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ANNUAL FEDERAL EVALUATION DATA REQUIREMENTS 

As part of the Grant, grantees are required to provide data that is aligned to grant objectives 

and goals. Along with State and local required data elements (e.g., Surveys, Self-Monitoring 

assessments, other), all state grantees and local sub-grantees are required to report on several 

data elements to the federal government. This includes: 

¶ Grantee and Center information (name, contact, location, type, award, partnerships, 

etc.) 

¶ Activities offered at each Center for each term 

¶ Staffing at each Center for each term 

¶ Student demographics and attendance 

¶ GPRA Outcomes (teacher surveys, grades, state assessments) 

This data is entered into the Federal 21APR system by the OPI Data Control Specialist, Amanda 
Domino. This system is designed to collect, from all active 21st CCLCs, descriptive information on 
program characteristics and services as well as performance data across a range of outcomes. In 
addition, one of the core purposes of the APR is to collect information on the Government 
Performance and Results Act (GPRA) performance indicators associated with the 21st CCLC 
program. (See 21APR GPRA Explanation at https://21apr.ed.gov/support.)  
 

All definitions and instructions provided in this APR Data Guide serve to 
meet the federal reporting requirements for the three data elements of 
Activities, Staffing, and Student demographics/attendance.   
 

ADDITIONAL 21ST CCLC DATA/REPORTING RESOURCES 

 

1. The Survey Administration Guide provides guidance to grantees and centers on 
administering the OPI required surveys (including the federally required Teacher 
Survey). 

2. The Local Evaluation Report Template Guide provides guidance on how to pull and tie all 
data submitted / collected into one comprehensive and standardized evaluation report 
that must be completed annually. 

3. OPI 21st CCLC website Ą http://opi.mt.gov/Leadership/Academic-Success/After-School-
Programs . The website also contains information/resources, including webinar recordings 
of data collection tools (including those included within this guide). 

 

 

  

For Assistance in Completing the APR reports included herein, please contact: 
Amanda Domino, OPI Data Control Specialist,  

Phone: (406) 444-1964, Email: adomino@mt.gov 

 

 

http://opi.mt.gov/Leadership/Academic-Success/After-School-Programs
http://opi.mt.gov/Leadership/Academic-Success/After-School-Programs
tel:(406)%20444-1964
mailto:adomino@mt.gov
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APR STAFFING AND ACTIVITIES WORKBOOK 

ACCESSING THE WORKBOOK 

You will receive an email (see below) that contains a link to your centerΩǎ APR Staffing and 

Activities workbook. Simply click on the link to access your workbook.  

Once open, you can bookmark the webpage on your browser, so you can easily access in the 

future. 

Sample Email Invitation to Access APR Staffing and Activities Workbook 

 

IMPORTANT ς YOU WILL NEED A GMAIL/GOOGLE ACCOUNT TO ACCESS THE SHARED FOLDER. 

SEE BELOW FOR THE TWO OPTIONS AVAILABLE: 

¶ IF YOU HAVE A SEPARATE GMAIL/GOOGLE ACCOUNT: The above email will be 

shared to the address we have on file for you (e.g., your center email). However, if you 

have a separate personal Gmail account, you will be prompted to request permission to 

access from your Gmail account (see image below for example).   
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Google Drive Permission Request Example 

 

{ƛƳǇƭȅ ǎŜƭŜŎǘ άwŜǉǳŜǎǘ !ŎŎŜǎǎέΦ ¢ƘŜ ŜƳŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ the owner and we will grant 

permission. 

¶ IF YOU DO NOT HAVE A GOOGLE ACCOUNT, you will need to create one to access 

the shared folder on Google Drive. You will be prompted to login into your 

Gmail/Google account (if not already signed in) or to create a new one. To create a new 

account, sŜƭŜŎǘ ά/ǊŜŀǘŜ ŀŎŎountέ and follow the steps as shown below. This account is 

necessary to access Google Drive and the Workbook (the Workbook will be in the folder 

ά{ƘŀǊŜŘ ǿƛǘƘ aŜέ).  You do not need to create a separate Gmail (you can use your 

current email as shown) ς however, you do need to create a Google account. 

Google Account Setup 
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NAVIGATING THE WORKBOOK 

The Workbook contains the following tabs:  

¶ Data Entry ς Student Activities: You will use this exclusively for entering student 

activity data. 

