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ANNUALFEDERAEVALUATION DATA REREIMENTS

As part of the Grant, grantees are required to provide data that is aligned to grant objectives
and goalsAlong with State and local required data elements (e.g., Surveysyi8eiforing
assessments, other), all stagggantees and local sugrantees are required to report on several
data elements to the federal government. This includes:

1 Grantee and Center information (nanegntact, location, type, awarghartnerships,
etc.)

Activities offered at each Center for each term

Staffing @ each Center for each term

Student demographics and attendance

GPRA Outcomes (teacher surveys, grades, state assessments)
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This data is entered into the FedePdlAPR system by the OPI Data Control Specialist, Amanda
Domino. This system is designed to ect] 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
Performane 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 requements for the three data elements of
Activities, Staffing, and Student demographics/attendance.

ADDITIONAR1STCCLC DATA/REPORTRESOURCES

1. The Survey Administration Guigeovides guidance tgrantees and centersn
administering theOPIrequiredsurveys (including theederaly 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 amually.

3. OPI 2% CCLC websit#® http://opi.mt.gov/ Leadership/AcademiBuccess/AfteSchool
Programs The website also contains information/resourcescluding webinar recordings
of data collection tots (including those included within this guide).

For Assistance in Completing the APR repontsluded herein, please contact:
Amanda Domino, OHData Control Specialist,

Phone:(406) 4441964 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

APRSTAFFING ANBCTIVITIEB/ORKBOOK

ACCESSING TMEORKBOOK

You will receive an email (séelow) that contains a link to youwrenterQ APR Staffing and
Activities workbook Simpy click on the link taccess youworkbook

Once open, gu can bookmarkhe webpageon yourbrowser,so you can easilgccess in the
future.

Sample Email Invitation to AcceSBR Staffing and Activities Workbook

Copy of 21st CCLC Staff and Activities Reporting - FINAL DRAFT - Invitation to edit &
Inbox  x
Miriam Resendez (via Google Sheets) 7:20 PM (0 minutes ago) LY v

d & tomiram I~

Miriam Resendez has invited you to edit the following spreadsheet:

Copy of 21st CCLC Staff and Activities Reporting - FINAL DRAFT

ﬂ This link contains your 2017-18 APR Staffing and Activities Workbook for the 21st
) ¥ CCLC Grant. Simply click on the link to access. If you have any questions or
‘ & difficulties accessing, please contact Amanda Domino at ADomino@mt.gov or (406)
444-1964.

Open in Sheets

This email grants access to this item without logging in. Only forward it to people you trust.

Google Sheets: Create and edit spreadsheets online.
Google Inc. 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA Google )

You have received this email because someone shared a spreadsheet with you from Google Sheets.

IMPORTANQ YOU WILNEED ASMAILGOOGLE ACCOUNY ACCESS THHARED FOLDER
SEE BELOW FOR THE TWO OPTIONS AVAILABLE:

1 IF YOU HAVE2EPARATE GMAIL/GOBRICCOUNThe aboveemail will be
shared to the address we have on file for {eLg., yourcenteremail) However, ifyou
have a separatpersonalGmailaccount, yowvill be prompted to request permission to
access from youGmailaccount (see image below for example).



Google Drive Permission Request Example

Google Drive

You need permission

Want in? Ask the owner for access, or switch to an account with

permission. Learn more

You are signed in as jresendez1348@gmail.com.

Switch accounts

{AYLIX & aStSOd awSldzSald !theawerandwdwiltgkatt S Y A f
permission.

1 IFYOUD®IOT HAVE A GOOGLEZOUN,Tyou will need to create one to access
the shared folder orGoogle DriveYou will be prompted tdogin into your
Gmail Googleaccount (if not alreadgigned i) or to create a new ond.o create a new
account, §f SOU & dunahdifdliowIth® €epss shown belowThisaccountis
necessary to acce$zoogle Drivandthe Workbook(the Workbookwill be inthe folder
G { KI NB R ).grauld&noianéedl to create a separadenail(you can use your
currentemail as showng however,you do need to create a Google account

Google Account Setup

Create your Google Account

One account. All of Google.

