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Employee Information : Use thePersonnel module to add andmaintain information about your® OT COATI 6 0 00O/
members. Complete informationin the tabs General, Employment, Education, and Human Resourcesfor all
staff members.Make sure all PIR information is entered.

For any staff that are working to meet the credential requirements for their position, the PDP tab should be
completed and updated to show progress towards meeting goals.

For any programs that do not use OPEN to track training hours, all training hours must be entered and tracked
in the Professional Development tab.

To access théersonnel Module:
1 ClickManagement Tab;
1 Click thePersonnel sub-menuoption.

@ ChildPlus.net  Agency= MidAmerica_42_Preview

Services Status Center Entry Express Management Reports Setup -

Personnel Community Resources In-Kind Internal Monitoring CLASS™ Professional Development ~

The Personnel navigator lists employees on the leftand

side of the screen. To find an employee, scroll and click the
name of a listed employee or type in first or last name and
click SearchOT AZET A AT A¥T1 O AAEO OEF
Buller, Lay  Education Coor. position will di splay on the righthand side of the screen.

Camey, At Education Coor. Inactive employees will be indicated by (i).

Toadd a new employee, click the wordsidd New B
Personnel8 %1 OAO OEA DPAOOT 160 I
birthday (you can make upa birthdate and delete-later), to
determine if new err‘i‘ployee is already irChideTus.Then

Choi, Betty

Educat

Edwards, Joy Grant Monitor CIICk OK. \ . 7
Folk, Liz Elic a “ - “
_ - \ , 7
Fow yi FCl e
\‘ //
Frank-Dull, Jen
\ //
eddert, Bradl.. Gran - Add New Personnel ¥
B — Y If an employee
S e AR it Mo . transfers from one
ity sy vt S direct service provider
) ) -’
Humes, Tori Eligibility S . - SEEJ'IT_.';//- i to another’ the
. n Kate Elig cial.. 7 . - .
L . // Search for existing person receIVIng agency WI”
g 5 L e create a new personn6|
rthday 8
" b — record.
e OK Cancel
Kabrick, Jacey 7
Y ,

Change Who Appears in this List

(® Add New Personnel

AT Bl IEMALABMENTIal dndehter Ghiir Sitd. Thid wilkensure thatyou will be
EAOA Al bl 1 UA Béepagé Adr iAstrktima3A O ET EOEAT AAOA A

> 1
-5
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https://www.childplus.net/Help/1.0/Personnel/Personnel.htm

General Tab

The General Tab: The Generaltab is divided into two sub-sections,Generaland Address and ContactMake
sure that you complete all PIR information (anything with  ared PIR indicator).

9 General section : Enterall four (4) PIR dropdowns to ensurePIR information is complete. (Staff
social security numberis notrequired.)

1 Address and Contact section: Each agencynay chooseto complete thissection; however jf datais
entered upon hire, thenagencymust review and updatewhen changesoccur.(If employeés aChildPlus
user,%. 4 %2 A workierbaAalidieSs.)

James Spader

General | Employment || Education || Attachments (0)

w General

Last Name First Middle Suffix  Preferred Previous Name

Spader James W Active

SSN Birthday Gender Marital Status Race PIR Hispanic/Latina PIR
a v toWhite 10 No -

Language PIR Praficiency PIR  Primary

Proficient = M

Photo ChildPlus ID

144002

View changes made by ChildPlus
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Employment Tab: Employment Section

The Employment Tab: The Employmenttab contains information about theAT 1 T UAAS O Al b1 T Ul Al
information with the agencyMake sure that you complete all PIR information.

1 Employment section : Ensureall PIR information is enteredin this section.
o Title, Effective, Fulltimeor Part Time,Temporaryor Permanent, PositiorRrimary Program,
Primary Program Optionand Primary Service Areanust alsobe entered,or staff member will
not show up on someChildPlusreports.

