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Community Schools Case Management

By accessing this Community Schools Initiative Case Management System, |
affirm | am an authorized user from a school system, governmental child
welfare agency, court, or a local state or federal correction agency with a
legitimate educational interest in the education records of the students within
this system.

If you click "l agree”, please allow a few seconds for the application to load
all data.

If you click "Decline”, you will be logged out of this application

Los Angeles County
Office of Education

Introduction

Go to https://epsportal.lacoe.edu/ to begin
Click on the red tile Community Schools Training
Read and click | Agree to open the app

Important Notices

This training material covers enhancements to the
Community Schools Case Management System

All data in the Community Schools Training app and
training material is fictitious

To protect privacy, do not enter real personal data
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Log In to EPS Portal

* Login at epsportal.lacoe.edu
* Use Microsoft Log In with a LACOE account

000

Los Angeles
Educational
Passport System

Welcome to the Los Angeles Educational Passport System

Log in using your organizational email account and password

’EﬂMicmsoﬁLogln) | &+ Google Log In »

Microsoft Azure Active Directory Administrators - click here to approve access for your organization »

© 2021 - Los Angeles County Office of Education
El elpD coe.ed!



https://epsportal.lacoe.edu

Agreement

Select | Agree to the Community
School Case Management System
Agreement

Selecting Decline will take you out of
the application

000

Community Schools Case Management X

Community Schools Case Management

By accessing this Community Schools Initiative Case IManagement System, |
affirm | am an authorized user from a school system, governmental child
welfare agency, court, or a local state or federal correction agency with a
legitimate educational interest in the education records of the students within
this system.

If you click "l agree", please allow
all data.

a econds for the application to load

If you click "Decline”, you will be st of this application.

Decline



Log In to EPS

 EPSis optimized for the
Google Chrome browser
* After logging in to EPS
Portal
* Click on Applications

000

Los An ge les Home  Applications
Educational
Passport System

Welcome to the Los Angeles Educational Passport System

M8 22 Applications »

© 2021 - Los Angeles County Office of Education
Email: HelpDesk@lacoe.edu

LACOE Student Privacy Guidelines



000

If needed, Request Access to Applications, Step 1

e Click to Request Access

e Select Community Schools from
the drop down menu

Applications

Request Access to Additional Applications

Individual Learning Plan Training
Multi-Disciplinary Team Training
LacoeTracks

Online Reports

Community Schools

Doccument Transfer




If needed: Request Access, Step 2

* Click Request Access

Request Access to Applications

Application Community Schools

hd CIiCk Save Community Schools

Application

£ \
) S



Select your application

Your screen may look
different
Community Schools Training
is for training purposes only
e Actual student data
should not be entered
there

CommunitySchools
(Community Schools)

CommunitySchoolsTraining
(Community Schools Training)

Community Schools

You are authorized to ac

Application Administrator

Community Schools Approvers

Community Schools Trai:

You are authorized to ac

Application Administrator

Administrator

000

cess the following roles @

Application Administrator

Users who get to approve requests coming from CSI

ning

cess the following roles ©

Application Administrator

Administrator
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Log Out Procedure

** TRAINING SITE ******* Hello 1 Log Out

To log out completely:

1.

C I | C k L o g 0 ut | n t h e t o p r| g ht ::;; g;fem, governmental child welfare agency, court, or a local state

corner of the app <‘
i}
All b

Click Log in on the CS welcome

page
Click Log Off on the EPS Welcome to Community Schools Case Management System.

Pleaso view the content e

Welcome Schwanz_Mark e | Log Off I

Los Angeles
Educational
Passport System

welcome page

1



Case Management System Home 000
You will find the Dashboard and the Pending Referrals Table below

 For more detailed information, click on the ©

Students

Community Clients

Service Delivery

Family Support

Partnerships

Success Stories

A

= School Name
Community Schools Impact e — CE—————

(i)
L)

Outreach

Activities ’ii.‘ Served

Donatfons 7 Family Support
Received i Encounters

s A

Families

$2,100 [ ‘g "5 1

Shared Decision Goods
[.. Making Meetings Distributed

R 568 0

Partnerships

Think of the dashboard on the top of the Community Schools Impact page as a
recap of your activities in the site based on the current data




Case Management System Home

Detailed information
The interactive report provides details and insights for outreach activities

Students

Community Clients

Service Delivery

Family Support

Partnerships

Success Stories

@ School Name Primary Service Type Type Of Outreach Audience Linked Academic Year
All VoAl v oAl vooAl v oAl v oAl v
Number of outreach activities by month Number of outreach activities by primary service type

i
Feb 2022
Personalized Outreach Activities Number of Individuals reached through Personalized Activities
In Person 3
In Person 100%
Presentation of Information by primary service type
Enrichment Programs / After-School Programming 1
Mass Communication Outreach Activities Mass Communication Audience
1.0
Parent/Caregiver 33.33%
05
Student 66.67%
00
Email Flyer Distribution Social Media

A

sS4 A

OO0 0

13



Case Management System Home 900

Detailed information, Continued
Examine Outreach Data by category

o000
COMMUNITY
SCHOOLS
Opportunity. Equity. Families.
A Home

Students

Community Clients

Service Delivery

Family Support

Partnerships

Success Stories

Outreach
activities by
primary
service type

Number of outreach activities by primary service type

Number
reached
though
personalized
activities

-

‘Number of Individuals reached through Personalized Activities

>

14



Case Management System Home 000

Detailed information, Continued
Examine Outreach Data by category

%  students

:;: Community Clients

™ Service Delivery
Family Support

w
v
[ -4
“ﬁ Partnerships
v
Bl

Success Stories

v All

@ School Name Primary Service Type Type ¢
All

Number of outreach activities by month

Count of outreach
activities by month

Feb 2022

Mass Communication
is broken down by
audience type

Mass Communication Audience

> Parent/Caregiver 33.33% r

Community Schools Case Management

By accessing this Community Schools Initiative Case
agency with a legitimate educational interest in the ed

Student 66.67%

Click the arrow in the upper left to go

@ School Name & Pri
All v All

' Number of outreach activi

back to the main page

15



00O
Pending Family Support Referrals

This grid is located below the CS Home Dashboard

LA BN J
COMMUNITY PERSON SPOKE TO = NOTES =
SCHOOLS

Home

REFERRAL = WHO REFERRED =

Success Stories

Referrals which have been pending over two weeks are in red

16



dO
Mental Health Activities Grid

* This grid is located below the Pending Family Support Referrals Grid
* Itis only visible to CS Staff who have access to Mental Health activities

e Supervisors use the Status column to view Pending or Drafts \

Draft's/Pending Family Support Mental Health Activities:

LE NN J Click on a row link to view the Family Support case for the record.
COMMUNITY
SCHOOLS — — — — — — ’ - ‘
i S & Y CREATEDBY = Y CREATED DATE = Y LAST MODIFIED BY = Y LASTMODIFIED DATE = Y REVIEWEDBY = Y REVIEWED DATE = YJ] STATUS = ¢
portunity. Equity. Far
/h\ H SPADSMemberi@lacoe.er  1/11/2023 SPADSMemberi@lacoe.er  1/11/2023 Draft
® 0
- S t
SPADSMember1@lacoe.e:  1/11/2023 SPADSMemberi@lacoe.er  1/11/2023 Draft
'8 con t
S‘?\ Service Delivery SPADSMemberi@lacoe.er  11/1/2022 SPADSMemberi@lacoe.er  11/3/2022 SPADSOwneri@Ilacoe.ed. 11/1/2022 Pending Review
v 500
= F Ippor
- SPADSMemberi@lacoe.er  11/1/2022 SPADSMemberi@lacoe.er  11/3/2022 Pending Review
“ Part
W
as Suc S

SPADSMemberi@Ilacoe.e.  9/27/2022 SPADSMemberi@Ilacoe.er  9/27/2022 Pending Review
Draft's/Pending Family Support Mental Health Activities grid

17
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Students

000

Students — Home
Add Student
Add Student Details

Student — Data

Student — Details

Family Tab

Reconcile Contact

epsportal.lacoe.edu
helpdesk@lacoe.edu
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Students — Home

Key terms and functions are defined on Students Home

LA X N J
COMMUNITY
SCHOOLS

Opportunity. Equity. Families.

