Early Childhood Outcomes 

Administrator 
Quality Rating Checklist
This form was developed for use by network and district administrators to ensure that there is are procedures in place for reporting and using Early Childhood Outcomes data. This form can be used for monitoring individual child COSF ratings or for training new direct service staff.  It is recommended that the procedures be written, distributed to staff and revisited at least yearly.
	Administrative Criteria for
Reporting and Using Early Childhood Outcomes Data 
	Meets Criteria

Y/N
	Revisions Needed/Reviewer Comments
	Date Completed

	1. Training on completing the Child Outcome Summary Form (COSF) is provided to all new staff including teachers, SLPs, FSCs, and related service staff.
	
	
	

	2. Training includes awareness of support material available at http://www.kskits.org and contact information when help is needed.
	
	
	

	3. Training on entering data is provided to new staff responsible for entering COSF data into the Outcomes Web System (OWS).
	
	
	

	4. Mentors/coaches are assigned to support new staff in completing the COSF and/or entering COSF data into the OWS.
	
	
	

	5. COSF records in the OWS are periodically monitored to ensure training components are followed and to provide staff feedback for improvement.
	
	
	

	6. There is a process for involving families in reporting and using Early Childhood Outcomes data (i.e., information sharing, participation in COSF rating improvement strategies).
	
	
	

	7. There is a process to ensure the following data are entered into the OWS following established timelines:

· A COSF rating is completed for all children who initially enter Part C/Part B 619 services.

· An “org exit” is completed for children who move from one network/district to another network/district in Kansas.

· An “org entry” is completed for children who move into a network/district from another network/district in Kansas.

· A COSF rating is completed for all children who permanently exit (exit as defined for purposes of this indicator) Part C/Part B 619 services in Kansas.
	
	
	

	8. When the person who completes the COSF and the person who enters the COSF into the OWS are not the same person, there is a process for: 

· Transferring and entering data into the OWS.

· Sharing recent history information in the OWS on children who enter the system from another district/network in Kansas.

· Resolving issues of incomplete COSFs or untimely submission of forms for data entry.
	
	
	

	9. There is a process for completing and documenting the results of the KSDE/KDHE yearly verification process and for using that data for system improvement. 
	
	
	

	10. All staff receives information on district/network progress toward meeting the Kansas established target on the Early Childhood Outcomes indicator beginning in 2011.
	
	
	

	11. Program improvement interventions are identified through data analysis and implemented.  Any additional training or technical assistance to identify or implement program improvement strategies is available to staff.
	
	
	

	12. Data are used to measure the effectiveness of program improvement interventions and to further refine the interventions if necessary.
	
	
	


Adapted from Hornback, M. (2010, April). Early Childhood Outcomes Administrative Process Quality Rating Form. Parsons, KS: Kansas Inservice Training System, University of Kansas.
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