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I.  Compass System Data Collection Information

Compass is a secure, online data management and evaluation tool that expedites data entry,
organizes program participant data, links such data (at the participant level) with academic outcomes
data, allows for easy student tracking, generates a variety of reports, and conducts statistical analyses to
monitor and evaluate program success” (http://www.cobroconsulting.com/compass, 2016).

For 21% Century Community Learning Center (215 CCLC), the Compass System is used to collect
data for state and federal performance measures. Primarily it focuses on three (3) types of participants:
students, parents and staff.

The Compass System is used to measure the effectiveness of programs based on: activities/services,
participant attendance and academic and non-academic outcomes.

The Compass System will be used for:

e |daho State Annual Performance Report — Total Students Served, Total Regular Program
Participants, Average Daily Attendances, Timeframe of Services, Outcomes (State
Assessment), Parent Involvement and Staff Professional Development.

e 21APR Tactile Group Collection System — Staffing, Participation (Demographics &
Attendance) and Outcomes.

J
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Il.  Accessing Compass System

The Compass System can be accessed at https://cobrocompass.com!/.
A WELCOME TO COMPASS screen will appear (as seen in Fig. 1).

Logging into Compass: The System Access: “21stcclc.” Enter USERNAME and PASSWORD.

« C' |8 Cosro Consulting, LLC [US] | https://cobrocompass.com

Welcome to Compass
created by Cobro Consulting

W | 21stece
&
8 | passwora
Upload Contact Us
ot Eazeard m

Fig. 1

Forgot Password: Click on the bottom left: FORGOT PASSWORD (as shown in Fig. 2).

€« C' | £ cosro Consulting, LLC [US] | https://cobrocompass.com T 0

Welcome to Compass

created by Cobro Consulting

W | 21steclc

Fig. 2
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Contact CoBro: For further assistance, click CONTACT US on the right (as shown in Fig. 3).

&« C' | & coBro Consulting, LLC [US] | https://cobrocompass.com Y& 0

Welcome to Compass

created by Cobro Consulting
W | 21steclc
A ‘
Upload

Forgot Password m

Fig. 3

File Upload: To upload a file to the Compass System, then click UPLOAD (as shown in Fig. 4).

€ & C |{ cosroconsulting, LLC U] https://cobrocompass.com T

Welcome to Compass

created by Cobro Consulting

B 21stcclc

Contact Us

Forgot Password m

Fig. 4
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I11.  Basic Compass System Overview

Once you have logged into the Compass System the homepage will appear (as seen in Fig. 5).

The homepage allows for the user to see Student Services and Staff Services that have been entered for
the day. Therefore, the user can easily verify attendance and ensure accuracy.

The homepage also allows for Announcements from CoBro and the State Department of Education,
which will be utilized for reminders, updates and notifications.

From the homepage the user can access STUDENTS, PARENTS, STAFF, REPORTS, SYSTEM and
the user Profile.

&« C' |8 coBro Consulting, LLC [US] | https://cobrocompass.com/Home/Home/Index#/Home b

@ Compass 2 it s = e
21STCCLC

STUDENTS PARENTS STAFF REPORTS

@ Compass System

Welcome, Andrew

Saturday, September 10, 2016

0 0 0 0

Tip: You can create student services in both the “Students” page and the "Student Services” page.

ANNOUNCEMENTS

Fig. 5

User Preferences: By clicking on the user’s name and clicking SETTINGS it will take the user to a
page to update password, change the interface and set list and advanced search options (as shown in Fig.
6).

€« C' |8 coBro Consulting, LLC [US] | https://cobrocompass.com/Account/Settings#/Password T

@ Compass hd i ] E o

STUDENTS PARENTS STAFF REPORTS SYSTEM

B PASSWORD PASSWORD

E2) INTERFACE

= LsT

SAVE AND CLOSE

Fig. 6
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The user may choose to show 5-40 list per page and automatically set the Advanced Search option (as
shown in Fig. 7).

€« C' |8 coro Consulting, LLC [US]| https://cobrocompass.com/Account/Settings#/List Y0 =

@ Compass L i = =] o

STUDENTS PARENTS STAFF

B PASSWORD LIST

EZ) INTERFACE
= LST

SAVE AND CLOSE

Fig. 7

Five Steps to Compass System

There are five basic steps to entering data into the Compass System for the 21 Century Community
Learning Centers. These steps will be explained in more detail in subsequent sections of this guidance.