U (Optional: Employee IDJob Clas§/enda Payables Account Number, Probati&nd Date, and
Dayslnactive)

o If position is newly created,then click on box besidethe words, Thisis anewly-createdposition,
and enter date when position was created.

0 Selectthe dropdown for Temporaryor Permanentasyou want it to feedinto PIR.

U EachEarly Head Start (EHS) teacheiis always enteredas Teacher for Title, Positionand
PIR Position(s)

Personnel
James Spader

ral | Employment

Teacher 4/14/12 O Full Time v Permanent

Teacher
ary Progra 3 Progra Option P y Servic
Head Start ~ Standard Full Day ~  Education
4
Woodland (KCPS)

4

Primary ProgramSelect the dropdown options of Head Start, Early Head Start, or Early Head Start
Expansion. (NOTE: EHS Expansion as a primary option is ONLY for KCPS Central and BSSD Cub C

Site:Ensure theSITEnformation is entered, or you will not be able to rét'S @S & 2 dzNJ ySg 9
personnel record. (Contact MARC Organizational Development Manager or Data & Evaluation Coord
for assistance, if needed.)
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Employment Tab: Background Section

1 The Background section: Enter all information that applies at the time ofemployment,or re-

employment,in this sectioncompletely.

Criminal Background Check z Enter the following:
A Criminal Check Enterdate receivedoriginal criminal checkresult. This date should
not be changedThis will be the date that received the last of the screenings received prior

to hire.

NEVERchange initial Criminal Check date!

o0 References Verified z Checkthis boxonceyou haveverified referencesof your new employees.

0 Health Status z The following information may not be availableupon hire; however, enter within

first 30 daysof initial hire date.

A Physical Date Enterdate ofinitial physical.

A TB TestDate: Enter dateof initial TB or TBscreening readdate.

A If your program/agency requires subsequent physicalgand TBscreeningsyou may
use theboxesfor Next Physical Due and Next TB Test Due.

Health information for new employees/rehired employeess considered current ifdated

within one (1) year of hire date.

v Background

Initial Hire Date PIR Rehire Title
8/13/20

Initial Title
Teach asst

Criminal Check

8/1/20

Criminal Check Signature

Criminal Check Comments

Follow Up Date
Follow Up Needed

1 References Verified

Mext Physical Due TB Test Date
8/5/20

Physical Date
8/3/20

Current/Former Head Start Parent PIR

MNon-Parent -

Rehire Date

Signature Date

TE Test Results Mext TB Test Due

MNegative -

Rehired Staff

For staff who arerehired at your program, follow new hire requirements. UseRehire Title and Rehire Date
located on the Employment tab, under Background to enter new information. In Personnel Notes section, enter

Al 1 TUAABO 1 AOO AAOA

the Terminated/Termination Date/TermiiT AQET 1

General tab.
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Employment Tab: Wages Section

0 The Wages section: Wage Allocationinformation is the only required information needed.
Wageallocation: SelectAdd Funding and selectthe dropdown information that appliesto the staff
i AT AAOGO COAT O AOOECIT i Al Os8

In addition, SOMEemployee positionsmay beunder multiple funding sources selectone asprimary and
alsoselectadditional ones if applicable NOTE:(PIR options could be Head Start, Early Head Start,
Early Head Start State, or Early Head Start Expansion.)

Personnel Funding

Funding < No Funding >

Percentage < No Funding >

Cost Center ID | <ALL> - 07CH7045,000 - MAHS - < No Agency >
Early Head Start - 07CH010610. - ISD Early Head Start - MARC Head Start (Grantee)
Early Head Start - 07CH010610. - MARC Early Head Start - MARC Head Start (Grantee)
Early Head Start - 07CH010610. - OB Early Head Start - MARC Head Start (Grantee)
Early Head Start - 07CH010610. - YMCA Early Head Start - MARC Head Start (Grantee)
EHS Expansion - 07HP000084. - KCPS EHS Expansion - MARC Head Start (Grantee)
EHS Expansion - 07HP000084. - MARC EHS Expansion - MARC Head Start (Grantee)
EHS Expansion - 07HP000084. - OB EHS Expansion - MARC Head Start (Grantee)
EHS State - CS18102700. - ISD EHS State - MARC Head Start (Grantee)
EHS State - CS18102700. - MARC EHS State - MARC Head Start (Grantee)
EHS State - CS18102700. - OB EHS State - MARC Head Start (Grantee)

