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QUALl;rY FlRST “': Quality First Participant Guide

ST THINGS FIRST Signature Form
Participant Name and Address: Quality First Coach:

CoachingAgency: Participant ID#:

Quality First is a voluntary program supporting child care and preschool programs across Arizona to
improve the quality of early learning theyopide for children birth to ag5. The Quality Fst Paticipant
Guide providea central source of information about the policies and guidelines that support your
participation in QualityFirst The purpo® of the Quality First Participant Guide isto assisyou in
understandig your responsibilitiesas a Qualty First participant alorng with the roles ard functions of the
Qualty First suppats available to your program Included with your Participant Guide are forms ard resouice
documaits that will provide you with additiond guidarce as you participate in Quality First The information
contained in the Participant Guideis updated annually. Asa Quality First paticipant, it is your responsibiliy
to review ard agree to the policies ard procedures descriled in the Participant Guide annually. If you have
any questiors related to the policies or guidelines descriled in the Participant Guide plea® consut with your
Quality First coad or contact the Quality First team at 602-771-5000.

I, ackrowledge thatl have receivedacopy of the FY19 Qualty
First Participant Guide | understad that this Participant Guide ard the policies descriled within it replae
any prior editions | have received.

A | have read understandandagreeto the policies containedn the FY19 Qualty First PaticipantGuide.

A | understandny role andresponsibities relatedto my participationin Quaity First.

A | understand participation in Quality First is voluntary and | may elect to decline participation at any time.

A | havereeived andreviewed theQualty First Points Scale Guidarce Document.

A | haverecivedanupdated=Y19 Resourcdirectay.

A | understandhatbefore | gain accesso incertive funds | mustreview andagreeto the termscontained
intheFY19 Incertive Managemat Policy.

A | have hadthe oppatunity to ask questionsaboutthe Policies and Guidelines containedin the FY 19
Paticipant Guide.

Signature Participant Main Contact/Diredor Print Name Date

Signature Primary Program Designee Print Name Date



Participant Role and Responsibilities

QUALITYFIRST SR mrecian
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, agree to uphold the roles and responsibilities of a Quality First participant.

As a Quality First participant, | agree to:

~

A

Mai ntain my programodés compl i ance wregulatorpabodythate g u l

provides licensure for my program (DHS, DES, tribal, or military authority). If my program experiences an

event which causes my program to not be in good standing for a period of over 60 days or if my program
periences more than oegent within 12 months, my participation in Quality First may be terminated.

| understand | am the main driver of my Quality Improvement process. | will work with my Quality First
Coach, CCHC, and other TA providers to identify how their supports capleorant my quality impros-
ment process. I wi || communi cate my programds ¢
to make sustainable quality improvements to my program.

Maintain professionalism in my interactions with families, collesgstaff, and technical assistance piovi

ers. | will meet with my coach and technical assistance providers as applicable and as agreed to dvhen scl
uling onsite visits. In the event that | cannot attend or will be late, | will notify the appropriavedoalis in
advance.

Maintain respectful communication and interaction with children, families, colleagues, staff, and technical
assistance providers. In all my interactions, | will respect the dignity, worth, and uniqueness of eatth indivi
ual, respect diersity in children, families, and colleagues, and recognize that children and adults achieve
their full potential in the context of relationships that are based on trust and respect. | agree to interact anc
communicate ira positive and respectful manpavoiding prejudice or a lack of fairness towards individ

als or groups of people.

Take a proactive approach to avoid the expulsion of children from my program. My program will strive to
build individual relationships with each child; make individualiagdptations in teaching strategies, hear

ing environments, and curriculum; and consult with the family so that each child benefits from the prograrn
| f after such efforts have been exhausted,Idis he
seriously jeopardizing the ability of other children to benefit from the program, | will collaborate with the
childés family and appropriate specialistspto d
tion(s) most likely to ensuretleh i | d6s success.

Maintain accurate and tp-date information about my prograiincluding program operations, staffing,
and enrollment) on the First Things First Extranet. | will review the information on the Extranet regularly
and make updates as changgg® place, or at least quarterly.

Signature Participant Main Contact Print Name Date

Signature Primary Program Designee Print Name Date
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OVERVIEW OF QUALITY FIRST

FIRST THINGS FIRST

In November2006,Arizonavoterspased Propostion 203, acitizené initiative that fundsqualty early
childhoa developmet ard health. The Propostion creded a new state level boad, the ArizonaEaly
Childhoad Developmeat & Health Board, also known as First Things First First Things First was
establisked to help provide greder oppatunities for all children birth to 5in Arizonato grow up healthy
ardready to succedal.

At First Things First, getting ArizonaGs children ready for kindergarten means a statewide financid
commitment. Ninety cents of every tobaccotax dollar received by First Things Firgfoes to prograns
like Quality Firstthat beneft childrenbirth to 5 years old. Volunteer councilsdecidethe bed ways to
appy those funds for the children in their commurities.

= FIRST THINGS FIRST

OUR VISION

All Arizona's children are ready to succeed in school and in life.

OUR MISSION

First Things First is one of the critical partners in creating a family-centered,
comprehensive, collaborative and high-quality early childhood system that
supports the development, health and early education of all Arizona's
children birth through age 5.



REGIONAL COUNCILS AND LOCAL FLEXIBILITY

First Thi ngs Firstbés Regi onal Partner ship Counci
acrossArizona. Members of eaatouncil are appointed by the Board and have direct

responsibility to: collect information on the strengths and desires of their community, prioritize

the specific needs, plan how to address those needs, choose who to partner and collaborate with

to ensuresuccess fothe children in their communities, and identify the funding necessary to

carry out their plan.

Regional Councils determine the number of Quality First programs they will be funding on an
annual basis. Programs are selected by region based on the applications submitted by providers
on afirst-come firstservedbasis. Some regions may choose to prioritize selecting programs into
Quality First in high need areas to support the specific nefati®e community. The selection
schedule for enrolling new Quality First programs, although set annually, may change
throughoutthe year based on the number of Quality First applicants in the system and changes
in regionalfunding. Programs that have aggalifor Quality First will remain on a waitlist until
selectedr theapplication is withdrawn. Regular communication is sent to waitlisted providers
regardingupcoming selections.

For more information on Regional Partnership Councils and to find yourRecgonal
PartnershigCouncil, please visithttp://www.firstthingsfirst.org/regions/finglour-region
Contact information foall regional directors can be found at this websitegRmims are
encouraged to participate theirlocal regional partnership council meetings and become an
active paricipantin the process.

FUTURE FUNDING /

First Things First desires the collectiohbenefits ‘/\

T services and financiahcentives available to /
participantsunder the Quality First program to - k\ e
continue in future years. Nevertheless, First Thi -

First reserves the right alter or eliminate these
benefits atany time in whole or in part for any

Navajo Nation

La Paz/Mohave

reason, including available funding, theailability g Yavapsi NavejorApache
of third-partyservice partners, the cost of service 5/‘lisgi;:;<’$,?;:;' Nortnese s

the effectiveness of the benefits or the changes ’ ey ‘ ; Apacha Tibe.
funding priorities. , .. 3

Southwest Apache Tribe
Yuma Maricopa

Cocopah Tribe

Pima South Graham/Greenlee
Pima North
Tohono
Oodham Natigh— <

East Maricopa Pascua Yaqui Tribe

Salt River Pima Pima South
Phoenix Maricopa Indian Community

North = Cochise

Santa Cruz

Phoenix
South
Southeast
Maricopa

Pinal

i FIRST THINGS FIRST

My region
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WHAT IS QUALITY FIRST?

Quality Firsti a signature program &first Things First partners with child care amqteschool providers
across Arizona to improve the quality of early learningcfaldrenbirth to 5. Quality First establishes a
statewide standard of quality for early care addcation programs and fusiduality improvements that
research proves help childréwrive. This includes professional development for teachers and caregivers to
expand their skills in workingiith young childrenand coaching to help programs provide learning
environments thaturture the emotional, social, language and cognitive development of every child.

PHILOSOPHY

Research tells us that eightyi ve per cent of a childdéds brain is f.
both irhome and oubf-home experiences can positively ogagvely impact that developmenfithe

rel ationship between chil dr en an deamihgandhealtcbyar e gi v e

development. That is why early childhood caregivers and teachersiarpatantto the future of young
children. Rarticipation in quality early care and education programs madhisen are engaged in
activities with responsive, nurturing adults who stimulate developarahtearning and prepare children
to successfully enter school.

QUALITY FIRST PARTICIPATION ELIGIBILITY

Child care providers who care for children ages five and under and are regulated by a magtorayy
are eligible for Quality First participation. Quality First participants are requireshtain in good
standing with their regulatory bgdvhile enrolled in Quality First. Regulatobpdies in Arizona include
Arizona Department of Health Services Office of Child Care Licensing (DHS OCCL), Arizona
Department oEconomic Security Child Care Administration (DES CCA), and Tribal or Militarysight
entities. Itis the responsibility of each Quality First participant to provide their coaching agency with
updated licensing informatiomithin two weeks of the previous license expiring.

Child care providers must provide care for childreniaimum of 12 hours a week to bégible for
Quality First participation. Additional hours of operation may be required toh&idered for child care
scholarships.

WHAT DOES A QUALITY EARLY CARE AND EDUCATION PROGRAM LOOK LIKE?

A high-quality child care or preschool setting has teachers and caregivers with expevtisking with
children 5 and younger, includes a learning environment that nurtures the emotional, social, and academic
development of every child, and prepares children for kindergarten.

Quality child care and preschool settings build on basic health and gedetices to include:

1 Teachers and caregivers who know how to create positive, nurturing relationships with infants,
toddlersandpreschoolers

1 Learning environments that are engaging, encourage creativity and imaginative play

1 Handson activities anddultchild interactions that stimulate brain development and positive
connections in children

1 Caregivers who communicate regularly with families about the development of their child

All of these elements combinedeatea child care environment thatgmnotes healthy development and
prepares children for kindergarten.

11



QUALITY FIRST STAR RATINGS

An important component of Quality First is the assignment of your Star Rating. Your (Gadity

Star Rating identifiethe level of quality of early care and education that your program is delivering to
young children and their families based on your implementation of best practices as measured by the
Quality First assessment process. Qoality First assessments used aalid and reliable tools that

focus on what research shows arekbg components of quality early care, including adbitd

interactions, learning environmerdadadministrative practices. Based on these assessments, your
program is noted on a continm of quality, ranging from Rising Star (1 star) to Highest Quality (5 stars).

WHAT QUALITY FIRST STAR RATINGS MEAN

Quality early learning environments build on basic health and safety regulatory stari@aadity settings
include teachers and stafho know how to work with young children, cred¢arning environments that
nurture the development of every child, and positive, consistaiionships and interactions that give
children the individual attention they need. Your Rating representshere along the continuum of
quality (1 to 5 stars) your program was rated and how you are implementing early childhood best
practices. Your ni t i al St ar Rating provides you with baseld.@
implementatiorof best practice as assessed by the assessment tools. Your initial Star Rating will not be
publicly posted unless you submit a request for public posting. If you would like your initial Star Rating
publicly posted, you will need to contact your Quality First coach topbetie a Request fd?ublic Rating
form. (A copy of the Request for Public Rating form is included at the end of thisiguitke forms

section.)