Rolling Students, Parents, and Staff over from a Previous Year
Enrolling New Students, Parents, and Staff
Entering Services for Students, Parents, and Staff

Entering State Assessment Scores (State Department of Education Upload)

o ~ W npoPE

Reports (Guidance will come in a future date)
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IV. Compass Data Collection Timeline

This section breaks down the timeline and responsibilities for data collection:

Date Focus Type Responsibility
Beginning of Student, Parent, Enrollment & Director/Coordinator
Program (Sept-Nov) | Staff Demographics
Ongoing (Oct-May) | Student, Parent, Services Director/Coordinator

Staff
January 31 Fall Term (21APR) | Activity, Staff and Director
Participation Reports
June 30 APR Participation State Department of
(Regular Program Education and
Participants and Director
Average Daily
Attendance)
June 30 Spring Term (21 Activity, Staff and Director
APR) Participation Reports
August-September | Outcomes State Assessment State Department of
Education

The SDE recommends that attendance services are entered into the Compass System daily or at least
weekly to ensure accuracy of data. The SDE will monitor the Compass System to ensure that data is up
to date at the end of the fall term (Jan. 31), the end of spring term (May 31) and during a site monitoring
visit.

« Student, Parent « Student, Parent . State
and Staff and Staff Assessment
Enrollment & Services
Demographics
\ J \ J \_ J
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V. Students

Student Demographics collected for 215 CCLC:
e FIRST and LAST name;
BIRTHDATE;
EDUID number (9-digit, State ID);
GRADE LEVEL;
RACE/ETHNICITY;
GENDER,;
LIMITED ENGLISH PROFICIENCY;
INDIVIDUALIZED EDUCATION PROGRAM,;
FREE/REDUCED PRICE LUNCH (collected in aggregate at the district level and not entered
into the Compass System).

Student information also collected for 21% CCLC:
e REFERRAL TYPE — Who referred the student to the program?
e REASON FOR ENROLLMENT — Why was the student referred (primary reason)?
e PRIMARY TRANSPORTATION — How does the student get home?

The Student Page will show the basic information of all the students the user has access to (as shown in
Fig. 8).

@ Compass
21STCCLC
STUDENTS iR
SCHOOL YEAR E SERVICES DISTRICT SCHOOL GRADE LEVEL GROUP -
22 GROUPS
GO BASIC CLEAR
EDUID « LAST FIRST CURRENT SCHOOL CURRENT GRADE LEVEL
L) ===
SR, g
ey SEEEaRES
T, e,
== R
bz E=gaam,
pi e 5l <aEERREE
me— ST
e R
[==etH o
essmmmue TN
Fig. 8

The STUDENTS tab allows for three basic functions: STUDENTS, SERVICES and GROUPS (as
shown in Fig. 9).
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a o

REPORTS SYSTEM

@ Compass hd i &

STUDENTS PARENTS STAFF

STUDENTS
® STUDENTS
SEHOOL YEAR &) services .
v v v \\
25 GROUPS

EDUID CURRENT SCHOOL CURRENT GRADE LEVEL
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-
>
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-
=
x
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ROLLING STUDENTS OVER AND CREATING NEW STUDENTS
First Step!! Roll over students from a previous year.

Once the user has identified the participant roster for the afterschool program, the first step is to cross
reference the list with students that participated in the program in previous years. Any students that have
previously participated will be rolled over into the new year. Do not try and create new students for
students that have already been enrolled. The system will not allow the user to duplicate EDUID
numbers.

To roll a student to a new school year or to a new school:

1) Click STUDENTS on main menu. From the drop-down menu that appears, click
STUDENTS (as shown in Fig. 10).

10
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2) From the STUDENTS window that opens, select the student that needs to be enrolled into a

new school year or needs to be enrolled into a new/different school (as shown in Fig. 11).

DISTRICT 1D SOOOL 0 SSN = LASY RSy CURBINT SCOMO0OL CURRINT GRADT LEVEL ACTION
7’
[ 7]
7’
£
Fig. 11

3) A STUDENT DETAILS window for the selected student will open. Click the
ENROLLMENT (as shown in Fig. 12).

STUDENT DETAILS : ADAMS, MARIA

0829504 64887 123456789

Marla gt Adams

1 1/22/ 1 998 F:;‘rirjwa;e Two or more Races asggér;x.c/Latlno

:av'r'r;y-adams@gmaul.com (760) 123-4567 (760) 2‘;.‘6-8101

é-l 26 éoulder Street IH\A4e.rid»an IA . ‘1.32:3761
Fig. 12

The ENROLLMENT screen opens and displays the student’s current enrollments. Click the EDIT
button (as shown in Fig. 13).

STUDENT DETAILS : ADAMS, MARIA

201472015 John Adams High school 1 08/18/2014
No IEP Non LEP - Yes
2013/2014 John Adams High school 10 08/19/2013 06/06/2014
No IEP Non LEP . Yes
! |
Fig. 13

11
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4) Click the CREATE button that appears at the top right of the screen. A new screen will
appear with a blank enrollment form at the top (as shown in Fig. 14).