Sign in to continue to Google Drive

GMEOL &Y @ Your current email address

Location

a A



NAVIGATINGHEWORKBOOK

TheWorkbookcontains the following tabs:

1 Data Entryg Student Activities You will use this exclusively for entering student
activity data.

9 Student Totals This is the Report for you to view/prigtdo not edit this sheet.

91 Data Entryc Adult Activities You will use this exclusively for entering adult activity
data.

9 Adult Totalsg This is the Report for you to view/prigtdo not edit this sheet.

1 Data Entryg Staffing You will use this exclusively for entering staffing data.

1 Staffing Totals; This is the Report for you to view/prigtdo not edit this sheet.

DATA ENTRYSTUDENACTIVITIES TAB

Step 1:Enter the Grantee Name and Center Name. Note: Thisasily needs to be
completed on the first tab.The informationwill auto populateon the remaining tabs.

<« C' | & Secure | https://docs.google.com/spreadsheets/d/12MObzwlL

= 21st CCLC Staff and Activities Reporting - MASTER TEM
File Edit View Insert Format Data Tools Add-ons Help Allc

& e ~ T s % 0 .00 12- Aral - 0 - F
School 1
A B c D

Grantee Name: Grant 1
2 Center Name: ISchDDI 1 |

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

A 2 4 oA

must specify the reason for being ina&iw LT ahGKSNE Aa aSt SO0SR:

E B G H

If your center is inactive for a
term, select the reason that best
Is your center offering student programming in the represent your center is not

=

: following terms? offering programming,. Specify here if other
éSummer (June 1-Aug.31)
EFaII (Sept. 1-Dec. 31) Inactive ~ |Funding not available -
springan.1-May3y) | nactive v [Other (specity ) - vlClosed




Within the main table (see below)you will report on the activities delivered at your Center.

Step 3:Select from the droglown menu the term(s) that the activity occurred. Terms defined
asfollows: Summer (June-JAug. 31); Fall (Sept.-Dec. 31); Spring (Jan: May 31).If activity
occurred during multiple terms, then enter the same activity separately EACH term

v Select 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  Select the aption that best represents Enter typical number Does this activity

activity separately for EACH term. the primary category/purpose/goal of  Select the option that best represents  of hours activity was  Enter typical number of participants  provide college and
the activity. the activity's frequency provided per day per day/session career readiness skills?
College &

1 Hours per Career
Activity Name Activity Category Activity Frequency Day Participant Numbers Readiness

1 | - -

(= Summer - e

" Fal I - -

1 | | -

S Spring -

1 N

STEP 4You will need to enter each unique activity (NOT sessAmpctivity is considered
GdzyAljdzS¢ o6F &SR 2y AdGa LINAYINE 321 fklLldz2NLI2ZaSe C
purpose of exposing students to different physical education activities (Basketball w&eks 1

Soccer weeks-8, etc.), and the same growgd students are generally enrolled/participate, then

@2dz 92dZZ R SYiSNI DY ¢AYS® hy (GKS 20KSNJ KIFIyRX
purpose of teaching students this sport and youth enrolled in this activity are generally
differentthanstRSy 14 Sy NRf f SR GKIYy 20GKSNJ aLR2NIa o0Soe3o
listed as a separate activity.

Select the term(s) that the activity accurred. Terms
defined as follows: Summer (June 1 - Aug. 31); Fall
(Sept. 1- Dec. 31); Spring (Jan. 1 - May 31). If activity

9
occurred during multiple terms, then enter the same  Select the option that best represents Enter typical number Does this activity
activity separately for EACH term. the primary category/purpose/goalof ~ Select the option that best represents  of hours activity was Enter typical number of participants  provide college and
the activity. the activity's frequency provided per day per day/session career readiness skills?
College &
10 Hours per Career
Activity Name Activity Category Activity Frequency Day Participant Numbers Readiness
1 | - v
= Summer I s M
13 | y J
Fal
" [ |
5 Spring
16 -