Head Start - 07CH010610. - ISD Head Start - MARC Head Start (Grantee)

UnnAd Comvt - NTAUNIAEIN - VANC LanA Chart - AAADS Unand Chark i2rnntant

Wage Allocation Funding: Select the dropdown with the
program in which the employee &ssociated. If multiple wage
allocationsfunding, then select Primary to match the
Primary Program.

You willDELETprevious wage allocationSNLYwvhen the
employee/contractor changes title/position/assignment in that
program year.

Page |7



The Education Tab: The Educationtab contains information abouttheA T D1 T UAAS3 O AuhttkAAOEIT 1 8

Education Tab: Education Section

respective fieldsthat correspondwith the OO A £& | Al A Kanipiéte &l P18 iBfGridtidn.8
Depending on the stafposition type, other non-PIR fields may also be required.

9 The Education section:
0 EducationLevel- Selectdropdown for educationlevel.

H

E fion rdinator
H tart Teacher
tart Teacher Assistant

Early H tart Teacher

0 HighestDegree- Enter highest level and major ORNone if no degree.
o Example:BS: ElenEd/ECE
o If no college degreavasearned, then the Highest Degree done

o0 ECEor RelatedDegree- Selectdropdown for the highest ECEor Related Degree earned. SeePolicies

and Procedures for qualification requirements feachposition.
o Enrolledin an ECEor RelatedDegreeProgram- If enrolled, checkmark box and selectprogram. Write

in Notes section whatdegreeand whereemployeeis seeking degreeaswell asanticipated date of
graduation.

Personnel
James Spader
Associate’s Degree

Retated Field with Expeérser

t | Educa

tian

* AARCG&D

e (Associ *  igeladinan ECF or @alated Degree Program [ ™

w

If No Degreds selected for ECE
or Related Degree, see
additional date entry options
further in this manual.

Education Staff
gualifications are
entered in theECE or

Page [8

Related Degree section.

This teacher has an
associatedegree in Child,
Growth & Development,
so select the dropdown,
Related Field with
Experience (Associates).

<
(



Education Tab: Education Section

Teaching Staff z Teach for America with MEGA
(Head Start Teacher only)

For teacherswho have takenO %A O1 U # EE 1l A E IMEGA toteétkall Staritdadher
requirements, documentinto ChildPlusasfollows:

9 The Education section:
o EducationLevelz Selectdropdown for " A A E Aof -1 A0@ Glegee.O
0 Highest Degreer Enter highest level and major .
o0 Example:BA: History
0 ECE orRelatedDegreez SelectTeach for AmericéBaccalaureate)

Enterinto the Notes sectionthat staff memberhaspassedthe MEGAwith the name of the test

passed and thalate passedA copy of theMEGAtest results needsto beinthe AT D1 T UAAS O DAOOI
file.

Personnel Tl Cancel Add & attachments (0)

James Spader

‘ General ” Employment || Education

v Education
Education Level Highest Degree Health Credential  Social Service Credential
Bachelor's Degree ~  BA: History - -

Example shows
ECE or Related Degree PI?
Teach for America (Baccalaureate) ME o e e 5 =B TeaCh fOI‘
Enrolled in FCP or Related Program PIR - Amerlca

FCC/Home-Based or Related Degree/Certification PI? Enrolled in FCC/Home-Based or Related Degree PI? paruc'pant

FCP or Related Degree [] PI?