/A Home

Students

::: Community Clients
H Service Delivery
o Family Support
‘F Partnerships

‘.'. Success Stories

©

Permissions
Sorting/Search
Data filtering

Add Student

Students

Permissions: Your role and school assignment(s) will determine which records are displayed

Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column fo filter {
Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon

Add Student: If you cannot locate a student, please use the "Add Student" button to manually add a student. You must have the school, First

aids in reconciling the student data with the student's SIS record when it becomes available

Show Select.. ~ entries

SCHOOL NAME = FIRST NAME = LAST NAME = SSID =
Azusa High School John Doe 0123456789
Azusa High School xxodiox XX Annx 135832

{igh School xxladox XX lanx

Azusa High School XXX xx Khax 89250

19



Students — Home, Continued

* You have access to only view data for the school you are assigned
« Use the selector drop-down to change the number of lines shown

®
C

oe

LN
MMUNITY
SCHOOLS

Opportunity. Equity. Families.

/h\ Home Students
Permissions: Your role and school assignment(s) will determine which records are displayed Green = Reconciled

earch: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column to filter the field to your search criteria Yellow = Manually Created Student

Students
Date fmermg: Date fields can be filtered on different criterias by CHCKII’\Q on the calendar icon.

Student: If you cannot locate a student, please use the "Add Student" button to manually add a student. You must have the school, First and Last Name, and SSID available when adding. This information
in reconciling the student data with the student's SIS record when it becomes available.

Service Delivery Show Select.. ~ entries +Add Student

Community Clients

Family Support SCHOOL NAME = FIRST NAME = LAST NAME = ssiD = DISTRICT STUDENT ID = DOB = ADDED MANUALLY =
= X
Partnerships
Azusa High School John Doe 0123456789 True
Success Stories
XX Annx 135832 False
Azusa High School XX lanx False

xx Khax

Azusa High

20



Students — Home Continued

Note the color codes:

Green Reconciled student data (imported from district data)
Manually created student (added by CS staff)

Yellow

o000
COMMUNITY
SCHO

QLS
Opportunity. Equity. Families.
Students

3

A Home
ﬁ Permissions: Your role and school assignment(s) will determine which records are displayed Green = Reconciled
Students Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column to filter the field to your search criteria. Yellow = Manually Created Student
uaen
Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon.

10 Community Clients Add Student: If you cannot locate a student, please use the "Add Student” button to manually add a student. You must have the school, First and Last Name, and SSID available when adding. This information
= > J o aids in reconciling the student data with the student's SIS record when it becomes available

o) select +Add Studer

i /e Show Select v entries

A®), Service Delivery

v Fami |ryr Su ppo rt SCHOOL NAME = FIRST NAME = LAST NAME = ssib = DISTRICT STUDENT ID = DoB = ADDED MANUALLY =

I : a -
¢F Partnerships

Azusa High School John Doe 0123456789 True
w Success Stories
—— igh School X AnNX 123456 11/15/2005
XX lanx 1

my
)

High School XXX

21



Students — Add Student

« Columns have sort =, calendar =1, and search & functions
« Select +Add Student button if you need to add a student

(L BN J
COMMUNITY
SCHOOLS

Opportunity. Equity. Families.

A Home

Students

Community Clients

Service Delivery

Family Support

Partnerships

B4 & Re

Success Stories

Students

Permissions: Your role and school assignment(s) will determine which records are displayed. Green = Reconciled

Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column to filter the field to your search criteria anually Created Student

Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon.

Add Student: If you cannot locate a student, please use the "Add Student” button to manually add a student. You must have the school, First and Last Name, and SSID available when adding. This information
aids in reconciling the student data with the student's SIS record when it becomes available

Show Select.. ¥ entries +Add Student

SCHOOL NAME =5 FIRST NAME LAST NAME = SsiD = DISTRICT STUDENT ID = DOB = ADDED MANUALLY =
X

Azusa High School John Doe 0123456789 True

Azusa High School xxodiox XX Annx

XX lanx

XXX Xx Khax

22



Add a Student Example

Click on Students in the CS Menu then +Add Student

1.

Enter info:
e District: Montebello Unified
e School: Shurr High
* First Name: enter a name
* Last Name: enter a name
e SSID: enter a number
Note: High School label is changed to
School throughout the app
Click Save

Add Student Details

060

*District

‘ Montebello Unified

=)

‘ Schurr High

*First Name

‘ Mary

“Last Name

‘ Washington

“SSID

‘ 0987654321

Cancel

The district and school data you have access to in
the training app may different than the example

23



OO
Student — Data

- After manually adding a student, the row will be highlighted in Yellow

 When the student data is later merged with the automatic updates the row
will have a Green highlight

e Click on a student name to view the student details

(L BN J
COMMUNITY
SCHOOLS

Opportunity. Equity. Families.

Students

Permissions: Your role and school assignment(s) will determine which records are displayed Green = Reconciled
A Home

Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column to filter the field to your search criteria Yellow = Manually Created Student

Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon.

Students Add Student: If you cannot locate a student, please use the "Add Student” button to manually add a student. You must have the school, First and Last Name, and SSID available when adding. This information
aids in reconciling the student data with the student's SIS record when it becomes available.

Show Select.. ~ entries +Add Studer

7as® Community Clients

832 123456 11/15/2005 False

Success Stories

A®), service Delivery
SCHOOL NAME = FIRST NAME = LAST NAME = SSID = DISTRICT STUDENTID = DOB = ADDED MANUALLY =
v :
& Family Support = %
‘I? Partnerships John Doe 0123456789 True
oy

First Name Last Name

xxladox Xx lanx

XXX xx Khax 89250

False

¢

24



dO
Student — Details

Under Student Details you will find demographic, academic, discipline,
enrollment, family contacts, and attendance data, updated from the automatic
student information system or CALPADS imports

« For example, the student Enrollment Details Table will have rows added as data

becomes available

o2 coinmndinilty Clignts

25



Student Details — Family Tab

Add a contact with +Add Contact on the family tab
Enter the contact information and relationship to the student

NN ]
noe

PP

°

rtus

2 »

Bs
e

B4 & Re &

®
M
H

L J

MUNITY
o LS
Equl milies.