STUDENT EDIT : ADAMS, MARIA

201472015 John Adams High school mn 081872014

No IEP QC!\ LEP Yes

2013/2014 . john Af_;df'is High school 10 5-8;194‘25 1.3 0.6:'C6.'20'-4 '

N>c IEP Non LEP - Yes

EBEl -
Fig. 14

Category Definition
School Year Select student’s enrollment school year from drop-down list.
School Select student’s school name from drop-down list.
Grade Level Select student’s enrollment grade level from drop-down list.
Start Date Enter student’s enrollment start date or select from drop-down calendar.
End Date Enter enrollment end date or select from drop-down calendar.
IEP Select student’s IEP status from drop-down list.
LEP Select student’s LEP status from drop-down list.
End Reason Select reason for end of student’s enrollment from drop-down list.

Second Step!! Creating and enrolling new students.

Once the user has identified and enrolled all the participants currently in the Compass System, then the
next step is to create new students.

To create a student to a new school year or to a new school:

1) Click STUDENTS on main menu. From the drop-down menu that appears, click STUDENTS
(as shown in Fig. 15).

12
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2) Click the CREATE button (as shown in Fig. 16).

STUDENTS
SCHOOL YEAR

uuuuu

CURRENTSCHOOL - CURRENT GRADE LEVEL

5) A CREATE STUDENT window will open with the DEMOGRAPHICS tab highlighted in

blue. The highlighted areas must be entered for each participant (as shown in Fig. 17).

Fig. 17
Category Definition
EDUID Enter student’s 9-digit State ID number.
First Name Enter student’s legal first name.
Last Name Enter student’s legal last name.
Birthdate Enter student’s birthdate or select from drop-down calendar.
Gender Select student’s gender from drop-down list.
Race Select student’s race from drop-down list.
Ethnicity Select student’s ethnicity from drop-down list.

Enrollment Date

Enter student’s enrollment date or select from drop-down calendar.

Referral Type

Select student’s referral type from drop-down list.

Reason for Enrollment

Select student’s primary reason for enrollment from drop-down list.

Primary Transportation

Select student’s primary transportation home from the drop-down
list.

3) After the student has been created, the next step is to enroll them into the current year. This is

done by following Steps 3-5 in the previous section (as shown in Fig. 12-14).

13
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SERVICES
Third Step!! Entering student participation and services.

Once the user has enrolled all students into the Compass System, the next step is to track attendance and
services offered.

1) Onthe STUDENT window, the user can easily enter services and attendance for multiple
students by checking the box next to the student’s EDUID (as shown in blue in Fig. 18).

@ Compass

STUDENTS

SCHOOL YEAR

® STUDENTS
&) services
42 GROUPS

v v v o,
SELECT v GO BASIC CLEAR m

EDUID 4 LAST FIRST CURRENT SCHOOL CURRENT GRADE LEVEL
< amm
=D
Vv emn
R,
=,
v ==
-
v onsmmm
=
L3

[T

Fig.18

2) Once the user has checked the students for attendance, then click the blue CALENDAR ICON
above the EDUID (as shown in Fig. 19).

Compass E it &5 = o
pal STCCPLC STUINTS PARENTS STAFF REPORTS SYSTEM SN
STUDENTS

SCHOOL YEAR REGION DISTRICT SCHOOL GRADE LEVEL

GROUP
o,

e 1 0

EDUID

GO BASIC CLEAR + CREATE

CURRENT SCHOOL CURRENT GRADE LEVEL

<

<]
»
i
>
o
9
=
a
a

<]
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3) A CREATE STUDENT SERVICES window will open. Enter the DATE, SERVICE TYPE and
SUBTYPE, and HOURS (as shown in Fig. 20).

CREATE STUDENT SERVICES

SELECTED (5)

R g  zCEEEE SRS SRS
STUDENT SERVICE
DATE * TYPE *
NAME HOURS * SERVICE LOCATION PROVIDER
LAN E MC IT T
Fig. 20
Category Definition
Date Enter the service date or select date from dropdown calendar.
Type Select service type from drop-down list.
Subtype Select a service subtype from drop-down list.
Hours Enter time length of service (15 min increments and decimal form: 0.25,
0.50, 0.75, 1.00.

Important Note!! All services entered for a single day should reflect the total amount of program
offered for the day.

Example: Afterschool Program = 3 hours
e Academic = 1.25 hours
e Enrichment = 1 hour
e Character Education = 0.75 hours

15
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VI. Parents

ENROLLMENT

Enrolling parent information is not required for 215t CCLC; however, parent services are tracked by the
student.

SERVICES

Idaho 21% CCLC tracks parent involvement by the student. So Services are tracked the same way as
regular Services, except the SERVICE TYPES are FAMILY LITERACY SERVICE and PARENT
INVOLVEMENT OPPORTUNITIES.