GED or High School only [] P*

MNotes @ = E] @ IE zﬂ
7/22/2015 222 PM Michelle Draper -
Employee is a Teach for America participant. MEGA, Early Childhood Education, was passed on 5/15/15.
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Education Tab: Education Section
(and CDA Section)

Teaching Staff with CDA

1 In Education section:
o EducationLevel- Selectdropdown for educationlevel. (This might be college/advancedtraining if staff

(0]

member has taken collegeourses.)
HighestDegree- Enter highest level and major , CDAORNone if no degree.

0o Example:BS:History

0 PreK or I/TCDA based upon what is on the certificate.

o If no college degreavasearned, then the Highest Degree done
ECE orRelatedDegree- Select the dropdownNoDegree
Enrolled in an ECE oRelatedDegree Progrant If enrolled in a degree seeking program, check mark
boxand selectprogram. Write in Notessectionwhat degreeand where employeeis seekingdegree,as
well asanticipated dateof graduation.

i In CDAsection:

(0]

(0]

(0]

Select dropdownHas CDA Assessmemtder Preschool CDA or Infant/Toddler CDA according to the
language on the certificatehat was received

Checkmark the boxbesideCDA isappropriate £i O OOA &£&£ | Al A A OQptiah if hOEAE O U
appropriate for the age group that the teaching staff works with

Enter CDA Obtaineddate and CDA Next Renewalate.

James Spader
General || Employment | Education

w Education

Employee has some

Education Level

College or Advance Tral.. =t degree- In ECE or

ECE or Related Degree PIR

college hours, but no

Highest Degree Health Credential Social Service Credential

Related Degree

B — - - - == section, use the

MNotes

No Degree

dropdown, No Degree.
FCP or Related Degree [ ] "* Enrolled in FCP or Related Program PR - p ! g
FCC/Home-Based or Related Degree/Certification PI? Enrolled in FCC/Home-Based or Related Degree PIR .

Notice CDA

GED or High School Only PIR

- -

| Assessment under
Preschool and date
obtained and date to
renew.

"A ODOOA COAis
appropriate for staff

| AT AAOBO o0¢
v CDA / S e A 2w
] ProgOAl [ BDOEI

Preschool CDA PIR Infant/Toddler CDA PIR et Aﬁ .

. . CDA is appropriate for sta )

Has CDA Assessment v member's Primary Program Option

CDA Last CDA Mext CDA Resource CDA Resource File
Waiver Expiration CDA Start CDA Obtained Renewal Renewal File Began Completed
9/15/14 9/15/17
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Education Tab: Education Section
(and CDA Section)

T hing Staff Enrolled in CDA Trainin

1 In Education section:
0 EducationLevel- Selectdropdown for educationlevel.
0 HighestDegree- Enter highest level and major ORNone if no degree.
o Example:AA: Accounting
o If no college degreavasearned, then the Highest Degree done
ECE orRelatedDegree- Select the dropdownNoDegree
Enrolled in an ECEor RelatedDegreeProgram z DoesNot Apply.
Notes Sectioradd a statementindicating the plan for training.

[elNeolNelNe]

M In CDAsection:
0 Select dropdownlin Training under appropriate programoption.
0 Checkmark the boxbeside(DA isappropriate £1 O OOAAL£AL | Al AAOD®OED
0 Enter CDA Startlate.

James Spader

General || Employment | Education

w Education

Education Level Highest Degree Health Credential Social Service Credential
Associate's Degree ~  AA: Accounting - -

ECE or Related Degree FIR
PIR

Mo Degree + Enrolled in an ECE or Related Degree Program
FCP or Related Degree [ | P* Enrolled in FCP or Related Program PIR -
FCC/Home-Based or Related Degree/Certification PI? Enrolled in FCC/Home-Based or Related Degree PI?

- -
GED or High School Only [] PR

Motes B E] @ [h I(7!