¶ Student Totals: This is the Report for you to view/print ς do not edit this sheet. 

¶ Data Entry ς Adult Activities: You will use this exclusively for entering adult activity 

data. 

¶ Adult Totals ς This is the Report for you to view/print ς do not edit this sheet. 

¶ Data Entry ς Staffing: You will use this exclusively for entering staffing data. 

¶ Staffing Totals ς This is the Report for you to view/print ς do not edit this sheet. 

DATA ENTRY ς STUDENT ACTIVITIES TAB 

Step 1: Enter the Grantee Name and Center Name.  Note:  This step only needs to be 

completed on the first tab.  The information will auto populate on the remaining tabs. 

 

 

 

 

 

 

 

 

 

Step 2: Enter the status of your center for the summer, fall and spring terms.  If inactive, you 

must specify the reason for being inactivŜΦ  LŦ άhǘƘŜǊέ ƛǎ ǎŜƭŜŎǘŜŘΣ ǇƭŜŀǎŜ ǎǇŜŎƛŦȅ ŀŎŎƻǊŘƛƴƎƭȅΦ  
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Within the main table (see below), you will report on the activities delivered at your Center. 

Step 3: Select from the drop-down menu the term(s) that the activity occurred. Terms defined 

as follows: Summer (June 1 - Aug. 31); Fall (Sept. 1 - Dec. 31); Spring (Jan. 1 - May 31). If activity 

occurred during multiple terms, then enter the same activity separately for EACH term.  

 

 

 

 

 

STEP 4: You will need to enter each unique activity (NOT session). An activity is considered 

άǳƴƛǉǳŜέ ōŀǎŜŘ ƻƴ ƛǘǎ ǇǊƛƳŀǊȅ ƎƻŀƭκǇǳǊǇƻǎŜΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ƻŦŦŜǊ άDȅƳ ¢ƛƳŜέ ŦƻǊ ǘƘŜ 

purpose of exposing students to different physical education activities (Basketball weeks 1-3, 

Soccer weeks 4-6, etc.), and the same group of students are generally enrolled/participate, then 

ȅƻǳ ǿƻǳƭŘ ŜƴǘŜǊ DȅƳ ¢ƛƳŜΦ hƴ ǘƘŜ ƻǘƘŜǊ ƘŀƴŘΣ ƛŦ ȅƻǳ ŀǊŜ ƻŦŦŜǊƛƴƎ ά.ŀǎƪŜǘōŀƭƭΣέ ŦƻǊ ǘƘŜ ǇǊƛƳŀǊȅ 

purpose of teaching students this sport and youth enrolled in this activity are generally 

different than stuŘŜƴǘǎ ŜƴǊƻƭƭŜŘ ǘƘŀƴ ƻǘƘŜǊ ǎǇƻǊǘǎ όŜΦƎΦΣ ά.ŀǎŜōŀƭƭύΣ ǘƘŜƴ .ŀǎƪŜǘōŀƭƭ ǿƻǳƭŘ ōŜ 

listed as a separate activity.   

 

 

 

 

 

Step 5: Select from the drop-down menu the option that best represents the primary 

category/purpose/goal of the activity. Each activity must be reported as one of the 12 activity 

ŎŀǘŜƎƻǊƛŜǎ ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ ¦{ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ŘǳŎŀǘƛƻƴΩǎ ƴƻƴ-regulatory guidance. Select the 

category that best fits the primary goal of the programming. Even though many programs may 

serve more than one goal, choose the primary goal of the activity and report all information for 

this activity through its primary goal. For example, if an activity is a literacy activity and at the 

same time an art activity, report it as a literacy activity. If an activity does not clearly fit into one 

of the 12 types, select the activity type that most closely fits. *Please see  
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Student Attendance Workbook 

ACCESSING THE WORKBOOK 

You will receive an email that contains an Excel file.  This Excel file is your centerΩǎ Attendance 

Workbook. Simply click on the file to download and open your workbook. 

 

Once the file opens, you will receive a security warnƛƴƎΦ  /ƭƛŎƪ Ψ9ƴŀōƭŜ /ƻƴǘŜƴǘΩ ǘƻ ŎƻƴǘƛƴǳŜΦ If 

you do not enable content, you will not be able to auto-generate the Teacher-Student list to be 

used during survey administration.  

