Please note: This resource was created in 2024 based on current portfolio guidelines.
Resources will be updated if guidance changes with portfolio requirements.
Refer to the Quality Rated website for updated information.

Standard 5

&
Pre-Observation Forms

This step by step guide has been prepared to assist with completing Standard 5 of the
Quality Rated School-age Portfolio independently.

This project is funded by Georgia Department of Early Care and Learning using the federal Child Care and Development Fund.
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* School-Age Portfolio resources

In order to complete Standard 5 you will need to track the ratios for your program for one

school operational day within 30 days prior to submitting your portfolio. You will need to do
this for each classroom.

Keep track of each hour that you’re open and record the number of students and the number
of teachers that are present in each room. If you need a chart to be able to record this
information you can find it at the brown bar at the bottom of the Quality Rated website under

QR Portfolio. This will open another window where you will find the Staffing Plan and Ratio
Forms under Standard 5: Ratios.

To begin, log in to Quality Rated to access your portfolio.
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2% 2 27 8 20 1 2 Note: The Teacher:Student ratio date must be within 30 days of submission of Portfolio.

Legend: Yellow - Date Selected, ({28 - Completed, (&% - In Progress

Note: The calendar is color coded so that you can easily determine which classroom ratios have been completed. Yellow indicates the date selected to report
ratios. A Completed date will display as green and an In-Progress date will display as red.

nstructions:

® | Step 1: Select a classroom from the dropdown list at the top of the screen.

@ | Step 2: On the calendar that appears, click on the date for which you wish to enter the ratios. A screen will appear.

® | Step 3: Enter your ratios for the selected classroom. The hours displayed on the screen reflect the start and end times from the information stored in our
licensing system for your facility. Note: If the facility hours are not correct, you must contact your licensing consultant to get the hours corrected
in order to proceed. For each hour of the day, enter the number of teachers and the number of students observed for that time period.

® | Step 4: After all the counts are entered for the day, click on the box at the bottom of the screen to indicate that the counts are complete for this
classroom/date. If a classroom is closed on a normal business day for some reason, enter zeroes for the number of teachers and students on that
particular date. [N

® | Step 5: You can track your progress in completing this section using the status grid on the right of the screen. All of your classrooms will be listed with a
status of Complete or In-Progress.

® | Step 6: After all your classrooms have one day of Teacher:Student ratios entered, this section will automatically be marked as complete.

View Standard 5 Rating Rubric

Click on the Teacher:Student Ratio Count option on the left under Standard 5.

Here, you will see the steps listed for completing Standard 5 and the Standard 5 Rating Rubric.
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Standard 5 requires a program to submit evidence of the center’s ratios and group sizes throughout the program day. For each classroom, you must report the
classroom ratios by hour during one business day. The ratios must be tracked for all classrooms on the same day.

<zmrroran

Note: The Teacher:Student ratio date must be within 30 days of submission of Portfolio.

Select Classroom:
Select Classroom:
sele— ¥ || Select-->
Class Status Complete | In Progress

Su Mo Tu We Th Fr Sa Cafeteria Not Started 0 0

28 29 30 31 1 2 3 Cafete”a

4 5 6 7 8 9 10

i 12 13 14 15 16 17 N

18 19 20 21 22 23 24
25 26 27 28 29 1 2
3 4 5 6 7 8 9
Legend: Yellow - Date Selected, - Completed, [ - In Progress

Note: The calendar is color coded so that you can easily determine which classroom ratios have been completed. Yellow indicates the date selected to report
ratios. A Completed date will display as green and an In-Progress date will display as red.

Note: The Teacher:Student ratio date must be within 30 days of submission of Portfolio.

The first stepis to select the classroom from the drop-down list at the top of the screen. On
the calendar that appears, click on the date for which you wish to enter your ratios.
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Select Classroom:

41 SUBMIT PORTFOLIO

’ Select -->

Teacher:Student Ratio Counts x
Cafeteria “

Date: 2/8/2024

Classroom: Cafeteria

Time # of Teachers # of Students
Su Mo Tu We Th Fr Sa 3:45 PM
28 29 30 31 1 2 S 4:45 PM
4 5 6 7 (8) @ 10 5:45 PM
" 12 13 14 15 16 < 7
) complete

25 26 27 28 29 1 2 S
: own

Legend: Yellow - Date Selected, - Completed, - In Progress

After clicking on the date, a Teacher:Student Ratio chart will appear.

The ratio in this example is for February 8th. Now you will enter the information from the ratio
chart for every hour. Pay special attention to make sure that you enter teachers in the left
column and students in the right column.
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Select Classroom:

’ S_elect ->

Cafeteria

Su Mo Tu We Th
28 29 30 31
4 5 6 7
" 12 13 14 15
18 19 20 21 22
25 26 27 28 29

3 4 5 6 7

Legend: Yellow - Date Selected, €f=a - Completed, - In Progress

Standard 5

Teacher Student Ratio Count
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’ Teacher:Student Ratio Counts x

Date: 2/8/2024

Classroom: Cafeteria

Time # of Teachers # of Students

3:45PM 1 12

4:45 PM 2 27

5:45 PM 2 35
I~ Complete

SAVE

CANCEL @ DELETE

Once all the columns are complete, click save and then check the box in the light green bar at
the bottom of your screen to indicate that this section is complete.