After at least one year of Quality First participation, your program will enter your second assessment
cycle. All Quality First participants will have their Star Rating posted on the Quality First website

following their second assessment cycle. Publicly posted Star Ratings are available for families and

other members of the public to view on the Quality Firdbwei t e as wel | as on your
Extranet page. This information is also shared with Child Care Resource & Referral and Regional
Partnership Councils.

QUALITY FIRST STAR RATING SCALE

The Quality First Star Rating Scale details the necessary scores raqua@ch assessment to

achieve a specific Quality First Star Rating. For each Star Rating level, a participant must meet the
scores indicated for all required assessments. Risind1$tand Progressing Star (2) Star Ratings

only require the Environment Rating Scale (ERS) Average Program Score. Quality (3), Quality

Plus (4), and Highest Quality (5) Star Ratings require the Environment Rating Scale (ERS) Average
Program Score, the CE®om Assessment Scoring System (CLASS) Average Program Scdieand
Quality First Points Scale Scores.

12



QUALITY FIRST WEBSITE

QualityFirstAZ.comgives families information about why quality matters in child carepaadchool
and what quality looks like. It also gives families tools they can use to find a gqrralitycare and
preschool setting that meets their needs.

At QualityFirstAZ.com information about your program will be listed according toitiiermationthat

you have provided on the Quality First Extranet. This information inclydesprogram name, address,

contact person, phone, email, and ages of the children served.misor t an't t hat vyou ke
information current in the Extranet sani is publiclyavailable.

The website is available for families to search Quality First participating programs basedpacifie
name, address or zip code. A map will display programs in a particular area basedeamdhgarameters.
Home provieers will be listed by city and zip code only, without a designsiexet address.
QualityFirstAZ.comoffers information for parents & families regarding quality casevell as information
for all providers about Quality First and supplemental resouhagstpporguality care for young children.

Your programbs Star Rating wil!l b e upnlessyowpbgraaon t h e
has chosen to post thétial rating. If your program has a specifiebsite QualityFirstAZ.comwill
provide a link to the site for further information.

PROMOTING YOUR COMMITMENT TO QUALITY

Quality is an extremely important factor for families in choosing a child care setting for infants, taddlers
preschoolers. Participation in Quality First is a clear sign to families in your community that you are committe
to improving the quality of your program to best serve the children in your care. Your program will be
provided with a marketing toolkit, ihading signs and website graphics, to promote your participation in
Quality First. These items are sure to catch the eyes of visiting families and start conversations about quality
early care and education and your participation in Quality First. Thet@&akt marketing toolkit includes

talking points and key messages to make it easy for you and your staff to have these conversations and spre
the word about the great things happening in your program. This toolkit is available on the Quality First
Extranet and will be sent directly to your program once you have enrolled in Quality First. As part of your
participation in Quality First, you are asked to visibly display your Star Rating Certificate. You will be
provided with a new certificate each time yatar rating is updated.

13
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STAR RATINGS

RISING STAR PROGRESSING STAR QUALITY QUALITY PLUS HIGHEST QUALITY
?‘K‘/\‘/“/\‘/\ *%“/\“/\ A "K#"i“"‘/\‘i “;‘"‘;{‘k)‘i“/\ V‘Eéﬁ###
Committed to quality Approaching quality Meets quality Exceeds quality Far exceeds quality

improvement standards standards standards standards

ERS = Environment Rating Scales CLASS = Classroom Assessment Scoring System ™ Quality First Points Scale

ECERS: Early Childhood Environment ES*: Emotional Support Domain (Pre-K) and Emotional and Behavioral Support Domain (Toddler) SQ: Staff Qualifications
ITERS: Infant/Toddler Environment CO: Classroom Organizational Domain (Pre-K) AP: Administrative Practices
FCCERS:; Family Child Care Environment IS*: Instructional Support Domain (Pre-K) Engaged Support for Leaming Domain (Toddler) CA: Curriculum and Assessment

15



SECTION ONE:
Quality First Participant

THE ROLE OF THE QUALITY FIRST PARTICIPANT

As a Quality FirsParticipantyou are the leader of your quality improvement process. Your Vvisiorour
program will drive the process of improvement within your site, as weleessminghe guidance needed

from your coach and technical assistance professionals. It is critiadl & your support team to understand
the unique perspective that you bring to the quatifggrovement process and your desired outcomes for your
specific quality improvement plan.

Leader of the Process Your improvement process will be based onuakies, culture, visioandgoals that

you determine to be central t 0o vy oassistanre professianald can s u
help you determine what these priorities are and howcgoumplement them using best practices. Your

vision for your program will lead your qualitgnprovement process.

Progpam Expert: As t he programbs | eader , you know your p
history, successaemdchallenges. It will be important to share this information when planning and strategizing
with your coach and technical assistance professionals. All goals and strategies should align with what you ¢
the participant are comfortable with implementing aadfident intrying.

Directa of Quality Improvement Efforts: With the guidance of your coach and technassistance
professionals you will be the catalyst for change within your program. As the Iaaaer program you

will review the practices of your program, staff, and other resources on an ongoing basis to ensure that
quality services are being implemented consistently and effectively. When questions arise, reference your
Quality First Participant Guide and resgoes. If you are unable to locate the information you need, your
Quality First coach or other technical assistance professionals can act as a secondary resource. Your
leadership of this process is essential to success.

THE COMMITMENT TO QUALITY

Planning for change is an important part of the improvement process. Working to igpatdive alongside

your staff will take time, effort and adjustments. Some of this work will incldeletifying goals and action
steps, motivating your staff, amdeating an environment whepeacticing new strategies is encouraged and
supported. Rememh&mistakes are a part of the learning process! As you and your staff make changes to
your practicegand program policies as a part of your continuous quality ingpnawnt plan, it is important

for you to plan time to monitor and reflect on the changes you have made to ensure thetdhay a part

of your regular practice. The goal of quality improvement is{mmm, sustainablehange. A commitment

to quality is cucial to supporting improved outcomes for all children #ratcared for in your early care
environment.

16



QUALITY IMPROVEMENT SUPPORTS

Quality improvement supports are provided by First Things First once a program has$essed, rateand
enrolled. These supports help participants remove batoiénsreasing and maintaining quality within their
program. Quality First participasupports include:

il

Quality First coaching services to assist programs in developing quality improvemisrargbalentifying
action steps to achieve those goals. Coaching semdcemclude but are not limited to providing
informational resources, facilitating professional developmentraimdngs modeling instructional
practices, reviewing program polisieand providing feedback to support programs in achieving their
quality improvement goals.

Financial incentives to purchase materials and supplies that will entlenlearningenvironment, to offset
costs of facility improvements that will enhance émvironment, antb support professional development
opportunities for program staff.

Formal assessment reports that provide programs with an impartial, reliable outsidett@ok at
environment, interactions, and administrative practices based on siaadgubgram assessment tools.

Child Care Health Consultation, either-site or over the phone, to ensure best practices in health and
safety are incorporatad the program.

College Scholarships to support the attainment of a Child Development Assoaentia(CDA) or
Associ atebs Degree in Early Chil dhood &vdilabteat i or
through the Arizona Department of Education Preschool Development Grant in some regions).

Free membership in the Arizona Early @hibod Workforce Registry, which has many benefits for

everyone in the early childhood field in Arizo&izona Early Childhood Workforce Registry

membership is requiredof all staff working with children in Quality First participating programs.
Information regarding staff qualifications and years of experience for the Quality First Points Scale
Assessment will be obtained from information contained in the Registry. The Registry provides a secure
place for you and your staff to keep a record of staff psadeal development and credentials in one place.

| t all ows f or empl oyers and/ or Il i censing agenci
admi ni strator access to a report l' i sting al/l Y
even a job bank there where you can post job opportunities for early childhood professionals. To learn mq
about any of these benefits or to complete your registration, plieststettp://www.azearlychildhood.org

17
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STRATEGIES FOR SUCCESSFUL PARTICIPATION

Having the ability to engage with Quality First coaches and edobnical assistance professionals is a benefit
of Quality Firstparticipation. These individuals aagailable to support you in your quality improvement
efforts. The following strategies wilissist you in making the most of your Quality First participation:

1 Select a consistent individual onsite to be your QualitytFrain contact. This individual witheet
with the Quality First support team on a regular basis and act as a bridge for inforfinoati gtour
coach and technical assistance professionals to your onsite staff members. hemnealmial to
identify a kackup person (primary program designee) to meet with the Quality First support team in the
eventthat the main contact is not availal{&.copy of the Program Designation form is included at the
end of this guidén the forms section.)

1 Identify andrequest program supports that will assist you in your quality improvement efodashes
and other technical assistance professionals are knowledgeable experts in thelirofredder, you are
the expert on your program and staff. Let the Quality Bupport team know if there are specific
practices, policies, or resources you would like themmsgist you with.

1 Schedule time in your calendar to work with your staff on your quality improvement edfodtdo
monitor and reflect on new policies and gifees you have put into place. Sustaingdality
improvements take time and focused efforts.

1 Plan to allow staff members time outside of the classroom if possible, away from the responsibilities
caring for children, so that they can work with coadhas other technical assistamefessionals.
This will allow them to really focus on their work with the coach or techmissilstance professional.
Depending on the time of day, this may require you to schedldatang staff member or a director
who is able to cover for the staff member while they nv@#t the coach or technical assistance
professional.

1 Actively plan and monitor your goals with the guidance of your coach and technical assistance
professionals on a regulbasis. The goals that yddentify for your Quality ImprovemenPlan will
serve as a map for your quality improvement process. By identifying and monitotingoals from
visit to visit, you will be able to determine whether you are reachingdesired outcomes, if strategies
neal to be varied, or if you need to modify the program supports you are receiving.

1 All participants are required to create an organizational system, such as a Quality First Communicatio
binder, that is easy to access by staff and Quality First teclasisistance professionals. Your
organizational system will include all of your Quality First contacts, forms, reportseaadrces you
may want to share with your staff.

1 Schedule time in your calendar to review and update information about your progifrandg contact
information in the Extranet and Registry on a quarterly basis.

1 Work with your staff to align your administrative practices, staff handbook, and freredibook with
any new practices you have identified as a part of your Quality Impevetan. Welldefined and
implemented administrative practices will help to ensure that your quajitypvements are sustainable
over time. For more information abchiggh qualityadministrativepractices, you can refer to the
Quality First Points Scal&uidance Documergrovided in the resource section of this guide.
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QUALITY FIRST %

:_ FIRST THINGS FIRST

Estimated Timeline

WEEK 1 Selection notification

Contact from a

WEEK 2-3 . .
Quality First coach

Assessment contact and

WEEK 4-6 scheduled visit

Assessment results

WEEK 14-16 . .
available for review

Sign enrollment agreement; financial
Incentives become available

WEEK 15-19

WEEK 20 Goal development;
AND ONGOING Quality improvement plan
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THE ROLE OF THE QUALITY FIRST COACH

Quality First coaching services will be provided to your program to offer focused supgg@tform of regular

and ongoing visits, communication and technical assistanceolehef a Quality First coach is to act as a
quality improvement consultant for your program.kftewledgeable consultants, they can work alongside you
and your staffn creating a vision for your program, supporting your identified quality improvement goals,
pinpointing productive action steps, and monitor
process is driven by you, a QualRirst Coachcanhmig addi ti onal i nsights to
support your vision anthovement toward quality goals.