Step 5:Select from the droglown menu the option that best represents the primary
category/purpose/goal of the activitfach activity musoe reported as one of the 12 activity
OFGS3I2NARSa LINPJARSR 0@ (K SeglldtorygudadiceNSeStidi 2 F 9
category that best fits the primary goal of the programming. Even though many programs may

serve more than one goal, chootde 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 notgl#anto one

of the 12 types, select the activity type that most closely fitsease see



studentAttendance Wokbook

ACCESSING THE WORBIBO

You will receive an email that contaias Excel file. This Excel filgdsir centerQ Attendance
Workbook Simply cliclon the file todownload and opetyour workbook

e

Once the file opens, you will receive a security vkagh 3 @ /| £t A01 WoylLatS /2y
you do not enable content, you will not be able to aigfenerate the TeacheBtudent list to be
used during survey administration.

F H &-R_E- - TABLE TOOLS
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS DATA  REVIEW  VIEW  POWERPIVOT  DESIGN
= X Cut .= =, ] 5 to =M T AutoSun
- ArialNarow -|12 < A A = == ®- SowWrapText General - 4 Normal 2 Normal Bad €m =X [y
B2 Copy - - s K | <" - B B RIFill -

Paste BIU~- i« HeA. === &3¢ enter $-% v U2 Conditional Formatas Good Neutral Calculation | Insert Delete Format o

- Format Painter srlmTiadT e == ST verge & Lente = 2% | Fommattng * Table® : . . . & Clear~

Clipboard 5 Font 5 Alignment o Number o Styles cells

I SECURITY WARNING Macros have been disabled. Enable Content

E19 - b3
A B C D E F G

1 Grantee Name:

2 Genter Name: Click this button to
6 create your center's
7 Note: Do not edit formulas within gray cells. These are auto-generated. Also, you can delete/cut content (select cell(s) and Teacher Student List
8 delete), but do not delete entire rows. Total days atlended >14 consists of students
9 with 15 or more days

For secondary teachers, this should Select School Name from the dropdown Fist. If there are Student's
preferrably be English Teacher or whomever — multiple schools with the same name, the District Name Date of Birth (DOB)

11 can best evaluate the student follows each School Name. DO NOT EDIT (MM/DD/YY)

Full School Name B School Code @ DOB - | First Name - | Last Name B Attended last year? B

NAVIGATING THE WORIXIK

The Workbook contains the following tabs:

1 Daily Atendance- Students You will use this exclusively for entering student
attendance records.

1 Teacher Student ListStudents that have greater than 14 days attendance will populate
this list¢ do not edit this sheet.

1 Form Eg Attendance SummerThis is a reprt for you to view or print; do not edit this
sheet.

1 Form E; Attendance Fall: This isa Report for you to view/print; do not edit this sheet.

1 Form Eg Attendance SpringThis is a Report for you to view/prigtdo not edit this
sheet.

1 Fallg Spring Ttals: This isa Report for you to view/print, do not edit this sheet.



1 Yearround Totals:This is a Report for you to view/prigtdo not edit this sheet.

DAILY ATTENDANCETUDENTS
Stepl: ¢@LJS GKS WDNIyYyaGSS blYSQ FYR W SYyiSNI bl YSao

A B | [ | D 3 F G
1 |Grantee Name
2 | Center Name | Click this button to
6 create your center's
7 Note: Do not edit formulas within gray cells. These are auto-generated. Also, you can delete/cut content (select cell(s) and Teacher Student List
8 delete), but do not delete entire rows. (RIS (o GRS
9 with 15 or more days
For secondary teachers, this should Select School Name from the dropdown list. If there are Student's
preferrably be English Teacher or whomever  muifiple schools with the same name, the District Name Date of Birth (DOB)
11 can best evaluate the student follows each School Name. DO NOT EDIT (MM/DD/YY)

Full School Name [ 5chool Code First Name -] Last Name B Attended last year? Bl

Step2:TypeKS yIYS 2F GKS a0dzRRSyidiQa LINAYINER (Sl OKSI
preferrably be the English teacher or whomever can best evaluate the student.