Repeat this process until you have added ratios for every classroom.
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Teacher:Student Ratio Count

Portfolio Status: In Progress
Standard 1
Standard 2
Standard 3
Standard 4
Standard 5

After all of your classrooms have one day of Teacher:Student Ratios entered, this section will
be automatically marked complete. A green check mark will appear in the brown bar next to
Standard 5. Once all Standards are showing with check marks then your portfolio is ready to be
submitted! The SUBMIT PORTFOLIO button will light up green. Click the button and answer the
prompted questions to complete submission.
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5.1 Teacher: Student Ratios — Level Rating Scale
Classroom Age Groups Level 1 Ratios Level 2 Ratios Level 3 Ratios
School Age | 1:20 1:18 1:15

Teacher: Student Ratios — Points Awarded Calculation

Number of Number of Number of
Cl / p | Cl /Groups Per | Classrooms/Group Per | Classrooms/Groups Per
Age Groups Age Group Meeting Age Group Meeting Age Group Meeting
Level 1 Level 2 Level 3

School Age
Number of
Classrooms/Groups Per
Type

Note: For programs serving children in mixed-age groups, ratios will be based on the ages of the youngest
children in the group.

Percentage of Classrooms Per Level | Level 1 | Level2 | Level 3

(Total Number of Classrooms Per Level Type +
Total Number of Classrooms) x 100

Highest Percentage Level Determines Overall Level
Level 1 Ratios = 8 Total Points

Level 2 Ratios = 14 Total Points
Level 3 Ratios = 20 Points

Standard 5 of the School-Age Rating Rubric requires a program to submit evidence for each
classroom or grouping of ratios and group sizes throughout the entire day at the program. We
recognize that individual programs must consider many variables when determining how to
manage ratios and group sizes. This standard recognizes that a variance of both ratio and
group size may be based on the time of day and staff schedules.

A program is assigned points based on which ratio level they maintain for 75% or more of the
classroom hours and/or program day.
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Step-by-step guides to submit your portfolio

QUALITY RATED - HELP

TRAINING
TRAINING

This is a reminder that the Pre-Observation submission window has

[BAdobe
been changed to 2 business days.

Portfolio & Pre-Observation Submission Print Guides

Pre-Observation Submission Guide 10.16.2023 - Family Child Care
Pre-Observation Submission Guide 10.16.2023 - Large Center

Pre-Observation Submission Guide 10.16.2023 - Small Center FCCERS
Pre-Observation Submission Guide 10.16.2023 - Small Center ITERS and ECERS
Pre-Observation Submission Guide 10.16.2023 - Stand-Alone School Age

You can find additional step-by-step guidance for submitting your Portfolio and the Pre-
Observation Information at the brown bar at the bottom of the Quality Rated website under
Training. Select the guide that is labeled Pre-Observation Submission Guide 10.16.2023 -
Stand-Alone School Age.
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Step-by-step guidesto submit your portfolio

PORTFOLIO COMPLETION SCREENS

When all standards are complete, as indicated by the green check marks, the “Submit Portfolio”
button is enabled.

SCHOOL-AGE ONLYAPROGRAM

Portfolio Status: Ret

CCLC-2929
ed

€ BACK B VIEW PORTFOLIO D VIEW HISTORY <A SUBMIT PORTFOLIO

STANDARD 1 - DIRECTOR AND TEACHER QUALIFICATIONS AND GAPDS VERIFICATION
Standard 2

=

Standard 3

On [is screen is a list of your staff

Standard 4

n the Georga F D

System
(GaPDS). If you have employees not on the list, they must take the appropniate steps to be added.

This shows an example of those guides and the type of information found there.
* Instructions for submitting your portfolio.
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Pre-Observation Folder

MY APPLICATIONS

Application Type Application Portfolio Pre-Observaton Incentives | Scoring History
Form

Required Status: Status: Status:
Reassessment ’.- '.- ’- 9
Approved Ready 1o In Progress
_ Submit
Submitted:
07/27/2017

Remember, your portfolio has not
yet been submitted for scoring!