ty. Equity. Famill

Home

Students
Community Clients
Service Delivery
Family Support
Partnerships

Success Stories

Student Details

Contacts Details
+Add C
match o

“Family

AZUSA HIGH SCHOOL

Family Support Log

Cick on an "ID" number to be taken to the Family Support screen to v

Family

Smith

Grandfather

Stepmother

Gender:M

Grade: 12

Green = Reconciled with SIS Data

000

| +Add Contact

a
a
a
a
a

26



Student Details —

Find the contact in the
drop down and select
Reconcile

Reconcile Contact 3020004

Reconcile Contact

The History tab will show
the imported data

Family Member Id 1240467

Address

zzzzzzz

Email Home Phone

aaaaaaaaa

Gender

Female @~ Female

000

Reconciled contacts will
have a Green highlight

2

27



®
Student Details — Services Received

In Student Details the Services Received tab is available to summarize Family
Support and Service Deliveries the student and their contacts have been linked to

L X BN J Student Details
COMMUNITY :
Student Name : Brad Pitt
SCHOOLS Rl Fip
Opportunity. Equity. Fam Date of Birth : 11/15/1998
/ﬁ\ Home Details
;: Student First Name
Brad
:;'. Community Clients

Date of Birth

11/15/1998

v
o
=
-]

Disability Status
Disability Status
Foster Status

W
v
L 4
&
w s
[%)
Ethnicity

Hispanic Or Latino

Foster Status

Academic

Student’s Mobile Phone

Attendance

=

Special Education

Special Education

Homeless

Homeless

Parent Veteran Status

Parent Veteran Status

SSID : 89164
District Student Id : 123456

Discipline Enrollment

Middle Name

Student's Home Phone

Age
23
Disability Code 1

Deafness (DEAF)/Hearing impairment (HI)

Housing Status Code

Race

Filipino

Family

Gender: M
Grade : 12

Last Name
Pitt

Student’s Email Address

Primary Language
Filipino (Pilipino or Tagalog)
Disability Code 2

Speech or language impairment (SLI)

Parent/Guardian Name

xxlejox

Parent/Guardian Ed Level

Some College or Associate's Degree

28



Student Details — Services Received

Student Details
Student Name : Brad Pitt
Date of Birth : 11/15/1998

View Family Support Log and Service
Deliveries linked to the student and

their family
Click on a number in the ID column
to view info )
Sort by column headings

Search functions:

DATE =

12/16/2021

Family Support Log

SCHOOL NAME

Azusa High School

Azusa High School

Azusa High School

Azusa High School

Azusa High School

Service Deliveries

D Click on an “ID" number to be taken to the Service Delivery screen to view the details of the service(s) provided.

SERVICE TYPE =

Basic Needs Support

3 4

SSID : 89164

District Student Id : 123456

PERSON SPOKE TO

Student

Student

Student

Student

Student

ENTERED BY =

Intern

liment

Click on an *ID" number to be taken to the Family Support screen to view the details of the support case.

FIRST NAME

TYPE OF EVEN'

Distribution of Goods

Gender: M
de : 12

LAST NAME

DESCRIPTION =

holiday roundtable

DATE OF SERVICE =

12/6/2021

12/9/2021

12/9/2021

12/912021

12/16/2021

MODIFIED ON =

¥

29



®O
+Add Student

* The Student Already Exists alert will show up when the student is
found in another school site

e It will list the school where the student was found

* |f this happens, don't add the student, but open a help desk ticket
requesting the AD&S team reassign the student to the current school

Reminder: when adding students, please use SSID and not the district
student ID
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Community
Clients

000

Community Clients — Overview

Add Primary Household Member

Family Support Log

Family Tab — Add Students

epsportal.lacoe.edu
helpdesk@lacoe.edu
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Community Clients — Overview

000

Add Community Clients to cases when the student is not enrolled in your school

oo oo Community Clients Light Green =
COMMUNITY Primary Household
SICHQOQOLS You can add community clients here in order to link services and support cases to members of the community who do NOT Momber
DI fo, Pwnmes have a student enrolled in a participating Community School.

/ﬁ‘ Home Do not add clients here if the person can be linked to a student as a contact or member of their family and/or household.

;’. Students Add Primary Household Member: Add a Primary Household Member as your client. This will allow you to link other

household member(s) and indicate their relationship to this primary person.

:&: Community Clients

Grid links: Click on the primary household member's link in the grid to access their details and add additional members to

+Add Primary Household Member

MEMBERS ID EDIT INACTIVA

Q Q

SCHOOL

H Service Delivery their household.
v "Edit" pencil icon: Click to edit the primary household member's details.
Family Support

=

"j‘ Partnerships Show Select.. ¥ ontries

& success stories SERVICING SCHOOL
NAME FIRST NAME LAST NAME HOME PHONE

Primary Household Member in Green

Q
AZUSA HIGH John Smiths j

32
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ge
i

B4 & be E

pportunity. Equity. Families.

Home

Students

Community Clients

Service Delivery

Family Support

Partnerships

Success Stories

Fill out as much
as possible

Required fields
are marked *

Community Client's Details

Name : John Smiths

Client Unique Id : 9

Details Family
*Servicing High School
AZUSA HIGH SCHOOL

*First Name

John

Address

Zip Code

Relationship

Primary Household Member

Servicing School : Azusa High School

Middle Name

City

Zip Ext

Primary Member?

Primary Status

@O
Community Clients — Add Primary Household Member

To edit the details for this client, locate their record in the Community Clients grid and click on the pencil icon.

*Last Name

Smiths

State

*Best Contact Number

555-555-5555

33



@O
Community Clients — Family Tab

* View, search and add household/family members related to the Community
Client (non-enrolled community member) on the Family tab

* Add family members to the household who receive support

Community Client's Details

OMMUNITY Name : Beige Salamander Initial Servicing School : Azusa High School
SCHO0OLS Client Unique Id : 27
Opportunity. Equity. Familie: To edit the details for this client, locate their record in the Community Clients grid and click on the pencil icon

Community Client's Household Members

=% students
Add Household Member: Click to add household members to the existing primary household
;&; Community Clients “Family Support Log": This grid located below the “Family Members" grid allows you fo view all family support cases linked to this community member

+Add Household Member

Iﬂ Service Delivery —
s e e FIRST NAME = RELATIONSHIP = LAST NAME = HOME PHONE = MEMBERS ID = EDIT = DELETE =
= i =
& Family Support
‘5‘ Partnerships x =
Azusa High School Grey Aunt Salamander 28 2 o
o Success Stories

34




Community Clients — Family Tab, Continued

Add as many details as possible

Adding Household Member

Required fields are marked with a *
Set the relationship of the household

member to represent their relationship to | e
the primary client
Choose Save to enter the household T ] Oy e

member information

Hispanic Or Latino

000



Community Clients — Services Received

* View, search, and sort the Family Support Log and Service Delivery grids for

the community client
* C(Click on an ID number to view the details

Community Client's Details
Name : Angelica Salazar Initial Servicjga®®Chool : Littlerock High School
Client Unique Id : 21

To edit the details for this client, locate their record in the Community Clients grid and click on the pencil

Details

y Services Received

| Family support Log |

Click on an "ID" number to be taken to {j

Zmily Support screen to view the details of the support case

Y SCHOOL NAME = Y PERSON SPOKETO Y FIRSTNAME

.
b
£
i
’

)|

sa High School Community Client Angelica Salazar

Click on an "ID" number to be taken to the Service Delivery screen to view the details of the service(s) provided

SCRIPTION =

111172022 Basic Needs Support Community Schools Specialist Workshop / Training test

122 10/26/2022  Basic Needs Support Community Schools Specialist Workshop / Training testing

)

10/26/2022

10/26/2022

36
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000

*Family Support - Home

*Add a Family Support Case

eSearch for Student

*Procedures

*Distribution of Goods

*Family Support Gift Card Distribution

*Follow-up Support

*Student Documents
*Student Details
*Direct Services

epsportal.lacoe.edu
helpdesk@lacoe.edu 37



00O
Family Support Overview, Home

Family Support is where you find and add Family Support cases
1. Clickonaname .