Quality First coaches are selected based on their knowledge and experience in the field of early childhood
education with a focus on promoting ##dearning and positive interactiorfSoaches receive initial and

ongoing training in the quality improvement process, all assessment tools, early learning standards and
development guidelines to ensure that they have the skills to support you andogwanypin creating quality
environments for young children. Every effort is made to create positive connections between participants al
coaches, and the Quali®rstteam will work diligently to make sure that a good fit is established. The Quality
First coachwill make it a priority to respect your program, its practiaedculture, and create a trusting
relationship with an emphasis on confidentiality. Coaching assignments may change periodically based on
program enrollments, star rating changes, agbmal needs.

QUALITY FIRST COACH ACTIVITIES

Quality First coaches are knowledgeable and skilled consultants that you and your prograccesgl as a
supportive resource as you work through your Quality Improvement Plan. A Qriatitycoach will regularly
visit your program to support you in accessing all Quality First resources in an effort to answer any questi
you might have regarding Quality First, yassessmentand information that is contained in the Quality First
ParicipantGuide.

Quality First coaches act as your primary contact in Quality First. Once an initial contheehamnade and the
coach has had the opportunity to visit your programraeet your staft hey wi | | revi ew yoc
assessment results with you and support you in identifyinggyoguo gr amdés strengt hs an
believe meaningful quality improvement opportunitasst. After reviewing your assessment results,, wal
discuss your vision for your program acrate goals and action steps with the support of a Quality First coach
and any other technicaksistance providers you are working with. The goals will address areas identified for
growth and include actiosteps with corresponding timelines, which determine how you choose to utilize
coaching services to support the outcomes of your identified goate you have established your Quality
Improvement Plan, the Quality First coach will assist yodeterminng how your incentive funds can be

utilized to support your quality improvement efforts.
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QUALITY FIRST COACH VISITS

Your Quality First coach will schedule regular visits to your program based on your assigriedtBiatevel.
Participants at the Rising Stdrstar) and Progressing Stardtan levels will engage i® hours ofon site

coaching each month to support their quality improvement process. PartigiptrasQuality (3stan, Quality

Plus (4 Star), andHiighest Quality (5 Star) levels will receive 4 hour®ofsitecoaching each month to support
their quality improvement process. You will work with yaarach to plan the agenda in advance for these visits
to ensure a common understanding of wamivities will occur during youon sitecoaching hours. In the event
you are unavailable amable to meet for a planned visit, it is your responsibility to notify your coach in
advance and maksans for gollow up visit to be scheduled. This will provide sone consistent relationship
betweerthe coach and your program and allow more time for shared work toward achieving your goals.

Coaching visits may include but are not limited to meeting with the program director/ administrators for
planning and reviewingrogress, observing and modeling in classrooms, providing feedback, opportunities fol
reflection, and resource materials. Coaches may use videotaping equipment with permission from the
participant to highlight staff successes and to provide staff witdppartunity to reflect on their practice and
interactions with children. Coachesy work with identified staff to act as an sitequality improvement

mentor. Flexibility andadaptability are key to making the most of coaching visits; it is your redjlidgso

provide thecoach with information and feedback on what you think the primary needs of your program are
when it comes to implementing appropriate coaching strategies in your program.

After each visit, the Quality First coach will write a summafyhe activities accomplished aady plans for
upcoming visits. After you and the coach sign the document, a copy will be giyen to keep in your Quality
First communication binder and a copy will be kept with the coach for your program filenfohmationwiill
also be uploaded in the Quality First Extranet to track visits and improvement effortd=irsthehings First
system database.

A Rating Only program has access to 24 hours of coaching services per year. This time can be schedul
needed throughout the span of the cycle in order to best meet the needs of your program and staff. Coa
support can be used for Extranet updates, training, professional development, assessment review and
planning.
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QUALITY IMPROVEMENT PLANNING

As a part of the quality improvement process, you will establish quality improvemenwgibatbe assistance of a
Quality First coach and other assigned technical assistance professionalgoalsuwill be based on information
that you synthesize from your assessment report(s), @ieervations and additional information you provide
regarding your p r o yisian.rOr ®actsagsessmehticycle, goe willlestabéish goalsrehat a
Specific, Measurable, AttainablRgalistic, and Timely (S.M.A.R.T.). These goals will include siemn action

steps to give you a step by step plan for making changes and a schedule to ensure you stay on track. A Quality F
coach will assist younidocumentinghese goals and your progress towards achievement. The coach will also
provide you with a coppf your goals and updates (see the Quality Improvement Plan from in the Resources
section at the end of this guide) so that you can work togethmeviewing the action steashieved and plan

for where to focus your quality improvement efforts next. This goal docuwit@tiso be uploaded to your
program profile in the First Things First database (Quality First Extranet) where progress wikdbe not
monthly as action steps are completed and goals accomplished.

As you accomplish your goals, consider how to sustain the quality improvements you have worked to achie\
within your program. Your coach can assist you in developing plans for susté#ymsbilhat new practices
become a regul ar part of your programbs operatio
implementation and monitoring, how the new practices will be incorporated into staff training and
development, and what written poési and procedures should be updated.
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HOW TO HAVE A SUCCESSFUL COACHING RELATIONSHIP

Working with a Quality First coach and other assigned technical assistance professionalsaequires
commitment to a strongrofessional, working relationship. Here are some tips to makaadkeof this
consultative relationship:

|l

Talk with your coach about the type of communication that works best for you. If you fwreferet at a
certain time or would appreciate regutnails, let your coach know so that tveshe is able to best
work within your preferences.

Introduce your coach to your entire staff at the beginning of your participationwillhielp to
establish a familiarity and a comfort level for coaching atigiwithin yourprogram. Be sure that the
children are introduced to your coach as well to alleviatesalapger anxieties.

Let your families know that your program is participating in Quality First and thaivilbhave regular
visits from a coach anglotentially other technical assistance professionals to provide ongoing support
for your program. Families will appreciate knowing who will be working in ywrogram and how your
improvement efforts can benefit their children.

Plan ahead for your visitgith your coach with questions, needs, clarifications or plahnis. will save
time during your osrsite meetings so that you and your coach are reaalgclmmplish any activities you
have planned for each visit.

Communicate with your coach and other t@chl assistance professionals regarding ywaferences
for support, your pl ans f or i mp bhnel hoay yau iwamtgyouc h a n
staff involved in the process. Your commitment to the processmeiite ongoing sustainability.

Designate aindividual (primary program designee) to serve as the point of contamt-&te coaching
visits and communication. In order to ensure timely communication and facilitation of coaching suppo
it may be helpful to also designate a backup contact in the event that the primary program designee i
unavailable.
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QUALITY FIRST TIMELINE

|l

Once your program is selected for Quality First participation, a coach will contact you to explain tt
next steps in the enrollment process. The coach assigned to your program will begin regulaitiviait
focus on learning about your program and gaining an understanding of the quality improvement id
you have for your program.

Within 4-6 weeks, an assessor will contact your program to schedule your initial assessment.

All assessment resultslihbe completed, approved, and available for your review withii@4veeks of
your selection notification. The timing of the availability of these results depends on the number of
assessments to be completed and the size of your program.

The QualityFirst coach assigned to your program will meet with you to review your assessment result
and discuss how they are related to your own quality improvement ideas. You will sign the Enrollmen
Agreement to begin participation and your Star Rating will bédadta for your own review but not

posted on the public website unless you choose to request a public posting. Once your Enroliment
Agreement has been signed, you will have access to incentive funds.

Goals with action steps will be established in collabon with a Quality First coach and any other
technical assistance providers supporting your program. These goals will be uploaded to the Extrane

The Quality First improvement process begins with regular coaching visits, ongoing assessment cyc

andprogram participation. The timeline located on page 19 provides a general guideline; your progr
may proceed through the timeline more quickly or require more time.
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SECTIONTHREE:
Quality First Assessment

TheQuality First Assessment is a valuable support for your program in the improveroeess. The purpose
of receiving ongoing assessments is to offer objective and reliable meaktire®veryday experiences of the
children in your program and to provideguide forachieving best practices.

THE ROLE OF THE QUALITY FIRST ASSESSOR

Quality First assessors are trained professionals in the field of early childhood and egtazigeve training on
the assessment tools to ensure they are measuring pro@Eeticesaccurately. The assessment report you will
receive provides important information for youbwild upon your strengths as well as to identify areas where
improvements can be made.

A Quality First assessor will visit your program to completessessment at the very beginnofg/our
participation. This assessment provides a baseline of information that is the foufataymun to build on in
establishing program improvements. During your assessment obsertlatiassessor will focus on
maintaning a professional stance at all times. The assessor will rexbgEatively removed from social
interactions with staff in order to gather as much informatigmoasible according to the tools that are being
used. While the assessor is in your progridmaywill not initiate or extend an interaction with a child, but wiill
never ignore a question, curiosity.a request for attention

Quality First assessors are dedicated to the same measures of confidentiality as coaches and will show resy
a professional manner. Although the assessor will be collecting information during the visit, no feedback will
provided at thattime. Yopr ogr amdés assessment resul ts wil!/ be
reports have been completed and approved.

QUALITY FIRST ASSESSMENT ACTIVITIES

The Quality First process begins with your initial assessment, which will prokjdetiveinformation to guide
your quality improvement efforts. This is the beginning stage anghkelide information to help you move
forwardi setting a starting point for quality improvemaeftorts. This baseline Star Rating will not be posted
publicly on the Quality First website unlegsu choose to have it posted.

The following represents some general activities related to your Quality First Assessment:

f An assessor will contact your program to schedule the date of your emSaissmentt is your
responsibility to contact the assessor within 72 hours of a phone call ormasshge. Your initial
assessment will be scheduled for a mutually agugesh date and timeframe. In subsequent years, you
will be provided ahreeweektime frame in which thessessment will be conducted. The assessor car
come at any time within these three weeks other than specified blackout dates.
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1 When you are contacted by an assessor to schedule your initial assessatenpgouthreeweek
assessment window, you should discuss any special considerations or specific educational philosoph
thatyour progranpractices that you would like taken into consideration as the assessmeptépanes
for your visit. Topics youmay want to discuss with the assessor when they call include but are not
limited to languages spoken in your program, children with special needs, and programmatic
philosophies or practices such as Montessori, Parent Cooperative, Student Teachingrgr Prima
Caregiving. Programmatic philosophies or practices that you would like the assessment team to be
aware of must be identified in your Parent/Family Handbook or in written policies and procedure
information that you share with families. The assessor egeast to view this documentation.

1 You will have an opportunity to inform the assessor of dates that would precladsessment visit.
For instance, days that your program is closed, planned field trips, spesidd such as picture day,
scheduleaemergency drills, scheduled Quality First support team visits (including coaches and other
technical assistance professionals) and days when you will typically have low attendamatle may
interfere with a proper assessment.