1) On the Student Homepage, the user can easily enter parent services and attendance for multiple
students by checking the box next to the student’s EDUID (as shown in blue in Fig. 21).

@ STUDENTS
) services
' GROUPS

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Fig.21

2) Once the user has checked the students for attendance, then click the blue CALENDAR ICON
above the EDUID (as shown in Fig. 22).

~LAST - FIRST
= ===
—— SR
_—— i
==y [=—==n
m— g
= S
fe P s
o E———
= i)
=] ——
L] ey
=] ]

2

Fig. 2
16
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3) A CREATE STUDENT SERVICES window will open. Enter the DATE, SERVICE TYPE and
SUBTYPE, and HOURS (as shown in Fig. 23).

CREATE STUDENT SERVICES

SELECTED (5)

AR | |  cgEnetls | GEEgEEEee || NSRS | SRR
STUDENT SERVICE
DATE * TYPE *
NAME HOURS * SERVICE LOCATION PROVIDER
O, v O,
LANGUAGE MODALITY NOTE LOCKED
Fig. 23
Category Definition
Date Enter the service date or select date from dropdown calendar.
Type Select service type from drop-down list.
Subtype Select a service subtype from drop-down list.
Hours Enter time length of service (15 min increments and decimal form: 0.25,
0.50, 0.75, 1.00.

17
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VII.  Staff

ENROLLMENT

1) Click the STAFF tab on the top of the screen (as shown in Fig. 24).

o\
@ Compass L2 it 3 = o
21STCCLC STUDENTS PARENTS REPORTS
STAFF
SCHOOL YEAR DISCIPLINE SCHOOL
v v v
A C GO BASIC CLEAR
A LAST - FIRST D DISCIPLINE POSITION CURRENT SCHOOL
TR 403527 V4
P 610
[ €D020 Vi
L= CA y
cem———— HSB13
N KMS 002
A 0109 /
re— 06-02
Fig. 24

2) On the STAFF window click the blue CREATE tab (as shown in Fig. 25).

@ Compass 2 4 2 = o

STUDENTS PARENTS REPORTS

STAFF
SCHOOL YEAR DISCIPLINE SCHOOL
v v v

X GO BASIC CLEAR
A LAST - FIRST D DISCIPLINE POSITION CURRENT SCHOOL
R 403527 ;
ol 610 /
EEermes €D020 /
== cA Va
P HSB13
PrpS— KMS 002 /
REEEE 0109 /
oSt s 06 - 02 Vi

Fig. 25

18
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3) A CREATE STAFF window opens. Enter the Staff’s FIRST NAME, LAST NAME, POSITION,
EMPLOYMENT STATUS, BACKGROUND CHECK and CPR/FIRST AID CERTIFIED (as

shown in Fig. 26).

CREATE STAFF

LAST NAME * FIRST NAME * D DISCIPLINE
v
POSITION EMPLOYMENT STATUS BACKGROUND CHECK CPR FIRST AID CERTIFIED
v v 2 N @UNK N @ UNK
NOTE
SAVE AND CLOSE CLOSE
Fig. 26

4) Next, click the SITES and enter the YEAR, SCHOOL, START DATE and INSTRUCTOR

STATUS (as shown in Fig. 27).
a. Important note!! Only enroll a staff to ONE SCHOOL, even if they work in multiple

schools.

CREATE STAFF

+ CREATE
¥ YEAR * SCHOOL * START DATE * END DATE INSTRUCTOR ACTION
v 5] | y N @UNK
SAVE AND CLOSE CLOSE
Fig. 27

19
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SERVICES

1) On the STAFF window, the user can easily enter services and attendance for multiple students by
checking the box next to the staff’s LAST NAME. Then click the blue CALENDAR ICON (as
shown in blue in Fig. 28).

ha t

STUDENTS PARENTS

STAFF
SCHOOL YEAR DISCIPLINE SCHOOL
v v
GO BASIC CLEAR
iD DISCIPLINE POSITION CURRENT SCHOOL
IS 403527
s 610 /
] -aiiummn €D020 /
G CcA 7/
RS, HSB13 Va
[ ) KMS 002 /2
] o 0109 /
fe=se=ceains N 06-02 Va
] GAnderson Shadow Butte Vs
) RAnderson Vi
| R SAnderson Shadow Butte V4
ST TAnderson Shadow Butte Ve
] 2015111 /'
Fig. 28

2) A CREATE STAFF SERVICES window opens. Enter the DATE, TYPE, NAME and a brief
description in the NOTES (as seen in Fig. 29).

SELECTED (4)

Adcock, Kimberly ® | Ahern, Samantha ® | Akers, Jessica @ | Anderson, Trevor B

STAFF SERVICE

DATE * TYPE * NAME HOURS *

SCHOOL NOTE LOCKED

SAVE AND CLOSE CLOSE

Fig. 29

20