This page of the guide shows where to find your Pre-Observation folder.
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Blackout Dates

Note: Maximum of five blackout days can be selected

Portfolio Completed Date: 8/5/2017 8:43:08 AM

August 2017

September 2017 October 2017 November 2017

Su Mo Tu WeTh Fr Sa

Su Mo Tu WeTh Fr Sa BlISu Mo Tu WeTh Fr Sa

Su Mo Tu WeTh Fr Sa

6/7|8|9|10/11|12 112|3|4|5(6|7

13|14/15/16/17|18(19| (10{11|12|13|14/15/16 |8 1011[12{13|14

20/21|22 26| |17(18(19/20(21|22|23| |15/16|1718]19/|20|21

27|28|29|30|31 24|25(26(27|28|20|30| 22|23 26|27(28

B =il

Legend: Yellow - Portfolio Completed, - Open Date, - Blackout Day, [EIF] - Cannot Select,
- State Holiday/Meeting

This shows how to select your blackout dates. The Legend at the bottom helps guide you with
selecting your blackout dates.
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e Itisimportant to let the assessor team know when children typically arrive at your program so
they can determine the best time to begin the observation. For example, let the assessors know
if the children are located on-site during the school day and simply walk to the out of school
time room, or if they are transported to your program, listing the time they typically arrive.

Begin typing and the
box will expand as
needed.

1would like the assessor team fo know <

You can save the
information you have added to this screen by clicking the “Save” button. You can come back later and
make changes if you wish.

|1 Check this bux when you hiave idenlified your blackoul days o1 indicaled no blackoul days will be
chosen. Uncheck this box to make changes.

EAVH

e Notice that Saved successfully will
appear on the screen.

This section shows how to add additional notes for the assessor team.
* Typical arrival time

* Parking instructions

* Carriders line- traffic

* Checking in to the school before entering program (Bring ID)

* Wearing a mask
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When you have entered all the i ion for each and all your
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Classroom Details

schedules you can check the completion box at the bottom of the screen.

Welcome Director

CCLC: XXXXXX

PROGRAM SETUP

and hit SAVE)
~ one or more
mbx with other e day they need
ciassroom, but may mbx for
) or other e
0r0upca by compuner room, music foom. piayground, etc.

often in. méx recly.
©) f netner option above bes! describes your sefing. use the Space beiow 1o briefly expiain how yYOUr ProFam operates.

Saved successtuy

N

N

v

Notice a check mark
[ in the “Complete”
column. This indicates
that all requirements
have been completed
and the pre-
observation form can
be submitted along
with the portfolio.

N

When you check the completion box the
message “Saved successfully” will appear.

e If your program has multiple classrooms where children are separated by age or grade your
completed screen may look like the example below.

oo Sy - "
sl B

. s W B

Room D 4th grade Schoolage  SACERS E Em

Room E 5-6th grade E

This shows where to upload classroom schedules and rosters and where to click to complete
the pre-observation sheet.
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Additional Resources

STANDARD 5 Date Completad: PRE Date Completed:

Black Out Dates
Ratios [Ochoese 5 days you do not want to be
[Jentered for one day open to dose for each asszssed

i Day1:

dassroom listed in Standard 1 Da:z:

Day3:

! i Daya:

standard 5 Video Link: Days5: . .

[Oerepare comments to include anything the

*Prepare the following items in advance of the portfolio submission day in order to finalize the fi:.f:fmﬁ”éf::“ '°r:"‘:".‘|‘|’l')':'c“l':;5{
portfolio submission when marked “Ready to Submit.” This information must be submitted. - Helpful tips for accessing the program, etc..

within 2 business days in order to receive an observation. The portfolio is not considered fully Pre-Observation Sheet

submitted until it is marked “Pending Approval.” ¢

DOerepare information for each classroom
listed

- Maximum number of children allowed in
dassroom/group at one time:

- Number of children currently enrolled:

- Birthdates for the oldest and youngest children
in the classroom:

- Number of children in the classroom with an
identified disability and type(s) of disabilities:

O Physical/sensory O social Emotional
O cognitive/tanguzge [ Other
Schedule and Roster

[Jone full day schedule for each classroom
O girthday roster for each classroom (no
names)

[ Create POF with the schedule 2nd roster
together for each classroom

The Child Care Resource & Referral Agency has created a resource to help you to complete
each standard of the portfolio. The Standard 5 portion of that Portfolio Checklistis shown

here. Please ensure you request the Portfolio Checklist from your Coach. This could assist you
in completing Standard 5 of the Portfolio.
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AT SAVANNAH TECHNICAL COLLEGJ Professionals

Families

Quality Rated Forms & Resources

Quality Rated Portfolio Resources
OURAGENCY  QUALITY RATED FAMILIES PROFESSIONALS GRANTS

QUAILITY RATED PORTFOLIO RESOURCES

Portfolio FAQs and Information for Each Standard

If you still have questions, please feel free to reach out to your Coach for further consultation
or refer to the resources on our website at https://www.ccrrofsoutheastga.org/quality-rated-
portfolio-resources.

Your portfolio will be scored and feedback will be provided when you receive your Quality
Rating results. If there are areas that you would like to improve on please utilize the time in
between your assessment years to make those improvements. Growth is a continuous process
in your Quality Rated journey.

We wish you success in completing your portfolio.
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