9/23/2014 1223 PM  Michelle Draper
James is enrolled in online CDA training; subscription is for one year.

v CDA
Preschool CDA PIR Infant/Toddler CDA FI® _ _ -
In Traini . . CDA is appropriate for staff '
n fraining member's Primary Program Option
CDA Last CDA Next 4 Resource CDA Resource File
Waiver Expiration CDA Start CDA Obtained Renewal Renewal File Began Completed
9/15/14

/

Besuretocheck / 5! A a | LILINE LINAR |
t NA Yl NE t NP &hhls Will feedJiatd R X ¢
information for staff who arenrolled in CDA training
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Education Tab: Education Section

(and CDA Section)

(Thecertificate is a higher credential than a CDA, but fdead Startpurposes, this
certificate is equivalent to a CDA.)

In Education section

o Education Level- Select dropdown forPreschooCertificateor should this be CDA Equivalent

HighestDegree- Enter highest level and major ORNone if no degree.
o Example:AA: Accounting

If no college degreevasearned, then the Highest Degree idone

ECE orRelatedDegree- Select the dropdownNoDegree

Enrolled in an ECE oRelatedDegree Progrant If enrolled in a degree seeking program, check mark

In CDAsection:

0 Select dropdownHas CDA Credentiainder appropriate option.

0 Checkmarkthe box beside(DAis appropriate for staffi A 1 A A@a®Program
Optiond €

boxand selectprogram. Write in Notessectionwhat degreeand where employeeis seekingdegree,as
well as anticipated date of graduation.
Notes Sectioradd a statement indicating what early childhood certificate they earned.

Jacey Kabrick
. General I Employment I Education || Attachments (1) || Human Resources HEH Professional Development .

v Education

Education Level Highest Degree Health Credential  Social Service Credential
CDA Equivalent ~ (DA PreK No - No -

ECE or Related Degree PIR

No Degree + | Enrolled in an ECE or Related Degree Program [ | PIR
Highest Level of FCP Education Enrolled in FCP or Related Program

- -

Completed Family Development Related Credential [] PIR

FCC/Home-Based or Related Degree/Certification PIR Enrolled in FCC/Home-Based or Related Degree PIR

- -
GED or High School Only

Motes e [EJ @ M z?\
8/26/2019 1:25 PM  Pam Kabrick a
Jacey has an early childhood education and development certificate from MC.

v (CDA

Preschool CDA PIR Infant/Toddler CDA PIR oR
. . CDA is appropriate for staff

Has CDA Credential ~  Has CDA Credential - pprop

member’'s Primary Program Option




Education Tab: Education Section
(and CDA Section)

Teaching Staff with an Alternative to a CDA

(Head Start Teacher Assistant and EHS Teacher only)
(Any degree with 9+ECHEeducation COREcredit hours OR any degree with 120
formal clock hours of training.)

1 In Education section:
0 EducationlLevel- Selectdropdown for educationlevel.
o0 HighestDegree- Enter highest level and major ORNone if no degree.
o Example:BA: Englisted
o If no college degreavasearned, then the Highest Degree done
0 ECE orRelatedDegree- Select the dropdownNoDegree
o Enrolled in an ECE oRelatedDegree Program If enrolled in a degree seeking program, check mark
box and selectprogram. Write in Notessectionwhat degreeand where employeeis seekingdegree,as
well asanticipated date of graduation.
0 Notes Sectioradd a statement that they meet the credential requirements for a Head Start teacher
assistant or EHS teacher.