1 More than one assessor may k@ program assessment during an observation visit for the purpose of
training, reliability testing and/or to accommodate the size of your program. You will be notified in
advance if this is a possibility for your program.

f Before conducting the assessiéhe assessor will review your information from the Extramet
determine how many classrooms/groups of children to assess and which tools to use during assessn
based on thage groups you serve. The classrooms/groups identified on the first dsessment will
be utilized throughout the assessment process. Assessors will verify this information over the phone «
also in person on the first day of assessment at your program.

 Itis your responsibility to note individual classrooms/groups in ttieaBet. For assessment purposes,
Quality First considers a unique roster of children assigned to a specific lead teacher or classroom sp
as an individual classroom/group. Feotample:a program may have a single lead teacher with an a.m.
class rosterrad a p.m. class roster. Each of these roster groups would be considered individual
classroom/groups. To assist the assessor in identifying how many assessments your program require
well asageappropriategools for your program, it is important thatydiscuss with the assessor how
many classroom/child groupings your program contains.

9 If your program has more than one classroom or grouping of children, the assessomduidt a
random draw to determine whickassrooms/groups to assess upon arrival.aBsessor will ask that the
random drawbewitnessed to ensure accuracy and also hgregram designee signature at the time. A
random draw of classrooms is not conductedHerPoints Scale Assessmerigssrooms selected in the
current assessment cycle for ER&l CLASS assessments will be utilized for the Points Scale
Assessment.
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The assessor will ask you to verify the staff assigned to each classroom based on the current staff
you have listed in thexX@ranet. Please identify the regular teaching staff and their roles in each
classroom or child care group, and share any staffing considerations such as new staff or substitute
teachers. This information guides the assessor in determining whether atagstraom is eligible

for assessment.

In centerbasedprograms, if the majority of the children in a classroom (51%) had thelifitlday
after Septembel of the current school year, the classroom will be included inathéom draw for
assessment.

For the Environment Rating Scalessassment, assessors will assess 1/3 of the naber
classrooms to include at leasieinfant/toddler classroom arthepreschool classroom, if
applicable. Classrooms that have an a.m. and p.m. session will be consiaedéstinct
classrooms/groups since they contain different rosters of children.

0 Assessors will complete all Environment Rating Scales Assessments before coralucting
CLASS assessments, with the exception of:

o If your program is accredited by a natiogakcognized organization (a list of National
Accrediting Organizations is included in the Resource section at the end of this gusda) or
Head Start program (including Early Head Start), the CLASS assessment gahdbected
first. This is torecognize your efforts to support quality standards through accreditation or
Federal Head Start regulations.

o As an accredited or Head Start progr am, i f
Quality Level (3, 4, oi5 starlevels), your programwill be assessed using the Quality First
PointsScale Assessment. Your program will be given 6 months to prepare for the Points Scale
Assessment during the first assessment cycle your program qualifies. Future Points Scale
Assessments will be conductediad same timas your CLASS assessment.

o As an accredited or Head Start progr am, i f ‘_
meet QualityLevels (3, 4, ob starlevels)the assessor will call to schedule the ERS assessment.

If your program begingith an ERS assessment and receives an average prograrofsg@rer

higher with no individual classroom score below 2.5, the assessor will caam@UIASS

assessment in 1/ 3 of the progr am@Esxhoolnf ant/ tod

environmeis. The most appropriate assessment tool for each age range will be determined using

classroom rosters of enrolled children. The CLASS assessment will not be conducted during the

samevisit as the ERS assessment; you will be contacted to schedule the @kg&Sment if it is

required. Programs that have open infant classrooms may be selected for an InfantIGIaAES.

CLASS assessments results will not biewated into Star Ratings befodaly 1, 2019.

Whenever possible, an assessor who conducERI&assessments should not be the same
assessor who conducts the CLASS assessments. This is to ensure objectivity for each observation.

Prior to assessing a classroom, the assessor will ask you if there areddieg ehildrenwith an
IFSP (Individualized Family Service Plan), IEP (Individualized Education Rlanjmented gifted
needs, and/or medically diagnosed conditions (i.e., asthma, disdmters allergies) to determine
if accommodations that are obsatvesed to be taken into account. As thisrmation is
confidential, assessors will not need to view the individual plans.
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If your program is closed for the summer and your next assessment cycle is scheduled to begin durin
your summer break, your assaent window will be opened no earlier than Octobedihe month
programs with an assessment cycle scheduled to begin after April 30 will have their assessment
deferred until on or after October 1.

If your program moves to a new location in the middléhefassessment process, adgessment team
will reccompleteall of the assessments at the new location. Reschedulthg asessments will be
done on a case by case basis. If a program moves after the réitiayy ikbey will remainon their

current assessment cycle.

Once all of the assessment reports have been completed and approved, lyavetik opportunity to
review this information on t lassessgerd lepoitsywill fernains t
confidential and arenly available for review by you and tiuality First team.

Your new Quality First Star Rating will be available for viewing on your Extranet page48itours
after you receive the email notification that your Assessment Reports are aviailaldeving.

Your program will receive ongoing assessments on a regular basis:

0 Atthe Rising Star (1) and Progressing Star (2) level, your program will be contactedéssment
every 12 to 14 months.

0 At the Quality Levels (3, 4, andgiar, your progranwill be contacted for assessment eva4yto
26 months.

o If your program achieves a Quality Level (3, 4, or 5) Star Rating in your first assesgmewi]l be
assessed again in-12 months unless you submit a Request for Public Radipgblic ratingof 3, 4,
or 5 stars will move your program into an assessment cycle-@@onths. A Request for Public
Rating must be received by the Quality First team within 3 months of receiving your assessment result
in the extranet.

o You may find your currentase s s me n t cycle end date on your pr

You have the option of requesting your assessment to be completed umtortsprior to the end of

your assessment cycle using the Request for Early Assessment form. (A copy of the fee &iaeky
Assessment form is included in tRerms section at the end of this guide). The request will be reviewed to
determine if this option is available, and you williaified by the assessment team whether or not your
request is approved. A Requéar Early Assessment cannot be made two assessment cycles in a row for
participants with Rising Stdfl) or Progressing Star (2) ratings.

In the event that your program is undergoing a situation or event that yoohibéks your ability to

achieve a valid assessment of your program, you may request deferment using the Assessment Defermeil
Request. (A copy of the Assessment Deferment Request is includedHorthe section at the end of this
guide.) The request wible reviewed to determine if deferment is available, and you will be notified by the
assessment team whether or not your request is approved. The decision will be sent to the email on file in
the Extranet.
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QUALITY FIRST ASSESSMENT TOOLS

A variety ofassessment tools are used to collect information about the average experienchitfrérein

your program. Research indicates that gathering meaningful big picture infornoa¢istablish the level of

quality practices that an early childhood progianmplementing requiresan-the pt h | ook at t |
environment, interactions, and administragpractices. Quality First assessors will select the appropriate
assessment tool(s)tobeusedinywpurogr amdés assessment eband@mpateduwras. Qu a

ENVIRONMENT RATING SCALES (ERS) - measuring elements of a quality environmentEstablishinghigh
quality learning environments has been shown to positively suppodetetopment of young children and

their early education. The Envinorent Rating Scales (ERBhelma Harms, Richard M. CliffordandDebby

Cryer) are observational tools usechtsesshe quality of the environment in early care settings. Observations
using the EnvironmerRRating Scales provide a brief snapshot of the odags environment, as well as the

c hi | eéxperiandes in that classroom. There are three versions of the Environment Rating Scalebyutilized
Quality First, each designed to assess a specific age group and early care setting.

1. Early Childhood Environment Rating Scale (ECERS)
This scale is designed to assess the quality of preschool environments (childrény2éats of age) located in
centerbased child care settings.

2. Infant Toddler Environment Rating Scale (ITERS)
This scale is desigdeto assess the quality of care environments serving children birth to 30 months of age ar
is used in infant and toddler centmsed child care settings.

3. Family Child Care Environment Rating Scale (FCCERS)
This scale is designed to assess the qualithe environment in family child care settinggh mixedage
groups.

When an assessor conducts the ERS assessment, expect the assessor to be in the cladsooostdor 3
complete the observation. The assessor will also ask to conduct an inteithiethhe lead teacher in each

classroom observed once the assessment is completeto followvaupgn i nf or mati on t hat
during the observation. Since the assessor will nat Hee classroom for the entire day, the interview will give
theteacher the opportunitytosharen f or mat i on about the childrenés
that day.

More information can be fourat http://ersi.info/
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CLASSROOM ASSESSMENI SCORING SYSTEM (CLASS) - measuring quality interactions.

Research demonstrates that positive teachidd interactions in early care and educasettings are a vital
part of supporting chil dr en 6 s AssessanenhScarigg Sgsterd (CHASS) e |
ist he next step in the assidhs smdrmotol ofi sy aussre dp rwdiggema ry
Average Program Score is 3.0 or above, withnalbvidual classroom scoring below a 2.5, or when your
program is currently accredited by a natioaatrediing organization or federally recognized as a Head Start
program.

The Classroom Assessment Scoring System (CLRI®XK; Pianta, La Paro, & Hamre, 2005) isystem for
observing and assessing the quality of interactions between teachers and studliamis toddler and

preschool classrooms. The CLASS examines seamitional and instructionatteractions that contribute to
student s6 soci al c o mp et ecentemndaomebasadpragdamsrsereing ahddinen e v e
from birth to 5 years acdige.

There are three versions of the Classroom Assessment Scoring System, Quality First csaei iy

CLASS PreK and CLASS Toddler in the Rating Scale, each designed to assess a sgeajfioup and early
care setting. The Infant CLASS is beicmnducted for data collection purposes only and is anticipated to be
included in the Rating Scale in FY20.

1. CLASSPre-K
This scale is designed to assess the quality of interactions within preschool environments (chBdren 3
years of age) located irewoterbased and family child care settings.

2. CLASSToddler
This scale is designed to assess the quality of interactions within toddler envirofochiditen 151 36
months of age) located in centamased and family child care settings.

3. CLASSInfant

This scale is designed to assess the quality of interactions within infant environments (chll@neroGths of
age) located in centdrased and family child care settings. Programs providing care to infants may have a
CLASS Infant Assessment camcted in theiprogram. Infant CLASS scores are not yet utilized when

cal cul ati ng a $tar RatingdtiisguaraentlyGasticip@tadatHat infagt CLASS scores will be
included in QualityStar Rating calculations beginning Jalhy2019.

A CLASS assessment will be conducted differently than the ERS assessment; the adltebserve the
classroom in four bacto-back20 minuteobservation cycles with @esignatedcoring time in between.
Programs that operate 4 hours or less will have madifisservation cycles. In these programs, the assessor
will complete four backo-back1l5 minuteobservation cycles with designated scoring time in between.

More information can be fourat http://teachstone.com/class/
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QUALITY FIRST POINTS SCALE 1 measuring program administrative practices.

Administrative practices are an important parhigh qualityearly care and education programbe Quality

First Points 8ale is a tool designed by First Things First that provides evid#nbe quality levels of your
programbs administrative pr acyourpregseam meets boththenBRSiIi o n
Average Program Score and the CLASS average progmamassat the Quality levels (3, 4, Distarlevels).