Teacher Name

Full School Name B schoolCodel] 0B H FistName [ LastName [ Atended lastyear? |

Step 3: Select the dregpown menu to access a list of all schools. Select your schootfiem
list. Note that the district name follows each school nagiéthere are multiple schools with
the same name, please refer to the district name to differentiate.

For secondary teachers, this should Select School Name from the dropdown list. If there are Student's
prefarrably be English Teacher or whomever  mulfiple schools with the same name, the District Name Date of Birth (DOB)
11 can best evaluate the student follows each School Name. DO NOT EDIT (MMDD/YY)
12 - DOB B  FirstName R = LastName = |§ Aftended la
13
14
15
16
alberton High School - Alberton k-12 Schools
17 alberton school - Alberton K-12 Schools
18 Alder School - Alder-Upper Ruby Elem
Alkali Creek Schaol - Billings Public Schools

Note: The school code will automatically populate based on your selediiomotedit this
field.



For secondary teachers, this should Select School Name from the dropdown list. If there are Student's

preferrably be English Teacher or whomever — multiple schools with the same name, the District Name Date of Birth (DOEB)
can best evaluate the student follows each School Name. DO NOT EDIT (MM/DD/YY)
h DO = = h D0 DAe - . . : -
Absarokee High School - Absarokee Public Schoolg ~ 1126

R

z

{GSLI nyY ¢S (KS addzRSydQa RIFGS 2F O0ANIKXEZ TFA

For secondary teachers, this should Select School Name from the dropdown list. If there are Student's
preferrably be English Teacher or whomever — multiple schools with the same name, the District Name Date of Birth (DOB)
can best evaluate the student follows each School Name. DO NOT EDIT (MM/DD/YY)

Teacher Name

Full School Name B School Code E First Name [ - | Last Name [ - |

14 |ves
No
15 [cont imon

A

[N

KS
district partner to obtain/update thisdata. L4 A a y20 | OOSLIillo6tS G2 &AYy
1y26¢ 2N a/ 2dd R b2 6S 5SGSNYAYSRE gAGK2dzi KI
district and obtain a data sharing agreement. A field that contath&se categories
exclusively will prompt a followup by OPI to establish agreements with district partners as
needed.

bhe¢9Y C2NJ GKS a0dzRSYyd RSY23INI LIKAO&aerA G Aa
|.

{GSLI cY {StSOG GKS addzRibwhinena. NI OSKkSUGKYyAOA(E®S

First Name [ - | Last Name B Attended last year? B Race / Ethnicity B Gender [H English Proficiency [E
13 =
14 American Indian or Alaska Native
Asian
15 Black or African American
16 Hispanic or Latino or Spanish Origin
Native Hawaiian or Other Pacific Islander
17 White
Two or more races
18 Do not know

{GSLI 1Y {StSO0 UGKS adowaRentli Qa 3ISYRSNI FNBY (KS

10



12

13
14 ‘Ma\e
Female
15 ‘Data not provided
ac

{GSL) yY /| K22aS GKS &0dzRSy-do@rimeduy 3f A &K LINB FA OA

First Name -] Last Name B Attended last year? Race / Ethnicity [ - ] Gender H English Proficiency [  Free Lunch or Red

Limited English Proficiency
Not limited English proficiency
15 Could not be i

{GSLI Y { St SO0 U fHre landhdzRiSilfylfrand theTdgio®rkmeRUR dzO S R

Eligible for free lunch or reduced-price lunch
Not eligible for free or reduced-price lunch
Could not be

Step 10: Seleethether or not the student has special needs/disabilitiesrfrthe dropdown
menu.

Step11:{ St SOG G KS & dzRSyY i QdowHMNENUES sumB & frografNP ¥ G KS
enter the grade level that the student will be entering in Fall.

Step 12: Enter the number of adult family member(s) participatingiimer activities.

11













































































































