M In CDAsection:
0 Select dropdownHas CDA Credentiainder both Preschool and Infant/Toddler CDA.
0 Checkmark the boxbeside@ DA isappropriatefor OOA £& | AT AAOS O/ DOEI A 0 O ¢

General || Employment | Education | Attachments (1) || Human Resources || PDP || Professional Development
| *AAAU EAO A
w Education R
degree with at least 9
Education Level Highest Degree Health Credential Social Service Credential
Bachelor's Degree = BA: English ED No - No ~ hours of CORE
ECE or Related Degree PR ECHeducation credit
No Degree ~ Enrolled in an ECE or Related Degree Program PIR hours
Highest Level of FCP Education Enrolled in FCP or Related Program

To make data entry

Completed Family Development Related Credential PIR A I T O E O O A(tl:mﬁ
FCC/Home-Based or Related Degree/Certification PIR Enrolled in FCC/Home-Based or Related Degree PIR |S approprlate fOI’ Staﬁ

' ' i Al AROGO 0O0E
GED or High School Only 0 o I Q O A i / D O E

Notes [CRN =1Vl
8/26/2019 1:25 PM  Pam Kabrick -
Jacey has a Bachelors in English Education and 9 ECE core hours, Meets credential requirements for EHS
teacher and HS teacher assistant.

v CDA
Preschool CDA PIR Infant/Toddler CDA PIR . h ¢ PIR
Has CDA Credential . Has CDA Credential CDA is appropriate for staf

member's Primary Program Option
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Education Tab: Education Section
(and CDA Section)

Home-Based Staff

o0 The Education section:

(0]
(0]

(0]

EducationLevel- Selectdropdown for educationlevel.
HighestDegree- Enter highest level and major ORNone if no degree.
0 Example BS: Family & Chil@evelopment
FCC/HomeBasedor RelatedDegree/Certification - Selectdropdown for the highest related degreeor
certification.
o If none of the dropdown optionsapply, leaveblank.
Enrolled in an FCCNXJomeBasedor RelatedDegree- If enrolled , selectdropdown option.
o If er;((olled in adegreeseekingprogram, write in notessectionwhat degreestaff memberis
seeking.
CDAz If staff member eayneda Home-Visitor CDAcredential, selectHasCDAAssessmerftom both
Preschool CDA and Infant/ToddlelCDA.

CompletedFamily Developyent Related Credentiag check ifapplicable.

Home-Based staff has
a BS: Child & Family
Development.

information is entered Hidest Level of FCP Education PIR
in the notes section. M M

James Spader
General || Employment | Education | Attachments (0)

v Education

Education Level Highest Degree Health Credential  Social Service Credential
The beSt drOdeWH Bachelor's Degree ~  BS: Family & Child e M
for this degree isOther ECE or Related Degree PR
(Baccalau rea'[e)SO + | Enrolled in an ECE or Related Degree Program [ PIR

Enrolled in FCP or Related Program PIR

Page [14

Completed Family Development Related Credential FIR

FCC/Home-Based or Related Degree/Certification PIR Enrolled in FCC/Home-Based or Related Degree PIR
Other (Baccalaureate) - -

GED or High School Only

Notes [ER = g
8/21/2017 9:25 AM Michelle Draper
BS: Child & Family Development (2000)

A




Education Tab: Education Section

Familv Community Partnership Staff (Family Service Staff

o0 The Education section:

Page [15

Education Level- Select dropdownfor educationlevel.
HighestDegree- Enter highest level and major ORNone if no degree.
o Example MS:Psychology
Highest Level of FCP EducationSelect dropdownfor the highest related degree.
Enrolled in a FCPor RelatedProgram ZIf enrolled ,checkmark boxand selectprogram.
o] enrolled in a degree seeking program, seleBtegree
o I\enrolledin Family DevelopmentCredentialselectNon-DegreeCredential
o If FCPeredential is needed andstaff memberis not enrolled, selectNo.
0 NQTE:Leavesectionblankif staff memberif staff member has a FCP related degree qualification

CompletedfFamily DevelopmentRelatedCredentialz checkmark box ONLYwhen credential hasbeen
completed.

GEDor High$choolOnly z Checkmark boxif highest education level of a Familyand Community

Partnership staff member is a GED or HigdchoolDiploma.
CompletedFaknily Development Related Credentiag check ifapplicable.