[ AN J ik — |
oM UNITY TRAINING SITE @lacoe.edul Log Out
. SCHOOLS
in t h e P erson opportunity. Eauity. Famies. P SapE
A Home Permissions: Your role and school assignment(s) will determine which records are displayed. Edits a record

D Inactivates a record and removes it from view

N I m 00 oy idents Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a
a m e C O u n O r - partial or full search string in any column to filter the field to your search criteria.
‘s Community Clients Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon.
the Edit icon to
Family Support

=
il <
open Family —p— R e—r—
g
&
B4
ol

Add Family Support Case: Please use the "Add Family Support Case" button to add a new family

A Service Delivery e
support record.

annerships D= PERSONSPOKETO = FIRSTNAME = LAST NAME = SCHOOL = DATE OF SERVICE = PERSON NAME = ROLE NAME = EDIT = INACTIVATE =

Support Details

Success Stories

Q Q Q [a) Q Q
.
2. Click on the TR —
7 Student xxRuizx xxmienx Azusa High School 9/23/2022 xxRuizx xxmienx Intern 0
N
b CALPADS Upload 66 Student xxstorx xxlylax Centennial High 9/21/2022 xxstorx xxlylax Intern D
Student Name
[~* Reports
67 Student xxajasx xxhellx Cesar Chavez High 9/21/2022 xxajasx xxhellx Intern 0
will redirect you Pl @
y 68 Student xxnderx xxnieex John Glenn High 9/21/2022 xxnderx xxnieex Intern 0
D Hep
© School
to t h e St u d e nt 69 Student xxleasx xxerlyx Azusa High School 9/21/2022 xxleasx xxerlyx Intern o
70 Student xxRuizx xxmienx Azusa High School 9/21/2022 . Intern 0

Details page
See next page for more information on Student Details 38



Family Support Overview, Student Details

Click on the Services Received tab to view existing data

1. Click ontheID to
open a Family
Support Log

2. ClickonthelDto
open Service
Delivery Details

Student Name : xxrerox xxrielx

Date of Birth : 11/15/2000

Details

Academic Attendance

Student Documents

Family Support Log

SSID : 3119628237

District Student Id : 1234567

Discipline

Enroliment

Family

Click on an "ID" number to be taken to the Family Support screen to view the details of the support case.

° 156

Y SCHOOL NAME =

Azusa High School

Service Deliveries

Click on an "ID" number to be taken to the Service Delivery screen to view the details of the service(s) provided.

D=

o 253

DATE =

9/13/2023

SERVICE TYPE =

Mental Health Support

Y

PERSON SPOKE TO =

Student

ENTERED BY =

Intern

Y

FIRST NAME =

XXrerox

TYPE OF EVENT =

Support Groups

Gender: M
Grade : 12

000

Services Received

Success Story

LAST NAME = Y

xxrielx

DESCRIPTION =

Azusa test

DATE OF SERVICE = Y

9/27/2023

MODIFIED ON =

9/13/2023
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®O
Family Support — Add a Family Support Case, Cont.

- To add a support case for a student or community client, select the
district and school then click the blue Search Primary Student button

- Search by First Name, Last Name, SSID, or District Student ID (CC
Member ID) or click Search to search all students/clients

Family Support Details Student Search

Student Name : SSID: Search N9 Student g
st Name
- Last i,
i ¥ ciic €. Ssip x
General Information ck the the s District sg4, tiD, o
First Name Sarch resyjps 9rid 1o 2 " click "Searcp to searcp,
ign th, ch ay
€ Selecteq Student 1o the ¢ Students
family
Last Name SUPport case
*District Name @ *School Name @ *Select Type
Azusa Uni... X ~ } ‘ Azusa Hig... X ~ © student g District Stugien 1
Community
Cllent

| seacn | e B

*Date of Service No

12/1/2023 0

Support Information

Cancgy




®O
Family Support — Search

Student Search *

Search using Student First Name, Last Name. SSID, or District Student ID, or click "Search” to search all students

[} Click the save icon in the search results grid to assign the selected student to the family support case.

* In addition to SSID, search by First
Name, Last Name, or District

2 ) 5 Student ID
FIRST NAME = LAST NAME = SSID = DISTRICT STUDENT ID = SELECT = . Afte r CO nfl rm I n g yo u h ave t h e r I g ht

student/client click on the £ in the
Brad Pitt 89164 123456 () —/\_/ SELECT CO|Umn Of the table

Cancel

Example with Student Search by SSID
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000

Family Support Procedures

The Family Support logs preview

screen shows all existing family

support logs (if any exist). To setup

a new Family Support:

1. Review the Existing Family
Support Logs screen

2. If you are sure there are a new
set of needs, click Proceed to
create a new log

A H

00 i de Supportlog if you are sure there is a new set of needs

-

Click the "Proceed" button to create a new Family Support Log

0 com

L D= PERSON SPOF FIRSTNAME = LASTNAME = SCHOOL = DATE OF SERY PERSON NAMI ROLE NAME =

fo e

2, Famil

129 Student xxlejox xxnethx Azusa High  1/30/2023 xxlejox Intern

School th:

ﬁ Invenf chool xxnethx

ﬂ Partn¢ 126 Student xxlejox xxnethx Azusa High ~ 1/11/2023 xxlejox. Psychiatric
School xxnethx Sacial

Worker
W succe

For an example, see the next slide
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Family Support Details — General Information

« Complete files on General Information
* Proceed to the other tabs by clicking on Save

Family Support Details

I General Information I

.
*School Name (] Select Your Role

‘ AZUSA HIGH SCHOOL X~

Search Primary Student © Community Schools Specialist

Student Name SSID District Student 1d Education Community Worker
Brad Pitt 89164 123456
-
*Date of Service Person Spoke to
912812021 = ’ Counselor

Support Information * First Name

* Engagement with CS Staff Outcome o

Met with CS Staff-Provided Referrals

*Referral Source

Interdisciplinary Team

*Notes

*Last Name

Cancel

000
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Family Support Details — Linkage

Family Linkage

000

Link a family member to the student
For example: Link siblings at the same school site

Family Support Details

LA BN J
COMMUNITY General Information Family Linkage Referrals/Goods Follow-up Support
SCHOOLS
poortunity. Eauity. ¥ amille
Current Household Linkages
/A Home
Link Family: Use the "Link Family” button to locate a student or household contact to link to the current record you are viewing.
88  students
- You will be able to add or remove linked students or contacts if changes are needed. Removing a linkage does NOT remove the person from the system, it only removes their linkage to this record
;:‘, Community Clients
LINKAGE ID = FIRST NAME = LAST NAME = HOMEPHONE = TYPE = DELETE =
H Service Delivery
\ g 2
amily Support
- R 70 ciax xoxnicax Parent / Caregiver 89171
F Partnerships 69 Brad Pitt Student (Self) 89164 (1]
W success Stories

k Fa
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Family Support Procedure Example

o &~ W

®

Click on Family Support in the CS
Home menu

Click +Add Family Support Case
to open Family Support Details
District Name & School Name
Select Type: Student

Click Search Primary

Family Support Details

SSSSSSS Name SSID :

*District Name @ *School Name (*]

*
‘ Azusa Unified 6 ‘ Azusa High School X ~

*Date of Service

Support Information

rrrrrrrrrrrrrrr

Initial Family Support Details, General
Information Tab
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Example, Continued

Student Search
1 - Ty p e 6 1 2 9 5 3 3 O 3 4 i n SS I D Search using Student First Name, Last Name, SSID, or District Student ID, or click "Search" to search all students.