This assessment will be scored using botsite observation and review of documentation that you will collect
and present to the assesdoring the scheduled visit and review of documentation availalithe Extranet and

the Registry. Curriculum and Child Assessment documents will be reviewed from classrooms that were sele
in the current assessment cycle.

The Quality First Points Scale was developed by First Things First to measuradtitemalareas
of quality:
1. Staff Qualifications, which includes staff education and experience working with young children. Official

transcripts must be submitted to document staff education. (For more information, see the Points Scale
Guidance Document.

2. Administrative Practices, which inaes ratiosgroup sizes and staff retention

3. Curriculum and Child Assessment, which includes the use of the Arizona Early Learning Standards an
Infant and Toddler Developmental Guidelines, Program Guidelindgidgbr Quality Early Education,
curriculum plans, and ongoing progress monitoring of individual children.

Your programbs initial Points Scale Assessment W
program. For all subsequent Points Scalee&sments, you will be giverttaeee weekvindow to notify you of

the upcoming Points Scale Assessment. On the day of the Points Scale Assessment, the assessor will revie
documentation that you have collected and provided to them as well as condunt af the children in each
classroom/group to identify the ratios and group sizes that your program has in place that day.

The assessor will not verbally share if documentationismissing. i s t he parti ci pant
the assessavith all of the documentation they would like reviewed as part of their Points Scale Assessment.
the event the assessor does not find the required documentation, you will be given a Missing Documents fo
and allowed 30 minutes to collect the docuragiah for assessor review. The Missing Documents form wiill
state if entire piees of documentation are missirigr example, you will be notified if a lesson plan was not
observed or if the assessor did not receive one of the child assessment portieligéssing Documents form
does not capture if elements inside of apief documentation are missirigr example, if specific learning
objectives for children are not included with a lesson pharif a child assessment portfolio does not include
family input.

It is the participantdés responsibility to review
that all documentation provided to the assessor is complete and sufficient to meet the documentation
requirements. Onlgdocumentation provided to the assessor on the day of the Points Scale Assessment will b
consi dered for your programbs St ar Rating. It i s
programbs Registry page f or Guaanceocantemt well baforerycinPoimsy
Scale Assessment to ensure that your program is as successful as possible. More information can be found
the Points Bale Guidance Documeat the end of this guide, or by viewing the Quality First Points Scale.

(A copy of the Quality First Points Scale is available on the Extranet Quality First Dashboard under Quality
First Resources.)
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QUALITY FIRSTASSESSMENT REPORTS

You will not receive direct feedback from the assessdhermbservations or any assessnuzaia collected

during the assessment visit. An assessment report will be available online through the Quality First Extranet
(Assessment Report tab) and can be printed to obtain adtwydEach tool that is used to coetdan

assessment has a unique report with specific scelaed to the indicators identified in each tool. You will

find areas designated as strengthgaar program as well as areas that can be used to focus your iefforts
making improvementuality First coaches can help you review the information contained in these
assessment reports and assist ydughlighting specific areas for goal setting.

In the event that you have a question about your assessment report or if you find any informadeantba
inconsistent based on your program specifics, you have the opportunity to submit an Assessment
Clarification Request (see forms). Your request will be submitted to either the assessmentadainstor
Things First depending on the content of yquestion (see the Assessment Clarification Redaasit for
further guidance). The Assessment Clarification Request must be submitted witlsipsdé the assessment
results being approved. A response to your Assessment Clarifi€ounest will bgrovided within 21 days
as possible. If the clarification warrants a chaimgecores, this will be noted in the Extranet and your
assessment report will be updated. The goal oAgs=ssment Clarification Request is to ensure clear
communication and undgtandingabout your assessment and to ensure the accuracy of the reports.

Video or audio recordings or photographs will not be considered in the assessment clarification process. The
assessment process is conducted in livesimnobservations to capauthe entire context of the classroom
learning environment and interactions.

In the event you are having difficulty reviewing your assessment reports online, please contact the Extranet
Help Desk for assistane@a Extranet@firstthingsfirst.org

INFORMAL ASSESSMENT

The Quality First Assessment team offerfermal assessment to programs interested in obtaining informal
feedback outside of the standard assessment cycle. An informal assessment includes a classroom observat
using a CLASS or ERS tool, based on your request. Following the classroom observatioil,b@u w

provided with a summary including feedback about strengths and opportunities for improvement. When
requesting informal assessment you choose the classroom, and the assessment date will be scheduled in
advance. Informal assessment is offered basedeoschedule and availability of the Quality First

Assessment team and is not guaranteed. If you program is interested, please contact Katie Romero at
kromero@swhd.orgr (602) 6338652.
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HOW TO PREPARE FOR A SUCCESSFUL ASSESSMENT

In order to make the most of your Quality First participation and to help prepare your program for
successful assessments, here are some considerations:

1 Review the assessment tools, including the Points Sattance Document. Your Quality
First coach is available to support you to ensure that you have a complete understanding of how
your programbs practices wil/l be measur ed.
1 Share information about the Quality First assessment tools with youmpstaffitally
through a staff meeting prior to the assessment.
1 Talk to your staff about what to expect during the assessntew the assessor will be in the
classroom, how long the assessor will be there, what the assessor will be looking for, and how
to create anatural environment for the children.
1 Be sure that your program information is up to date in the Extranet and Registry and that all
class rosters are updated accurately in advance. Gathering all of the birthdates of the children
in theclassroom idelpful in planning ahead.
1 Although assessors will not need to look at the individual plans for children with special needs,
it is helpful to make them aware so that they are able to focus on the environment in terms of
the chil dés uni que needs.
1 Prepareyg ur families for the assessment $no t hey u
Quality First and your commitment to improvement.
1 Consider the unique needs of your program in planning for your assessment. You will be asked
by the assessor about your pilognd s s p e c ilahguagef,instaiatian lor aairsque
population served in order to support individual requirements.
1 Plan your time accordingly so that you are available if the assessor may need additional
information. Sometimes, a lead teacher mayasked for supporting information and need
have substitute coverage.
1 Have the teachers talk to the children about the role of the assessor to alleviate any fears and to
hel p them to feel comfortable with the assess
1 You have the option ahtroducing the Quality First assessor to the children when he or she is
ready to assess the classroom.
9 If you are unsure about any part of the process before, during, or after the assessment is
complete, be sure to ask questions of the assessor or yality@-irst coach or seek
clarification using the Quality First Assessment Clarification Request.
1 Understand that the assessment report is a valuable piece of information to help guide your
quality improvement efforts. Share this information with staffupport their understanding of
your programbés strengths and opportunities fo
T Al | assessment i nformation finali zed prior t o
incentives and scholarships for the next fiscal year.
1 See the Day of an ERS Assessment and The Day of a CLASS Assessment for more detailed
information about the process. (These are included in the Resources section at the end of this
guide.)
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SECTION FOUR:
Quality First Financial Incentives

Every program that is enrolled in Quality First has access to different forms of financial incenmtives
support the improvement process. Regional Partnership Councils budget an allottedfansaati
Quality First participant in their region per fisgaar (Julyl i June 30). Thamount budgeted supports
all of the different components of the Quality First initiative includingching, assessment, financial
incentives, specialized technical assistance and professional development. The fimasdiakes are a
part of the Quality First services offered.

There are two different types of financial incentives offered to Quality First participants:

fILi censingfeeassistarcei for Quality First participants licensed by the Department of Health
Services (DHS)

T Quality First Incentives - for Qualty First participantsto overcome barriers isuppat of improvemaent
efforts.

LICENSING FEE ASSISTANCE

Once you have signed your enrollment agreement and are actively enrolled in Quality FingH, you
receive assistance with payment of licensing fees if you are regulated by the Departisaithof
Services (DHS). Fifty percent (50%) of your licensing fees will be covered by First TFinsgand
you will pay the additional fifty percent (50%) wigour license is renewed evdhyee years. The
Quallity First assistance with licensifees is paid directly to theepartment of Health Services
(DHS) by First Things First.

As part of your participation in Quality First, in collaboration with the Arizona Department of
Health Services Office of Child Care Licensing (DHS OCCL), you are requinearticipatein the
Empower program and may receive technical assistance as needed. The Empower program is
designed to help young children and their families live healthier

lives. There are ten standards that foousealth and

wellness including nutrition, breastfeeding, physiaal a “SMALL CENTER

. . (0-5 licensed capacity = 50 or less)

tivity and screen time, tobacco, oral health, sun safety

staff training. As part of your Empower agreement, you “MEDIUM CENTER

program must have a written policy and implementatiol (0-5 licensed capacity = 51-150)

for each starmard. For support, guidance and further i

formation on the Empower program, please visit “LARGE CENTER

www .theempowerpack . (licensed capacity = 150+)

The licensig feeassistane does not apdy to family “GROUP HOME

child care programs certifi ed by the Depatment of Eco- (DHS licensed capacity = 10)
nomic Secuity (DES) or tribal programs nat licengdby -

DHS. FAMILY CHILD CARE HOME

(DES certified for 4 children or less) 34
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The chart below shows the 50% amount you will be responsible for paying to thenbegeof Health
Services every three years:

SMALL CENTER MEDIUM CENTER LARGE CENTER GROUP HOME

$2,000

QUALITY FIRST INCENTIVES

Making improvements in your program can be challenging due to the associated costmayhliicome a

barrier in the procegswardprovidinghigh qualitycare. To assist you imvercoming these challenges, Quality
First Incentives are available th anrolled Quality Firsparticipants, including Rating Only programs, to make
program improvenents. EVerify documentation and/or Lawful Presence documentation must be completed a
submitted (ifapplicable) as a requirement for Quality First participation ar teligible for incentives. Your
Quallity First coach will assist you in determiningieh of these items you need to submit.

Once your program has signed the Enroliment Agreement for Quality First participatisnlamitted E
Verification paperwork and/or Lawful Presence documentation (if needed), Quality First Incentives will be
available to your program. The following represents the total incentive arti@atnill be available to you for
the fiscal year (beginning July 2018through June 30, 201%uality First Incentive funds are available to you
each fiscal year and canrtm# carried over from year to year if the full amount is unused.

The table below represents the incentive levels based on Quality Star Rating and program size:

PROVIDER TYPE 1&2STAR

LARGE CENTER 151+
CHILDREN $10,400

MEDIUM CENTER 511
150 CHILDREN $6,500

SMALL CENTER
071 50 CHILDREN $4,575

GROUP HOME DHS
LICENSED $2,600

FAMILY HOME DES
CERTIFIED $1,300
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The implementation of financial incentives in Fiscal Year 2019 will be as follows:

f 17 2 starprograms will have access to financial incentives to purchase materials, equipment and
professional devel opment tied to a progr ambs
through the coaching agency and delivered to your program.

9 3-5 starprograms will receive financial incentives through a check to use at their discretion or througt
purchasing offered by the coaching agency. Participants must use this incentive to fomuisnoation
of efforts to maintain the quality of their programrdugh facility improvements, professional
development, staff salaries, or materials and resources.

Participants receiving an incentives check will be required to provide details about their expenditures and
maintain records documenting those expend#uPrograms may turn in their Incentives Payout Expenditure
Report to their Quality First coach at any time; however, the latest they will be accepted is 7/31/19. If the
Incentives Payout Expenditure Report is not submitted, future incentives may matbsilale.