James Spader
General || Employment | Education || Attachments (0)

w Education

Education Level Highest Degree Health Credential  Social Service Credential
Master's Degree ~  MS: Psychology A -

ENE or Related Degree PIR

~  Enrolled in an ECE or Related Degree Program PIR

Highest Level of FCP Education PIR Enrolled in FCP or Related Program PIR
Related Advanced Degree - -

Completed Family Development Related Credential PIR

FCC/Home-Based or Related Degree/Certification PIR Enrolled in FCC/Home-Based or Related Degree PIR

GED or High Schoal Only

Motes (SR IE] @ Dﬁ zz
8/21/2017 9:25 AM  Michelle Draper -
MS: Psychology

Meets qualifications for Family Worker position.

Because the credential for the Family Community Partnership
Staff is aPIRquestion, please review credential to determine if
FCP or Related DegrégRanother dropdown option is a better fit.

Related Degree for FCRocial work, sociology, psychology, fidyn
studies, counseling, family development, family systems theory,
human resources development.




Substitutes Emploved by your Program

Enter all information the same as all other staff.
U Donot mark aPIR position for substitutes.

0 EXCEPTIONSo this rule: If a substitute replaces a staffmember for an extended
period of time, click appropriate box beside position replaced. Enter notes the
PersonnelNotessectionto indicate who the substitute is replacing andcheck the
PIR position.

0 When asubstitute is replacing a staffmember,be sureto update CP1010 to indicate
his/her classroomassignment.

Prodaram in i Vi

DO NOTenter Substitutessecured throughDistrict or a Substitute Services agency into the
ChildPlus database.

Transition of Staff to another Position or Program Option

Whenastaff memberis transitioned to another position or program option ,ensurethat the
following is completed:

NOTES sectionz before you make changes in dat@ntry of staff who havebeenassigned a
different position, enter relevant notes in theNOTESsection about the position they are
leaving, including

9 the position and title

9 primary program option

1 primary service area

1 date the staff member started previous posion

Employment Tab:
o Initial hire date remainsthe same!!!
o Determine which of the following information needs to be changed to reflect the
new position:
Title and Position
Effective (date)
Primary Program
Primary Program Option
Primary ServiceArea
PIRPosition
WageAllocation (Delete previous wageallocationif primary programis different.)

© OO0OO0OO0OO0OOo

Education Tab:
o Verifythatthe AT D1 T trédddndalinformation is enteredin the correct location.
0 ECE/Relateq; EducationStaff
0 FCP or Related Degred-amily ServiceStaff

0 FCC/Homebasedor RelatedDegree/Certificationz FCCProviders and Home-
basedstaff

**Information on transitions is also entered in the Human Resources tab**
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Human Resources tab

The Human Resources tab was created by MARC Head Start staff in order to capture and
track information that was not available in ChildPlus, such as follow up criminal background
checks. The module also allows us to create customized reports to meet the ritoring

needs of staff information.

Select the green Add Human Resources button.

Human Resources (1)

Program

Head Start

Drag a column header here to group by that column

Hire Date  Initial Crimi... Title

8/13/2020  8/1/2020

Teacher

*

General || Employment | Education | Attachments (1) | Human Resources | PDP || Professional Development

Print All Records  EGRIRENEEA TG

FBl Finger... State Fing.. Sex Offen.. Child Abu.. RapBack Agency.. Stand

812020  811/2020  8§/1/2020  8/1/2020

813/

Complete all fields.

9 The Initial Criminal Background Check date should match the one in the Employment

tab.

1 The Initial Background Check dates should not be changexien if a staff member
changes positions.

9 If subsequent checks are completed, use the Recent Criminal BackgrduChecks

fields.
0]
0]

This includes the checks required 5 years from completion of the first set

If your agency hires someone that has an eligibility letter from Missouri that
was completed wthile they were employedat another agencyand it is older
than 6 months, as indicated in MARC Head Start procedure 8200.

