I . k h -J Click the save icon in the search results grid to assign the selected student to the family support case
2. Click Searc

First Name Last Name

Student Search

o Alternatively search by First

SSID District Student ID

] ]
6129533034 o <] ]

@
St u d e nt | D FIRST NAME = LAST NAME = SSID = DISTRICT STUDENT ID = SELECT =

o Orclick Search with all fields
open to view a list of available

Name, Last Name, District

Brown 6129533034 1234567 0 9

Cancel

students
3. Click the Save icon to proceed

Student Search pop-up
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00O
Example, Concluded

e View the Existing Family Support Logs list

e Click a number in the ID column to view the Family Support Details in a

Existing Family Support Logs %
new browser tab
. Instructions: Please review the existing list of Family Support Logs the student already has. Only create a new Family Support Log if you are sure there is a new set of needs
e Only create a new Family

n: k
Click the "Proceed" button to create a new Family Support Log

= PERSON SPOKETO = FIRSTNAME =  LAST =  SCHOOL = A = N = VA =

Support Log if you are sure

-
o
I®

B B
®

nt Brown digh Sc oe Brown
.
t h e re I S a n e W Se t O n eeds 124 Student Joe Brown Azusa High School 1/11/2023 Joe Brown Psychiatric Social
Worker

e Click Proceed to create a new B § . T e

Family Support Log

Example of the new Existing Family Support Logs list

End of Example @
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Family Support Details — Referrals/Goods

000

In an existing family support log, click on +Add Referral then enter information

Family Support Details

General Information Family Linkage

Date of Service : 09/29/2024

Instructions:

You cannot add ref
Add Referral = Adg Referral Date

Edit" column. 012812021 o
Add Contact = Wh

ember for the cumrent student and want to create a
sct” button on the main page.If & family member is missi

lighted 1g

Add Referral / Provider

Follow-up Support

aphics" peiames highlighted in red are manually added records not retumned from the district school data

* Parent/Caregiver

REFERRAL = “Referral

*Provider

No records to disj,

[S—
Pending

Status

Follow-up Date:

97282021

Save

iact, please close this pop-uodeus
he name or relationship they,

Cancel

new contact information for the person referred

+Add Referrals

PROVIDER = STATUS =

e status of each referral by clicking on the pencil icon under the

REASON

Who is this Referral for?
- Parent/Caregiver

- Type of referral

- Provider

- Location

- Status

- Follow-up date
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Family Support Details — Distribution of Goods

Instructions:

You cannot add referrals until you have filled out t
Add Referral = Add a referral. Once added, this r
Add Contact = When adding a referral, if you are

No records to display.

"Add Goods": Use the "Add Goods" button to record the goods d *Oua\'\\.\w

GOODS TY,

il
m

No records to display.

= OTHER TEXT =

Distribution of Goods x
* Type of ltem h
ir the person referred
“Measuremant ™
i Goods o
D‘\str'\but\on of __
) ou cannot c\t\a i)
o » and "M )
diting \‘\e xisting e o "WP o of lte i e e
o : | quantities availal
A s "M d( mine the \0\3 q
: da
i ‘emv s to ad
T(y ?ms pamcu\ar type o(\ e . ddf?d
: eeded-
=3 mese 2t e r“:\l ohe (\\s no longer ™
TotalQu o cang® kel
Total G}  ew 9O \lem
*Type of ltem
e g
*N\easuremen\ Typ
a
d a
Distribute
| S5
Notes
4 0
Recewed
quantity .
1 TT‘)‘\aa\\ Quant! Distributed
X inin
Total Quantity remainind
cance!

=

Yy clicking on the pencil icon under the "Edit" column

t Demographics” pencil icon to

+Add Contact

EDIT DEMOGF

EDIT = INACTIVATE =

+Add Goods button on

bottom of
Referrals/Goods tab
Fill out and choose
Save

For details on Family
Support Gift Card
Distribution, see next
slide
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@O
Add a Family Support Case — Gift Card Distribution

* Click +Add Family Support Case to distribute gift cards

e Orclick the edit icon to add to an existing case -}

ne

(X K ) Family Support
OMM

UNITY Permissions: Your role and school assignment(s) will determine which records are displayed 2 Edits a record

SCHOOLS Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column to [} inactivates a record and removes it from view
filter the field to your search criteria.

Opponunity. Lauty. Fan

Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon

/h‘ Home Add Family Support Case: Please use the "Add Family Support Case” button to add a new family support record

Students cisic| Soer s +Add Family Support Case

C ommuni [y C I ents D= PERSON SPOKETO = SCHOOL = DATE OF SERVICE STUDENT NAME = EDIT = INACTIVATE =
Service Delivery
27 Parent / Caregiver Jose Angelx AZUSA HIGH SCHOOL 92472021 Chris Pine (]
Family Support Parent / Caregiver Joe Doe AZUSA HIGH SCHOOL XXERTAX 0
18 Parent / Caregiver Jane Doe AZUSA HIGH SCHOOL Brad Pitt D
Partnerships 15 Parent / Caregiver Jane Doe AZUSA HIGH SCHOOL /1012021 Matt Damon (s ]
17 Parent / Caregiver Parent Parent AZUSA HIGH SCHOOL /1012021 xorear (]
13 Parent / Caregiver Jane Doe AZUSA HIGH SCHOOL 8/512021 Brad Pitt O
3 Student xlejox xxnethx AZUSA HIGH SCHOOL 8/3/2021 Brad Pitt n
8 Student xxlejox somethx AZUSA HIGH SCHOOL 80312021 Brad Pitt (s ] 3 9



Family Support Details — Gift Card Distribution

Example

—

B w

NSO

Fill out and select all required information then Save

000

This will enable the next tabs: Family Linkage, Referrals/Goods, Follow-up

Support, Mental Health, Contacts/Referrals

Family Support Details

T r—
Select School .

Select Type: Student/Community e T i Bimonitis

Client - Educational Comrmurity Worker

Date of Service S’“ s ° A

Initial Engagement: Met with CS e _ O O SeSoctivotr
Staff-Provided Referrals N —

Referral Source: Teacher 3 R—
Notes: sample 1

Click Save

Family Support Id Updated By Updated On
129 SPADSOwner1@lacoe.edu 113012023 11:20:51 AM
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Family Support Details — Gift Card Distribution

000

Example, Continued

1.
2.