Incentive funds may not be used for religious purposes or activities, such dsafmth curriculum, religious
chil dr e n 6 shasbdpmdrasn,accreditatibnhattendandaitit- basedconferences, and staff salaries
for program time sgnt on religious instruction or worship, bonuses for staff whose predominant or sole
purpose is religious, or facility improvements to buildings or rooms used for religious purposes unless
necessary to comply with governmental health and safety requiren@ardlity First participants will be
required to repay any incentive funds determined to have been used for religious purposes or activities.

Some examples of how the Quality First Incentive funds can be used by Rising and ProgressindStar (1
star) pograms include:

Materials and Equipment: If your program has a specific need for additional learmiagerials and
equipment or furnishings, incentive funds can be used to purchase these items thepgiowed vendor.

Consultation and Specialized Servicedncentive funds can be used for consultation gpretialized services.
Payment for these services will be provided through the coaching agency based on a quote from the vendo
An example might be to hire a trainer &pecialized needs unique to your program.

Facility Improvements: Examples of facility improvement projects might include shelving, cement slabs,
fencing, painting and carpet installation. You will work with your coach to complete a Facility Projects
Liability release for approval of these types of projects. (A copy of the Facility Projects Liability Release is
included at the end of this guide in the forms section.) Incentive checks will be made payable and mailed to
the vendor delivering the servicaeafit has been provided. Incentive funding requests for facility

improvement projects cannot exceed 30% of the total incentive funds. Supportive documentation for these
projects will be required for payment; your coach will provide the needed formsubcgmpletion.

Transcript Payment: Incentive funds may be used to cover the cost of requesting transcripts for staff during
the Quality First Points Scale preparation process. Please workawitiQuality First coach to request
reimbursement for the cost of transcripts using u r programds incentive fund
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Professional Developmentincentivefunds may be set aside to provide professional development
opportunities for staff including: regionah@ national conferences, online trainings, professional development
materials to be kept in classrooms or onsite, or to support payment for professional membership in early
childhood organizations such as the National Association for the Education of €budgen (NAEYC) or

the Family Child Care Association (FCCA).

QUALITY FIRST CHILD CARE SCHOLARSHIPS

To better serve the needs of the communities, Quality First Scholarships are funded directly by the Regiona
Partnership Council (Council). The Couridentifies priorities through a strategic planning process that
includes reviewing the needs and assets of the community. If selected as a priority, the number of Quality F
Scholarships funded will be determined by the Council and will be allocamdgrams achieving Quality,
Quality PlusandHi gh e st Quality | evels as of Apr il 1, 201
determine your scholarship allotment for the upcoming year.

If you choose to charge a copayment to families,thésrecommendation of First Things First that families
receiving scholarships pay no more than 10% of their gross monthly income onpaynoents that would be
charged to the family. If yor program charges tuition thiatless than the scholarship ambyou are

receiving, it is recommended that you do not chargegayment and that these additional scholarship funds
above and beyond the tuition be used to support your ongoing quality improvement efforts.

Schol arship rei mbur sement i s based on a chil doés
children to attend at least 400 hours over the course of a year and at least 34 hours in a month to be eligible
parttime scholarship reimbursentePrograms must be open for children to attend at least 1,120 hours over
the course of a year and at least 93 hours in a month to be eligible for boitinéuind partime

reimbursement. Fulime scholarships are most often used forfiale care, buafull-time scholarship can be
split intotwo parttime scholarships. Patime scholarships could be considered if a-iare model best

meets the needs of the families.

The annual amount you will be reimbursed for scholarships per child is noted Hefour program does not
operate for twelve months out of the year or meet the minimum monthly hours, this amount will be reduced:

3-5STAR

0-36 MONTHS $7,970 $11,300

CENTER
37-72 MONTHS $6,000 $7,300
0-36 MONTHS $5,625 $7,600
37-72 MONTHS $4,875 $6,200
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Generally, only programs that receive a Star Rating at the Quality level and above (3, 4, andesalaidated
Child Care Scholarships. Programs at the RisingRandressing Star levels (1 & 2) wilbntinue to receive
Quality First Incentives for program improvements. Some RegPadhershipgCouncilsmay approve funding for
additional scholarships at the Progressing Star (2) level if a specific community sdeeehadentified.

Scholarships allocated to a program that includes religious instruction or worship as part of the
programbés activiti es wmnehningtheescholarshipwwilffalowalbhilde s c hol &
receiving a scholarship under certaonditions.

The number of scholarships your program receives can be found on the Quality First Extdeneéhe
Scholarships Tab. For more information about Quality First Scholarships, you cahevisit
http://gfscholarshipsreporting.orgivebsite or contact the Valley of the Sun United W&cholarship Team
using the contact information noted below:

Valley of the Sun United Way - Scholarshp Team

3200 E. Camelba& Road Suie 375
Phoeix, AZ 85018

Participanthelpline (602)2406325
Parent helpline (602)2406324 or (866)973-0012regionalsché

arships@vsw.org
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SECTION FIVE:
Quality First Specialized Assistance

During your ongoirg participation in Qualty First, you will have the oppatunity to receive addtional
specialized assistane to suppat the individud nedals of your program as you work toward qualty
improvemaent. Specializedassistane givesyou the charceto considerthe unique neals of your program to
determire what sevices would be mog beneficial.

The Qualty First Specialized Assistarte provides an opportunity fasollabaation with technical assistane
professionad ard coachesCollabaation is the act of working together to coordinate sevice efforts to med a
common god. The process involves teams that partner with one anothe to obtain greaer resources,share
knowledge, learn togetherand build consensusCollabaation doesnotimply any type of authority or
hierarchy, but a group of people with similar interess and complemeatary areas of expeatise participating

equaly.

You ard your Quality First coach have the opportunity toollabarate with othe early childhoad educaion
technical assistane professionad including, but not limitedto Child Care Health Consultaits, Mental

Health Consultants, Inclusian of Children with Special Needs CoachesADE Early Childhoad Specialists

DHS Licensingsurveyors, DESCertifi cation Specialistsand College Scholarshp Specialists as they are

available to help with god setting and qualty improvement planning. In addition to collaboration during-on
site visits with you and your staff, your coach and other early childhood education technical assistance
professionals may meet outsidetbésevisits for planning and coordination of services to suppout yo
improvement efforts.

Joint collaboration activities mayinclude:

1 Joint visits with you, your coad ard othe consultants'technical assistane professionals

1 Collabaation on god setting, identifying action steps and plannirg visits

1 Feedbackand np ut on your programbés strengths and op]
1 Sharirg of training resouces and materials

9 Jointtrainings Commurities of Practice, ProfessionaL earnirg Commurities, and othea group events
focused on qualty improvemaent goals
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TYPESOFSPECIALIZEDASSISTANCE

Child Care Hedth Consutants

All programs enrolled in Quality First have access to a Child Care Health Consultant (&itRkD),
through phone consultation or-site visits. The CCHC assigned to your program will be identified on
your programbds Extranet home page.

Since 1987, CCHCs have been workéide by side with early childhood programs to support their
efforts in praviding a healthy andafe environment for the children, staff, and families they care for
every day. In Arizona, a CCHC is a Nurse or Professional Health Educator who has completed
specialized training based on th@st currently established best practandards. CCHCs provide

health and safetyyainingsand are familiar with licensing requirements and local resources to link early
care providers ttheir community.

Your CCHC will contact you to schedule a Health and Safety Checklist, a free sericbepndvides

an indepth look at the health and safety practices at your program. The Health and Safety checklist is
offered annually. Programs with a Quality (3, 4, or 5) rating can choose whether or not to participate in
the Health and Safety CheckliBrograms with a Rising Star or Progressing Star (1 or 2) rating are
required to participate in the Health and Safety Checklist annually. You and your CCHC can work as a
collaborative team to develop a customipégh for health and safety for your uniquezeonment and

the specific needs of your prograffew examples of topics you might collaborate on include:
developmentof healthandsafgtyo |l i ci es t o support -being)devemgmert f and
of an oral health program and how to inamgite tooth brushing with young children, education and
training on nutritionthroughfamily stylemeals, and how to promote dailyysical activity both inside
andoutdoors. You can seek more information on working with a CCHC by contacting the CCHC
desighated on your Quality First Extranet home page.

Additional Specialized Assistance

There are a number of additional support services that may be available to your program depending on the
region where you are located. Please understand that sptealhlized assistanservices are available in all
regions; therefore, the Birtlo five Helpline offers assistance via fteone for ALL participants who may

need support in a specific area.

f The Birth to Five Helpline links Quality First participamtsexperts who will provide telephone
consultation in the areas of child care health, early childhood mental health and inclusion of children with
special needs.
Reach the Birth to Five Helpline 77) 705 KIDS (5437)

An exampk of a how you could use the Helpline would be in the event a child is exhibiting sone
questional® behaviors and a teache is looking for sone guidane in how to respondappropriately
or to offer valuable resources to the family.
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1 Early Childhood Mental Health Consultation System (Smart Supp&art Support is an
evidencebased strategy proven to support the social and emotional development of all childrer
in care and help providers respond to children with behavioral challengegidns that offer
this support, consultants are available to work directly with teachdes/gdop strategies to
work most effectively with children in early learning settings. Congaar coach to find out if
Smart Support is available in your area.

An example of services that might be provided through Smart Support would be tfaming
teachers on helping children to label emotions and create helpful activities thatchdlsisgtn
in learning how to deal with strong feelings.

1 Early Care and Education Inclusion (ECEIECEI addresses the nefed quality earlycare
and education for young children with special needs ages birth to five. Specificsfacus
improving skills of child care staff and providing training and assigtan supporguality
inclusive settings. Contact your coach to find out if Early CareEahatation Inclusion is
available in your area.

An example of how this specialized assistance could be provided would be in heldind you
assistive learning devas for children who may have developmental or learning delags
using these | earning tools effectively for

i Arizona Department of Education (ADEADE offers free training to all early childhood
professionals throughout the stateainumber of areas including the Arizona Early Learning
Standards, the Infant and Toddler Developmental Guidelines, and the Program Guidelines for
High Quality Early Education: Birth through Kindergarten. An ADE Early Childhood
Specialist may also be availablegarticipants in some regions to support the transition of
children from early care aretlucation settings into Kindergarten.

Professional developmeatp por t uni ti es can be found on A
http://www.azed.gov/ece/workforaevelopment.

An example of the services offered through the Department of Education coulichatet

a representative to your facility to offer hanals training for you and your staff to discuss
and learn more about the Infant Toddler Developmental Guidelines. If your group is too small
to have a representative at your site, you could partntr another participant in your area

or have your staff attend a regularly scheduled training.
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HOW TO BENEFIT FROM SPECIALIZED ASSISTANCE

In order to make the most of the specialized assistance available to you as a Quality First
participant, here are some considerations:

1 Do some research to find what types of specialized assistance services are available
in yourarea. Visit the firstthingsfirst.org website. Under Our Regions & Board, click
on Find YourRegion and insert theddress. This will take you to your region page,
which includes th&kegional Council members and a selection of publications and
resources available for theggion.

1 Talk with your Quality First coach to discuss your specific needs. Consider some of
the gralsyou have established for program improvement and how specialized
assistance can be ugedhelp you meet your goals.

