzanons
witdrawn Approved Under Review T
Designation Destination l —_—— e
Designation Summary
2 Designation Request Location: UAT GRANT LOCATION 11
Submitted Date: 9/23/2019

Current Status: Withdrawn

Deesignation Expiration Date:

ELRC Review Comments

Upload only information related to your program's request for STAR Designation, such as a copy of Accreditation/Alternate Pathways certificate or PA PDE private
academic license. Documentation that serves as evidence in meeting the Keystone STARS Performance Standards will be uploaded through the SMART document
uploader, which is a separate database.

If you would like to make a change to a designation request that has already been approved, please contact your Early Learning Resource Center (ELRC). Contact
information for your ELRC can be feund on the Contact Us page.

CANCEL

Click on the Designation number hyperlink.

Summary of the Designation Request including the location, submitted date, current status,
and designation expiration date, if available.

The ELRC review comments will display here.

Click VIEW DETAILS to review the details of the Designation Request. Clicking VIEW
DETAILS will take the user to the Confirm Location Details page.

OO
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13. NEXT STEPS

After the provider submits its Designation Request through PSS, the Designation Request is sent to
the Designation Request Inbox in Keys to Quality (KTQ) system, where it will be retrieved,
reviewed, and acted on by the provider’'s Quality Coach at the Early Learning Resource Center
(ELRC). The provider can track this request through the Designation Request section of the
Keystone STARS Home page.

Figure 17. Designation Request Status Information

REQ-000076943 REQ-000078405 REQ-000080847 REQ-000080915

Uat Location 2 i Uat Location 2 i Uat Location 15 i Uat Location 2

88 Green St, Erie, Pa, 16501 88 Green St, Erie, Pa, 16501 77 Orange St, Town, Pa, 16501 88 Green St, Erie, Pa, 16501
ELRC-1 ELRC-1 ELRC-1 ELRC-1

STAR 3-Move In STAR 3-Renewal STAR 3-Move Up STAR 3-Move In
09/17/2019 09/25/2019 10/08/2019 10/08/2019

CREATE REQUEST

Withdrawn Under Review

This is the Designation Request number assigned to your Designation Request. Click the
to Designation Request number to view more details about the Designation Request.

@ The status of the Designation Request is shown here. Designation Request statuses include

the following:
Status Description

In Progress The request is currently in progress and has not been submitted to the
ELRC.

Under Review | The request has been submitted and is being reviewed by the ELRC.

Pending The request has been approved by the ELRC in the Designations
Inbox, but the provider has not yet undergone the pre-designation
process.

Withdrawn The request has been withdrawn by the provider, prior to its approval.

Approved The request has been approved by the ELRC.

Returned The request has been reviewed by the ELRC and returned to the
provider to make updates and re-submit.

Disapproved | The request was declined by the ELRC.

|
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14. ALERTS AND EMAIL NOTIFICATIONS

Below is a list of PSS alerts and email notifications that the location may receive related to its
Designation Request.

Figure 18. Designation Request Alerts and Email Notifications

Notification Text

Notification

Audience

Clearing
Condition

Mechanism

Designation Your Designation Request for <STAR Email PSS — Manage | N/A
request has Level> for <Provider Location Name> Keystone
been approved | has been approved STARS
by ELRC Requests
Designation Your Designation Request for <STAR Email PSS — Manage | N/A
request has Level> for <Provider Location Name> Keystone
been returned has been returned. More action is STARS
by ELRC required if you would like to continue Requests
with this request. Details about why this
as returned can be found by viewing
your Designation Request in PSS.
Please contact your Quality Coach if
you have guestions.
Designation Your Designation Request for <STAR Email PSS — Manage | N/A
request has Level> for <Provider Location Name> Keystone
been has been disapproved. Details about STARS
disapproved by | why this was disapproved can be found Requests
ELRC by viewing your Designation Request in
PSS. Please contact your Quality
Coach if you have guestions.
Designation is | Your Designation for <Provider Location | Alert PSS — Manage | The alert will be
nearing Name> will expire on <Designation Keystone cleared when the
expiration — 30 | Expiration Date>. Please submit a STARS user submits a
days prior to Keystone STARS Designation Request. Requests Designation Request
the expiration for the Location or
date the current
Designation expires.
Designation is | Your Designation for <Provider Location | Alert PSS — Manage | The alert will be
nearing Name> will expire on <Designation Keystone cleared when the
expiration — 60 | Expiration Date>. Please submit a STARS user submits a
days prior to Keystone STARS Designation Request. Requests Designation Request
the expiration for the Location or
date the current
Designation expires.
Designation is | Your Designation for <Provider Location | Alert PSS — Manage | The alert will be
nearing Name> will expire on <Designation Keystone cleared when the
expiration — 90 | Expiration Date>. Please submit a STARS user submits a
days prior to Keystone STARS Designation Request. Requests Designation Request
the expiration for the Location or
date the current
Designation expires.
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