Click Referrals/Goods to distribute gift cards
Click +Add Goods to open the Distribution of Goods pop up

Complete Distribution of Goods
Reference Date \

Distribution of Goods

Type of Item:

Gift Card s
Measurement Type: : v
ltems _
- ¥/« Click Save

NNNNN

Qu a nt Ity D I St rl b ute d : 1 Include any details that will help identify the items
Total Quantity Received(®st) : 20 [ ] C | i C k E El“er mmd Gm cau m
Total Quantity Distributed(®st) - 2
Total y

ity Remaining(®st) - 18

52



Family Support Details — Gift Card Distribution

Example, Conclusion

In the Distribute Gift Cards pop up

1.  Check box(es) next to the
gift card(s) being given

2. Change the date if needed

3.  Scroll down and click
Distribute

4. Click X in the top right to
close the pop up

e Distribute I

000

Distribute Gift Cards

Gift card entries displayed in light grey text indicate the service delivery or family Green = Created in current service delivery

support record it belongs to has been inactivated

Available Distributed

To select a gift card, click on the check box next to the gift card
To select ALL gift cards in your inventory, click the check box in the header.
REFERENCE ID v

(SERVICE
DELIVERYID) =

GIFT CARD NUMBER = Y VENDORNAME = Y DISTRIBUTION DATE = Y

- 1000103 3I21&022
ey _“_I —

1000105 50.00

AMOUNT = Y

End of Example @

al:
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Family Support — Follow-up Support

* In Family Support Details, the Follow-up Support tab is only available after

the General Information tab is complete
* Click +Add Follow-up to add notes to contacts

Family Support Details
se e i
COMMUNITY General Information Family Linkage Referrals/Goods Follow-up Support

2 CHOOLS

Date of Service : 09/28/2021

» |

Instructions:
88 ciud You cannot add additional supports until you have filled out the General Information for this family support
Students - s :
- . Click “+Add Follow-up” to add additional family support follow-up.
Follow-up Coordination/Family Support
,‘.', t nts
B
o) e Deli
= DATE = 0 NAME = = EENTE =
® F
ort
= PP
F Partnerships

No records to display.
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Student Documents Tab

000

The Student Documents tab will support documentation connected to

individual non-mental health student data (e.g. media release forms)

Family Support Details

Student Name : Joe Brown SSID : 6129533034 School : Azusa High School

General Information Family Linkage Referrals/Goods Direct Services

Follow-up Support Student Documents

Student Documents

+Add
Document
Please DO NOT upload Mental Health Documents here.
+Add Document: Please use the "Add Document" button to add a document.

Click +Add
Document

I Student Details
Student Name : Joe Brown

SSID : 6129533034 Gender : F
Date of Birth : 11/15/2000 District Student Id : 1234567 Grade : 12
Details Academic Attendance Discipline Enroliment Family
Services Received Success Story Student Documents
Student Documents +Add

STARTDA ENDDATE NAME = NOTES = STATUS & CREATED CREATED MODIFIED MODIFIED EDIT = INACTIVATE =

10/8/ 1012 Futur Futur Active Bord 10/4) Bord 10/4/ D
10/4/ 1077/ Curre Curre. Expired  Bord 10/4/ Bord 10/4/ 0
10/1/ 10/3/ Past Past Expired ~ Bord 10/4/ Bord 10/4/ 0

Student Documents in Family Support Details

Document
Please DO NOT upload Mental Health Documents here.

+Add Document: Please use the "Add Document" button to add a document

STARTD; ENDDAT NAME = NOTES = STATUS i CREATE[ CREATEL MODIFIEI MODIFIEI EDIT = INACTIVATE =

10/8 1011 Futu Futu Active  Bo

3
s
m
S

3
=

a 0
a 0
g 0

10/4 10/7 Curr. Curr Expi Bor 10/4 Bor. 10/4

10/ 103 Past Past Expi Bol

3
b~
@
S

3
=

55
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OO
Student Documents Tab, Continued

Clicking +Add Document opens the popup "

Document Start Date Document End Date

1. Document Start Date (optional) ) B
2. Document End Date (expiration) T o |

optional

For short period related to the week only.

3. Document Name (required) |
*Document| (s)e

Please upload the Document (documents, images and small video files allowed):

4. Document(s)

‘ Choose Files ‘ help me write a media rele...e for parent_guardians.pdf u

CI i C k Ch oose Fi I es a n d t h e G ree n U p I Oa d i Co n Please click on the green upload button to upload your file.

(uploads can be document files, images and L] File Name R
B ‘ help me write a media ... ‘1‘

small video files)

Updated By Updated On
5. Click Save & _ .



OO
Student Documents Tab Status Column

1. Status column in the Student Documents grid will have one of three
Statu Ses: Student Documents D

M +Add Document: Please use the "Add D b dd a d
o Active (Current)
ENI — — = =7 - MODIFIED BY = = — i
.
o Expired (Past Test)
e} N Ot Sta r‘te d ( F ut u re) 12/1/2023 12/31/2023 Future document  test Not Started Schwanz_Mark 10/9/2023 11:3 Schwanz_Mark. 10/9/2023 11:3
10/8/2023 10/12/2023 Future Test Future Test Active Bordet_Samuel...  10/4/2023 4:05 Bordet_Samuel...  10/4/2023 4:05
017120 T E B 10/4/2023 4:05 B 1074/ 05
tttttttttttttttttttttt 0 02! 1074/

2. Duplicate prevention
o Adding failed message appears when there is already a document with same date
and name

End of Example @
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Family Support — Student Details

e Click on a student name in Family Support Home grid to link to Student Details

* Click the tab(s) to view data

Family Support
Permissions: YYour role and school assignment(s) will determine which records are displayed.
Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a parti=t ="

Date filtering: Date fields can be filtered on different criterias by cliek==

Add Family Support Case: Pleasg use ="

t ge\a\\s

studen

e
Show Select.. o N

159 Student
Wi 52000 Wousing st
5 o
156 Student pesrey status Pamargn\-\e; ing
saviity 5%
%5 Student 8 face
Write

Student

~<usa'High School 97,

W
gender W

Grade !

LastNam®

pine

grudent

\angu2e®

primary
gpane!

code?
gisabitty ©

PERSON NAME =

9127/2023

/2023

L.A. County High School For The Arts 91212023




Student Details — Family Tab

Click +Add Contact to manually add household

Student Details

Student Name : xxrerox xxrielx
Date of Birth : 11/15/2000

Details Academic

Contacts Details

+Add Contact: If you cannot locate a contact/household member, please use the "Add Contact” button to manually add a contact. If the contact is later returned by the SIS, you can reconcile the record

Attendance Discipline

SSID : 3119628237 Gender: M
District Student Id : 1234567 Grade : 12
Enroliment Family Services Received Success Story tudent Documents

Green = Reconciled with SIS Data

Yellow = Manually Created Contact

a1 Iy i ‘ o Wi S.
to use the SIS data if there is a match on name and relationship. The manually added record will be recorded on the "History" tab and the current record will use data from the Sl Click on the icon located in the "Reconcile” column to open a window where