1 Reach out to the staff you work with. What are their needs in providing the best care
to the children and families they serve? Wiaet of specialized assistance could
they engage in to support their teaching?

1 Review your assessment reports and find areas that may indicate more work is
needed tgrovide quality care. If it is in the area of creating appropriate lesson plans
with the ArizonaEarly Learning Standards, call the Arizona Department of
Education. If it is irthe area of Personal Care Routines, call your Child Care Health
Consultant.

1 Communicate with your families about the types of specialized assistance that you
areusing in your program. Introduce your families to the coaches and consultants
who will besupporting your program as they may see them in your program on a
regular basis.



SECTION SIX:
Quality First Professional Development

Professionatievelopment is an important part of your Quality First participation and in woidiveayds
providing quality care to the children in your program. The opportunity to engagefessional
development offers continuous learning for anyone working inié¢tie ¢f earlyeducation. Growing in
knowledge and developing new skills based omtlbst recent research and standards of best practice
will benefit your program, the stadindthe children. There are a variety of ways in which professional
development gabe offered to yoand your staff based on your goals, staff qualifications, unique
program needandavailability.

TYPES OF PROFESSIONAL DEVELOPMENT

Arizona Early Childhood Career and Professional Network- The purpose of this valuable

resource is tprovide information on Workforce Knowledge and Competencies, Traaridg

Workshop offerings, Career Opportunities, and the Arizona Early Childhood Workforce Registry for
earlychildhood professionals to document and track their experience, edusnatikmowledgeover

time. The Network is a comprehensive, consistent, and accessibleasetsystemdesigned to meet

the professional devel op me mtofessienaldfrom enfrytoAr i zonads
advanced levels and promdtigh qualityprofessiomal development.

THE NETWORK INCLUDES THE FOLLOWING COMPONENTS:

1 A professional development website to promote and provide access to a variety of
professional development, careerdhigher education resources to assist early
childhoodprofessionals ikeeping their skills and knowledge up to date.

1 A web-based Arizona Early Childhood Workforce Registry to collect and store data
aboutthe early childhood workforce. Information such as college credits, work history,
workshopscompeted, and site trainitggs will be stored making it easier for early
childhoodprofessionals to keep track of their professional development.

f The Arizona Career Lattice, a tool that early childhood professionals céoruse
individualized professional assessment, settinggssibnal development goadsd
documenting their progress in their career development
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1 The Arizona Workforce Knowledge and Competencies, a uniform set of expecthbns
identify the basic knowledge, skills, and abilitre=eded for early childhood professionals
across sectors of early childhood including, early care and education, early intervention, ment:
health, physical health, and social services/child welfare professionals. They ensure
implementation of quality serues for young children and their families.

1 A Job Bank that includes information about early childhood jobs subrrittedemployers
seeking employees as well as information pulled from Indeed.com.

M College Scholarships for Early Childhood Professiondli&ll-educated and highly skillesharly
childhood teacherand staff are strongly linked with positive child outcomes as they enter
kindergarten. First Things First College Scholarships for Early Childhood Professionals are
meant to provide access to higleelucation for the early childhood workforce working directly
with or on behalf of young children birth to age 5. These scholarships are available to assist e:
childhood professionals with credential and degree attainment. The application for College
Sdolarships is found on the Arizona Early Childhood Workforce Registry website.

1 Child Care Exchange Magazinelhis professional journal is provided to you free of charge as a
Quality First participant and offers valuable information about the fieldrbf eareand
education with resources to support your staff and the families you serve and igeagifam
practice. This magazine will be mailed directly to your site and is available to you online.
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SUCCESSFULLY USING PROFESSIONAL DEVELOPMENT

In order to meke the mog of professionbddevelopmet, here are sone consideations:

i Take advantage of professional development opportunities as often as possible to increase
your knowledge and support your understanding of the neeattsldfen and how best to support
them. It is never too late to learn new things!

1 When you or your staff members attend professional development events or complete
courseworkhrough a college or university, provide opportunities for the information to be share
among all members of your team. This will not only create common learning opportunities but
create an advanced skill for the individual sharing the information.

1 Create a mentor or esite coach role in your program for a staff member who has specialized
or advanced knowledge or skills so that others can receive ongoing suppme@iodngfrom
within your own team.

1 Consider the vision, philosoplandvalues ¢ your program in establishing professional
development plans for you and your staff. As you and your staff learn more ways to support th
uniqueness of your program, there are greater opportunities for unity and common understanc

For i ns tslatnackei,n g of ffiorri young children is a p
staffto training on how to create safe outdoor play environments that support these types of
behaviors.

1 Read your Exchange Magazine and share it withfglbor staff. Sharenformationwith families
atyour program. Do an article review with a group or experiment with new ideas you find on th
pages. The Exchange Magazine also often publishes opportunities for continuing education cr
available online or through correspmimce. You also have the opportunity to have your program
featured on the magazine jacket cover to showcase quality practices.

1 Seek out opportunities to learn about quality improvement efforts and how to be a leader in
your program in supporting theskanges. Make professional development a part of goak
planning process and have your coach or specialized assistance team help yourtalgscavea.

1 Create an environment that encourages and supports staff in putting new knowledge
into practice.

T Ensure your programbs entire c¢classroom anoc
Ari zona Early Childhood Wor kforce Registry
staff will need to become members of the Arizona Early Childhood WorkRegéstry. As
membersthey will have access forofessional development opportunities, possible college
scholarship opportunities, and a place to tiatkf their education and professional development
accomplishments. The informatieontained in th&egistry will be used for Points Scale
Assessments.

45



SECTIONSEVEN:
Quality First Administrative Practices

This section offers guidance on policies and state standards to support your participation in Quality First. Th
practices ardisted in alphabetical order for easy review.

APPEALS PROCESS

The Appeals Process applies when a participant appeals a Star Rating or an enrollment termination. A parti
must go through the assessment clarification process before appealinfRati®@rif you would like to discuss
any other specific challenge that you are having, the Clarification and Concern Resolution process is the
appropriate route.

All Quality First services and benefits will end upon enrollment termination with the excepalready

awarded college scholarships and FTF Professional REWARDS. If First Things First reenrolls the participan
Quality First as a result of the Appeals Process, the participant may be eligible to receive financial benefits
withheld during theperiod of termination.

Whil e an appeal about a St ar Rating is being cor
view on the Quality First website.

CLARIFICATION AND CONCERN RESOLUTION

If you have questions about your assesgmesults and/or star rating, review your assessment reports with yot
coach, using the All About Books and CLASS manuals to answer questions. If questions remain, you may s
an Assessment Report Clarification Request. (A copy of the Assessment Rapfidation Request is included
at the end of this guide in the forms section.) A response will be provided from the assessment program ma
within 21 calendar days as possible.

If you have other concerns related to your participation in Qualigt, Fircluding concerns related to technical
assistance (coaching or CCHC), you should contact the coach or CCHC supervisor for support.

If your questions or concerns persist after seeking resolution using the methods described above, you have
option b submit a Quality First Complaint Form to the Quality First Director at First Things First. (A copy of t
Complaint Form is included at the end of this guide in the forms section.) In the Complaint form, you will pro
a description of your concern aady attempts made to resolve the issue as well as recommendépossible
solutions. The Quality First Director will attempt to resolve the dispute through a meeting with all involved
parties, ideally within 14 calendar days of receiving the Complah# Director will make a decision and notify
you within 14 days of the meeting. Whil e a Compl
Star Rating will be masked from public view on the Quality First website.

Opportunities to appédecisions are addressed above under Appeals Process.
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Af you have questions about your assessments: \

Af you have questions about your assessment results and/or star rating, review your
assessment reports with your coach, using the All About Books and CLASS manuals to
answer questions.

Af questions remain, you may submit a Quality First Assessment Report Clarification
Request (see forms). A response will be provided from the assessment program manager
within 21 days as possible.

Af concerns persist after completing the assessment clarification process, you may procee
an appeal or you may submit a Quality First Complaint. Submitting a Complaint does not

change the time for making an appeal.

Step 1
Clarification

Af you are appealing termination from Quiality First, begin at step 2, Request for
Appeal.

~

AA participant may only submit a Request for Appeal within 60 days of being notified of a St
Rating or enroliment termination. The Request for Appeal must be submitted in writing to t
Quality First Director at First Things First using the Request for Appeal form (see forms)

£Once received, the Quality First Director and the Senior Director for Early Learning, the Ct
Program Officer (CPO), and/or the Chief Executive Officer (CEO) will review the Request 1
Appeal and provide a written response, which includes a scheduled meeting date, to you v

Step 2 14 days of the receipt of the request.

Request for Appeal /

Af you are unsatisfied with the result of your Request for Appeal, you may request a forma
hearing conducted by an Administrative Law Judge with the Office of Administrative
Hearings.

AFirst Things First will notify you in writing when the opportunity to request a formal hearing
is available. After receipt of that notice, you will have 30 days to file a request for a hearing
writing. The request must include the name and address of the program seeking the heari
the decision being appealed and a concise statement of the reasons for the appeal. The|re
must be provided to First Things First's main office in care of the General Counsel.

AOnce a recommendation decision is made by the Office of Administrative Hearings, the F

Step 3 Things First Board will review the decision and take action to accept, reject or modify the
.. . . recommendation. First Things First will notify you of the final Board decision in writing.
Administrative Hearing

%

1
—
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CODE OF ETHICAL CONDUCT (NAEYC)

The Code of Ethical Conduct is a document that provides a framework and guidance for ttieldadgd
professional in working with families and youalildren. The Code outlines the Carfalues of the early
childhood profession and details the Ethical Responsibilities to childréamtilies, to colleagues, and to the
community. This Code can help in making ethical decisions and to develop soundapdligsactice

guidelines foryour program. Asa Quality First participant, you agree to utilize the principles and ideals of the
Code of Ethical Conduct in your work with children, families, colleagues, and the community. A copy of the
code is included inhe Resources section of the extranet.

The Code of Ethical Conduct can be fowmdine at:
https://www.naeyc.org/resources/positiestatements/ethicakconduct.

CONFIDENTIALITY

All Quality First patners(coaches, assessors, child care health consultants, supeawstder support

service providers) are expected to maintain confidentiality about your program in their work with others in th
process. Program recordsaff information, assessmeamsults and quality improvement efforts are not made
public, nor are they shared witldividuals outside of the Quality First program, except as required by law. If
you feel yourconfidentiality has not been maintained, p&dscuss this with your coach or coatipervisor

to address this issue.

E-VERIFY AND LAWFUL PRESENCE

First Things First is required to collect documentation relatedVYeify participation and Lawful Presence

to ensure compliance with federal and state laws. As a Quality First participant, you are required to provide
proof of registration with and pactpation in the EVerify program if you have employees. If you are an
individual or sole proprietorship, you will need to submit a completed Statement of Lawful Presence and
Eligibility form along with acceptable evidence of eligibility and lawful presekeéerify forms will be

given toyou byyour coaches and a link to the Statement of Lawful Presence and Eligibility form will be
emailed after enrollment with instructions.