 

 

NAVIGATING THE WORKBOOK 

The Workbook contains the following tabs:  

¶ Daily Attendance - Students: You will use this exclusively for entering student 

attendance records. 

¶ Teacher Student List: Students that have greater than 14 days attendance will populate 

this list ς do not edit this sheet. 

¶ Form E ς Attendance Summer: This is a report for you to view or print ς do not edit this 

sheet. 

¶ Form E ς Attendance Fall:  This is a Report for you to view/print ς do not edit this sheet. 

¶ Form E ς Attendance Spring: This is a Report for you to view/print ς do not edit this 

sheet. 

¶ Fall ς Spring Totals: This is a Report for you to view/print ς do not edit this sheet. 
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¶ Year-round Totals: This is a Report for you to view/print ς do not edit this sheet. 

DAILY ATTENDANCE ς STUDENTS  

Step 1:     ¢ȅǇŜ ǘƘŜ ΨDǊŀƴǘŜŜ bŀƳŜΩ ŀƴŘ Ψ/ŜƴǘŜǊ bŀƳŜΦΩ 

 

Step 2:  Type tƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇǊƛƳŀǊȅ ǘŜŀŎƘŜǊΦ  CƻǊ ǎŜŎƻƴŘŀǊȅ ǎǘǳŘŜƴǘǎΣ ǘƘƛǎ ǎƘƻǳƭŘ 

preferrably be the English teacher or whomever can best evaluate the student.    

 

Step 3:  Select the drop-down menu to access a list of all schools.  Select your school from the 

list. Note that the district name follows each school name ς if there are multiple schools with 

the same name, please refer to the district name to differentiate. 

 

 

Note:  The school code will automatically populate based on your selection.  Do not edit this 

field. 
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{ǘŜǇ пΥ  ¢ȅǇŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘΣ ŦƛǊǎǘ ƴŀƳŜ ŀƴŘ ƭŀǎǘ ƴŀƳŜΦ 

 

Step 5:  Using the drop-down menu, specify if the student attended last year. 

 

 

bh¢9Υ CƻǊ ǘƘŜ ǎǘǳŘŜƴǘ ŘŜƳƻƎǊŀǇƘƛŎǎΣ ƛǘ ƛǎ ǘƘŜ /ŜƴǘŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǿƻǊƪ ǿƛǘƘ their 

district partner to obtain /update this data.  Lǘ ƛǎ ƴƻǘ ŀŎŎŜǇǘŀōƭŜ ǘƻ ǎƛƳǇƭȅ ǎŜƭŜŎǘ ά5ƻ ƴƻǘ 

ƪƴƻǿέ ƻǊ ά/ƻǳƭŘ bƻǘ ōŜ 5ŜǘŜǊƳƛƴŜŘέ ǿƛǘƘƻǳǘ ƘŀǾƛƴƎ ŜȄƘŀǳǎǘŜŘ ŀƭƭ ŜŦŦƻǊǘǎ ǘƻ ǿƻǊƪ ǿƛǘƘ ǘƘŜ 

district and obtain a data sharing agreement. A field that contains these categories 

exclusively will prompt a follow-up by OPI to establish agreements with district partners as 

needed. 

{ǘŜǇ сΥ  {ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŀŎŜκŜǘƘƴƛŎƛǘȅ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu.  

 

{ǘŜǇ тΥ  {ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƎŜƴŘŜǊ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu. 
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{ǘŜǇ уΥ  /ƘƻƻǎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 9ƴƎƭƛǎƘ ǇǊƻŦƛŎƛŜƴŎȅ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu.  

 

{ǘŜǇ фΥ  {ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦǊŜŜκǊŜŘǳŎŜŘ-price lunch eligibility from the drop-down menu.  

 

Step 10:  Select whether or not the student has special needs/disabilities from the drop-down 

menu.  

 

 

Step 11:  {ŜƭŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƎǊŀŘŜ ƭŜǾŜƭ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu. For summer programs, 

enter the grade level that the student will be entering in Fall. 

 

 

Step 12:  Enter the number of adult family member(s) participating in center activities.   






























































