SCHOOL NAME =

Azusa High School

Azusa High School

Azusa High School

FIRST NAME =

JHrErox

JHrErox

Jrerox

you can reconcile the manually added contact with data returned from the SIS

LAST A RELATIONSHIP = EMAILADDI HOME PHOI
xoxguelx Family Member 1234 South Street Azusa Ca 91702

oriciax Mother 1234 South Street Azusa Ca 91702

oRosax Family Member 1234 South Street Covina Ca 917

member information

+Add Contact

RECONCILE =

View all linked family members in the Contact Details grid
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Student Details Page - Adding Family

+Add Contact Adding Family

* Enter essential information Details

* Click Save to retain the new Add Contact Details

d ata *First Name *Last Name

pere— City
Zip Code Zip Ext
“Relationship Emai
Cell Phone ' Age

€2

000

Lives With Student

State

Home Phone

Cancel
60



(A
Direct Services

Add to an existing case with the Direct Services tab

Family Support Details

e | Informatio fam: 00
ame
ords t

Click the +Add Direct Services button
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Direct Services Tab

1.  Enter the required information
2. C||Ck Save Add/Edit Direct Services
Examples of Direct Services:
e Technology support
* Giving a basic need Services Provided in Conjunction with{if applicable)
* Advocacy
e Educational support
* Enrollment support

Service Type

service Delivery Type

62



Add a Direct Service

When you add or edit a direct service
Select Referral Date, Referral, Provider &

Add Referral / Provider

Status
* Who is this Service for?
* Depending on the selection, you
will have an existing list of names
or you type in a name
* Use if the name is not

available and add as much information
as possible

* Choose Follow-up Date
* Click Save

000

*Who is this Referral for?

Another Student

Community Clients
Emergency Contact

Friend

Parent / Caregiver

Relative / Household Member

Student (Self)
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dO
Add a Direct Service, Cont.

e Select the Service Type

. Add/Edit Direct Services *
* You have the option to add an
agency that you worked with ——— s ]
e ...In Conjunction with |
. Betty White -
* Location of the partner e
Organization seEdIucatFi’onaIIdS:r()pznsl(tuto-ring,lc::::age p:re;;)l : - ‘
* Service Delivery Type | JustUs 4 Youtn x- |
* In person, phone, virtual  [iaone =]
*Service Delivery Type
l Virtual - ]
Cancel
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Direct Services Example

General Information

* School Name: Azusa HS
* Search Primary Student
* Date of Service: Today

* Engagement with CS: Met with CS
Staff-Provided Referrals and/or
Direct Services

e Referral Source: Self-walk in

* Notes: Student came in stating his
family was in need of groceries

Family Support Details

General Information

000

OOOOOOOOOOO (i ] “Select Your Role
Al High S X © community Schools Specialist
Student Name ssiD District Student Id EOICA oMMy e
Brad Pitt 89164
123456 “Person Spoke to
eeeeeeeeeeeeee ["Stugent x|
11/18/2021
aaaaaaaaaaaaaaaa
Support Information
| Brad ‘ ‘ Pitt ‘
* Engagement with CS Staff Outcome o

‘ Met with CS Staff-Provided Referrals and/or ... X ~ ‘

*Referral Source

‘ Self-Walk in x|

‘‘‘‘‘‘

* Select Your Role

* Person Spoke to: Student

* First Name & Last Name
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Use the grid to view existing family
support direct services details, add a
contact or a direct service.
Click on the edit icon

 Under EDIT DEMOGRAPHICS

* EDIT the direct services record

* Or INACTIVATE the record

End of Example @

Family Support Details

nnnnnnnnnnnnnnnnnn

nnnnnnnnnnnn

he person referred.

eeeeeeeeeeeeeee

When adding a referral, if you are unable to locate the name of the person referred, use this function to add new contact

000

Family Support Direct Services - Details Grid

uuuuuuuuuuuuuuu

Wi ERVIC =
EDIT DEMOGRAPHICS =] EDIT = JINACTIVATE =
\ X
O
O
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Direct Services Example 2

+Add Direct Services In Conjunction With

Service Date: Today
Student

Service Type: Basic Needs Support

Services Provided in Conjunction
with: (if applicable): ACTION Food

Pantry

Location: Main Office

Add/Edit Direct Services

*Service Date “Who is this Service for?
! 11/18/2021 0 ‘ Student (Self)
*Student

| Brad Pt

*Service Type

l Basic Needs Support

Services Provided in Conjunction with:(if applicable)

} ACTION Food Pantry

*Location

; Main Office

*Service Delivery Type

In-Person

* Service Delivery Type: In-Person
* Who is this Service for? Student

End of Example @

(Self)



Educational
PASSPORT
System

Los Angeles County
Office of Education
Serving Students = Supporting Communities

Partnerships

000

e Partnerships Home

e Community Partnership

e School Partnership Tab

epsportal.lacoe.edu
helpdesk@lacoe.edu
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Partnerships Home

Confirm the community partner exists in the system

If needed add them for approval

(L BN J
COMMUNITY
S5 CHOOLS

Opportunity. Equity. Families.

Home

Students
Community Clients
Service Delivery
Family Support
Partnerships

Success Stories

Partnerships
Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search
string in any column to filter the field to your search criteria

Add Partner: Please use the "Add Partner” button to add a new agency/organization and assign school
partnerships. Only designated administrators can approve new agencies and locations after the changes have
been submitted.

There are ies and/or | il pending inis approval.

Sort or search the "Status™ column to locate agencies with “Unknown" or "Pending" agency and/or
location status. If you are an administrator, click on the “Edit" icon to acceptireject or modify the
information pending approval.

Show 10 ¥ entries

DF AGENCY/ORGANIZATION = DESCRIPTION =

245 1736 Family Crisis Center Help for victims of domestic violence, runaway youth and homelessness
1 211 LA County Resource information

199 ACTION Food Pantry Food Distribution

Edits a record

[ Inactivg

STATUS =

Accepted
Accepted

Accepted

rd and removes it from view

+Add Partner

EDIT =
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@0
Partnerships Details - Community Partnership

« Search for Agency in Name of Agency/Organization box
« To avoid duplicate entries add only if Agency/Organization is not found

Partnerships Details

Community Partnership

. . . . 1. Start typing t lication. Please return to the grid and select the agency you need.
COMMUNITY e o
5CHO QLS !
Opportunity. Equity. Families N
A
/n‘ Home “Na
EES Agenc &
aan Students
y Em
e e
;;'. Community Clients
Service Delivery Updated By p—
Chaves.iarhagiscos edu 7212021 41753 P

Family Support

i
v
[ 4
‘r,‘ Partnerships
-
vy

you need for your school partnership i it do

Success Stories a5

Acceptes

sss123455 donald@disney.com Acceptes
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Partnerships Details - Community Partnership

Save and then click B EV R = R ey

At least one location is required per agency

Each provider's location must be linked to school site to be able to select them
as a provider for activities

o

pportunity. Equity. Families.

Home

Students
Community Clients
Service Delivery
Family Support
Partnerships

Success Stories

Partnerships Details

Community Partnership School Partnership

1. Start typing the agency name. If the Agency is found, do NOT add it in order to avoid duplication Please return to the grid and select the agency you need

2. After saving new agency information, the button for "Add Additional Location” will appear. At least one location is required per agency. An agency can have multiple locations. If you are not in an approver fole, an approval request s sent fo designated administrators once you click “Save" on the location pop-up window. Once

approved, locations can be selected in Service Deliveries and Family Support cases.