EXTRANET (DATA SOURCE)

The Extranet is where you can access all of yauality First information in one place and traakof your
improvement data over time to note your progress and program status. As a Exstlfgrticipant, you are
responsible for updating your information on a quarterly badlseimreas of programformation, classroom
enrollment, identification of children with speciaeds, staffing informatioandyour ongoing Quality
Improvement Plans. This data is extremtedypful in keeping up to date on staffing trends, enroliment
changes, and your moventén scores across time. The Extranet is also used to determine financial
incentives, potential scholarship allocations, and assesswtegduling so the accuracy of this information is
critical.

Your Quality First coach will invite you to the Extranet with your own perslmgah andpassword. It may be
helpful to note youtogin information on the front page of this Participant Guide for easy access. If you have
challenges logging in or navigatjrthis database for your prograassistance is available at
Extranet@firstthingsfirst.org See the Extranet User Guide for mdegailed informatior{A copy of the Extranet
User Guide is included at tlead of this guide in the Resources section.)
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LACK OF ENROLLMENT OF CHILDREN 0-5

If you are at a place where you have no enrollment of children in your prograaneghgebirth to five, you
and your Quality First coach may discuss opportunities to support new enrollv@mntsill have up to 30
calendar days from the last day of care to replace enrollment. If there are still no chitdesndlled in your
program at the end &0 calendar days, your continuation of Quality First services may be terminated.

LICENSED CAPACITY VERIFICATION (LCV)

As a Quality First participant, you are responsible for confirming or updating your total licensed capacity anc
capacity for children age birth to five each year. Duringphicess/ou are also responsible for providing

Valley of the Sun United Way, infomation about any license changes sasla new license number and/or
expiration date. This process typically takes place between January and March of every fiscal year. This da
is used to determine your financial incentives in the following yearesadburacy of this information is

critical. Failure to provide this data may result in future incentives not being accessible.

MANDATED REPORTING

As an early childhood provider, you are a designated Mandated Reporter by law (as ou#ire®. §13-3620).
Mandated reporters are individuals who are obligated by law to repgpected cases of child abuse and neglect.
In general, any person who has contact with childmemprofessional capacity is a mandated reporter. This
includes all Quality Fist technical assistance professionals, including Quality First coaches, assessors, and
child care health consultants. Mandated reporter laws are designed tohihltcbuse in its earlstageso

that children are protected from physical or emotioralrtra.lf you reasonably believe a child in your

program is a victim of abuse or neglect, you are requiredport this information to the Department of Child
Safety or your local law enforcement authorifyyou have an incidence of child abuse in ypuwgram, it is

your responsibility to contact yoovegulatory agency to make a repbiDHS, DES or a tribal authority.

OWNERSHIP CHANGE

If your program has an ownership change, you will need to notify Quality First to updatefgyaration
and ensure continuous participation. The following information will help to guidéenye process:

DHS licensed programs must remain in good standing and work with their licensing stovegsure that

the proper paperwork has been fieatl approvedAny change in information must be communicated to your
Quallity First coach in order to ensure your program information is accurate and up to date on the Extranet,
including updating Extranet access.

A new enrollment agreement must be sighgdhe new owner to ensure understandintpefQuality First
program guidelines and responsibilitiesVErify and Lawful Presence documentation will begeghered for
the new owner.

If a new license is issued, this infornwet will need to be shared with your Quality First coaal any
modifications to the program size or licensefdamaty updated in the Extranet.
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PROGRAM CLOSURE

In the event your program has an unexpected closure, you may work together with your Quality First coach
establish a modified schedule to support continued participation during this time. Some examples of a
temporary program closure include:

9 Facility/property damage due to natural disasters, such as fire or flooding
f Onssite staff/child medical emergency

1 Health epidemic/personal medical conditions

If your program does not resume services after 45 calendar days, your ongoing enrollment in Qatality Fir
will be reconsidered, taking into account any extenuating circumstances on a case by case basis. If your
program chooses to close and will be disenrolling from Quality Hiistrecommended that all materials
purchased with your financial incentivies redistributed to other providers serving children in your region.
Your Quality First coach will provide assistance to you in this process. If you will be disenrolling from
Quality First, but continue to serve children, you may retain the materialsagecthvith your financial
incentives to support your continued work with children.

For programs that may be moving to a new location, it is important to discuss this moyewvi@Quality
First coach to ensure that the new location has Qualityfeiding available in the region. gprogram
staying in the same region can maintain participation in Quality First with an upda&gprogram
information andicensing

REGULATORY STATUS

As part of your participation in Quality First, you are required to maintain your regulatory status and remain
in good standing to ensure compliance with state regulatory standards (DHS, DES, and/or tribal or military
authority). If your program experiers&@an event that causes you to be placeshforcemenaction with DHS

or on probation or suspension with DES, you will betable to access your Quality First Finanbiabntives

or receive reimbursement for QualRyrst Child Care Scholarships duritizat time. While your program is

not in good standing with your regulatory body, y&tar Rating will not be publicly visible on the internet.
Once your program is removed from this status, you will be able to regain accessitmwgntivesreceive
reimbursement for all Qualitlfirst Scholarships (including during the time of the enforcement action), and
continue Quality First participation.

Your programbés regul atory status wil/l be monitor
enforcanent action or probation/suspension, you will be notified by your coach and the scholarships team (if
applicable). If you have corrected the issue that caused you to be placed in enforcement action or suspensi
you may submit documentation to the Qualkiyst team to regain access to financial incentives and

schol arships rei mbur sement prior to the next mo r
signed Enforcement Agreement and receipt of payment of fines. Documentation should bedubrtie

Quality First Team aqiualityfirst@firstthingsfirst.org
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If your program is noted as not in good standing with your regulatory agency for ovale@@ar days or if
you havemore than one incident in a twelve month period, your participatiQuality First may be
terminated. It is important for you to maintain open communicationywitit Quality First coach and other
consultants to help in supporting your compliance wiltesttandards. Your licensing surveyor or
certification specialists are also available to support ydldarprocess of creating a plan of improvement for
your success.

STATE STANDARDS

The State of Arizona through its various agencies has a wealtbooirces available to you as an early
childhood professional in your work with young children. Quality First, through First Things First, partners
with these state agencies in providing documentation to guide your practice.

The following tools aravailable to you free of charge and are excellent sources of infornfiatipou and
your program to establish best practices in your work with the children you $emiréngsfor all three of
these resources are now available online and free of cliriegese visithe Arizona Department of Education
website http://www.azed.gov/ecddr more information.

9 Infant and Toddler Developmental Guidelines

Ari zonaobds I nfant and ToddI| efracdtamwe bf egrlipaenimg a | G U

guidelines which provide a framework for understanding and communicatimgmon set of
developmentally appropriate expectations for young children, preseittend a context of shared
responsibility and accountabilitpif helping young children metiese expectations. Specifically,
these guidelines will describe expectations about wiianhts and toddlers should know and do across
multiple domains of development during specific age ranges, as well as what adultsacanmjmort
childrends opti mal | earni ng and dhese &lidelipare n t

Arizonaés Infant and Toddle DevelopmenthGuidelines
(https://cms.azed.gov/home/GetDocumentFile?id=54efdb1e1130c00eb4p65d5bc

i ArizonaEarly Learning Standards

The Arizona Early Learning Standards have been developed to provide a framework for the planning

of quality learning experiences for all children thtedive years of age. The standards cover a broad
range of skill development and provide a useful instructitmaidation for children from diverse
backgounds and with diverse abilities. The standads are intenced for use by all those who work

with yourg children in any early care andeducaion setting in urban rural and tribal commurities.
(Click on the link below to accessthes Standads)

Arizona Early Learning Standards
(https://cms.azed.gov/home/GetDocumentFile?id=591e2ea43217e122b492b21f
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1 Program Guidelinesfor High Quality Early Education: Birt h Through Kindergarten

The Program Guidelines for High Qualty Early Education: Birth through Kindergarten are not a list
of requirements, but rather a set of reaommened practices for prograns to use asthey strive for
excellence in the care and educaion of yourg children throughou Arizona. Ths documetis
intenced to provide guidane by delineasting qualty and providing a set of indicators that conaetely
descrile what a program will look li ke when providing high qualty early care and educaion for
children birth through age six. (Click on the link below to accessthese Guidelines)

Program Guidelinesfor High Quality Early Education: Birth Through K.
(https://cms.azed.gov/home/GetDocumentFile?id=5879561caadebe0c98nr80509

TARGETED SUPPORT PROCESS

As a Quality First participant, you are the leader in the overall improvement process, working together
with your coach and other consultants to implement the necessary policies and procedures noted in this
Participant Guide. If you experience barrieredonpliance with these standards, your coach will partner
with you to develop a Targeted Support Plan. A Targeted Support Plan is-tegimoptrocess to identify
barriers toward quality improvement and designate specific steps to be taken to overc@arsedratri

sustain quality practices. As the leader in the improvement process, your participation in completion of
action steps is critical in overcoming barriers to quality improvement and sustainability. At the end of you
Targeted Support Plan timefranysu will review the plan together with your coach and other consultants
as applicable to identify next steps and review your participation. In the event that you do not comply wit
the action steps identified in the Targeted Support Plan, your participatip be reconsidered through a
collaborative discussion between your Quality First coach, the Coaching Grantee and the Quality First
Director at First Things First.

A targeted support plan may be initiated if your program has had regulatory statusgesadle noted in

the Regulatory Status Policy (see pages$5o®f this guide) or is not in compliance with Quality First
policies and practices. A targeted support plan may also be initiated if your program is not progressing a
noted below:

1 Programs ratkat 1 star must increase their rating to a 2 star or higher within 3 assessment cycles
This means that a program rated at 1 star will have 2 years of improvement supports beforea 2 s
or higher is expected.

M Programs rated at 2 stars must increasi thting to a 3 star or higher within 3 assessment cycles.
This means that a program rated at 2 stars will have 2 years of improvement supports before a 3
star or higher is expected.
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User Guide: Extranet Log mQuality First
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Welcome to the First Things First Extranet!

To access FTF Extraret, plea® go to the following webste or click here:
https/extranet.aftf.govExtranet/Pagesdefault.agox

1. Click LogIn

Log 'n ¥

Reset Password and Retrieve Forgotten Username
Please use the links below to Reset Password or to Retrieve Username.

To Reset your password, click on the link below and enter your USERNAME (AZFTF\jsmith)
Reset forgotten password

2. Log in window will pop up to enter Username and Passwvord.

a) Usernane mug include backslah (\); not a forward slash.

1 Thisistypically thefirst initial of first nanme and lag name.

b) Passvord is case senstive;

T Youwill be sent atempaary passvord, which you can changs once
logged in. Passvords mug be minimum 8 chaacters ard include at leas
one captal letter and one numbe.

Windows Security X
Username AZFTRjsmith

Passvord: Catoons8

iexplore

Connecting to secure.azftf.gov.

@ | AZFTR\jsmith |

........' |

Domain: AZFTF

[[] Remember my credentials

oK Cancel




3. Click Ok. You will be on the main Dashboad. Click in Quality First Graphic.

QUALITYFIRST Vi; Quality First Dashboard

B resr emis nayg

4.ClickoniQual ity Firlmk Participantso

5. Click ASele¢ ®o acces your Profile.

































































































































































































































































