3. You can add a school partnership to a new agency and/or location once the agency and location has been saved and while pending approval, but you can't select it in service delivery nor family support until 2pproved.

Agency Information

*Name of Agency/Organization “Agency Address

1736 Family Crisis Center

2116 Arlington Avenue Suite 200, Los Angeles, CA 90018

*Description

(323)737-3900
Help for victims of domestic violence. runaway youth and homelessness

TED@tbd
Chavez_Martha@lacoe edu
‘Add Additional Location:Please enter at least one location for this agency (if new) or enter the location you need for your school partnership if it doesn't exist yet.

“Agency Phone (Enter in this format: xxx-x0cxxxx)

Updated On

772112021 4:17:53 PM

Accepted

Accepted

Agency Phone Ext

+ Add Additional Location

ACCEPT =
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Partnerships Details - School Partnership Tab

Filter the table by clicking on column headers

« Click to add a partner organization

Opportunity. Equity. Families.

Home

Students

Community Clients

Service Delivery

Family Support

Partnerships

Success Stories

Partnerships Details

Community Partnership School Partnership

You can add a partnership with an agency even if the agency is pending approval. You cannot
add or edit partnerships to schools that you have not been assigned to

Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a
partial or full search string in any column to filter the field to your search criteria.

Add School Partnership: Please use the "Add School Partnership” button to add a partnership

with this agency/location to the school. -
Sorting/Search

ID'== SCHOOL NAME = FORMALAGREEMENT =

>
o

360 AZUSA HIGH SCHOOL N

= Q

PRIMARY SERVICE TYPE =

DCFS

Edits a record
[} Inactivates a record and removes it from view

D Click to view details (you cannot edit this record)

+ Add School Partnership

ACTIOI INACTIVATE =
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Educational
PASSPORT

Service
Delivery

000

*Service Delivery Home
*Qutreach

Event

*Household Linkage
*Grants/Monetary Donations
*Direct Gift Card Donations
*Distribution Event

*Store Distribution

*Quantity Advisements
*Shared Decision-Making

epsportal.lacoe.edu
helpdesk@lacoe.edu
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Service Delivery Overview

Use Service Delivery to add new activities or view existing data

Click +Add Service Delivery for a new case

MUNITY

SCHOOLS

Opportunity. Equity. Families.

+]
c

Home

Students

Community Clients

Service Delivery

Family Support

Inventory Management

Partnerships

Success Stories

Standards Assessment v

CALPADS Upload

Reports

Service Delivery

Permissions: Your role and school assignment(s) will determine which records are displayed.

Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column to filter the field

to your search criteria.

Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon.

Add Service Delivery: Please use the "Add Service Delivery" button to add a new service delivery record.

Show 10 T entries

Search

District

Type Of Data

ID From Date

To Date

High School

Person Entering Data

Date Search Criteria

000

E ¥+ Hello, Schwanz_Mark@lacoe.edu! Log Out

Edits a reco
[} Inactivates a record and removes it from

view

+Add Service Delivery
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Service Delivery Home
Search and Filter With the Grid

Sort any column of the grid by clicking on =

Enter text and press Enter in any column heading with Q
Click 3 to open the calendar pop-up, choose settings & click

Iy=

36

32

27

DATE OF REFERENCE SERVICE TYPE = ENTERED BY =

=

3/10/2022

3/8/2022

3/8/2022

A Basic

Basic Needs
Support

Basic Needs
Support

Basic Needs
Support

Community
Schools
Specialist

Community
Schools
Specialist

Community
Schools
Specialist

TYPE OF DATA =  LINKED =

Transfer of
Goods

Transfer of
Goods

Transfer of
Goods

Service Delivery Grid with "Basic" in Service Type

Not equals

Less than

Less than or equals
Greater than

Greater than or
equals

OO0 0

-~ 2022 - >

Ned  Thu F Sat
31 1 2

6 0 8 9

Calendar set for Date = April 14, 2022
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Service Delivery Home
Continued

OO0 0

- Search fields are available above the Service Delivery Grid
« Search by District, High School, Type of Data, Person Entering, ID, & Date

Search

District
Type Of Data

ID From Date To Date

D= DATE = SERVICE TYPE = ENTERED BY = TYPE OF DATA =

High School
> 4
Person Entering Data
€ v
Date Search Criteria
= Cows [ e
LINKED = DESCRIPTION = MODIFIED ON = EDIT £ INACTI

Use Search to filter the grid and quickly locate Service Delivery data
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School Success Stories QO

Example
A new feature allows you to complete a success story that is not linked to a particular
student. This success story links to a school as a Service Delivery.

Click Service Delivery and +Add Service
- Delivery
1f 1. Type of Data: Systems Building /
34 ) Reflections / Success Stories
P 2. Primary Service Type: Basic Needs
Support
)i 3. Community Schools Pillar: Int. Student
Supports
4. Additional Services Provided: N/A
5. Person entering data: choose one
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School Success Stories

Example, Concluded

Complete details for the success story:

1.

District/School: Azusa

Systems Building / Reflections: Success
Stories

Description: Type a summary of the
success story

Choose and upload documents,
images, and small video files

Click Save

“District

Azusa Unified X~ ‘
*School

Azusa High School X

£ \
) )

Systems Building / Reflections
*Select Type

Community Partner Collaboration
County Collaboration

District Collaboration

LACOE Collaboration

Program Development
Reflection

School Systems Change

© Ssuccess Stories e

Other

Systems Buildin, g/
(documents, images, and small video files allowed):
Choose files to upload

Choose Files | Success Story Document.pdf n

File Name ‘ Actions ‘

| Success Story Document....
=3

Descri ption

This is a fuller description of a school success story. The supporting

documentation is added to the uploaded files (see the list on the right).
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Service Delivery — Outreach

ppppppp

000

On the Service Delivery page select

When you enter outreach it must be linked to an event

After you choose Outreach as the Type of Data more options will

appear below

UNITY
oLS
.....................
Home
Students
Community Clients

Service Delivery

Family Support

Partnerships

Immigrant Services

Legal Support

Mental Health Support

Parental Support

Physical Health & Wellbeing
Supports for Special Populations
Technology Support

Other

*High School

AZUSA HIGH SCHOOL

Events

Donations Secured by CS Staff
Grants/Monetary Donations
Shared Decision-Making
Systems Building

*Type of Data (cannot be changed for this record once saved)
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Service Delivery — Outreach Details

1. Type in the Purpose of Outreach

2. Choose the Outreach
Audience (Select all that apply)

3. Additional information about
outreach efforts (Please identify the
event or reason for outreach.)

Qutreach

If you are adding this outreach for a future event. please remember to link this outreach to the event
after the event has occurred and you have entered the event information as its own service delivery.
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@O
Service Delivery — Outreach Details, Continued

1- Select Type Of Out reaCh With esti mated n u m ber “Type of Outreach l:.tsttlmatft;riumber Number Contacted
contacted. Select all that apply.

In Person

2. Include supporting documentation uploads

Email

then Save

District/School Website

[ <> [ <> |l < > ] <> ]

For supporting documentation include MS Office

Automated Phone Calls

files, Adobe PDF, Images (PNG, JPG) and/or small
video files (< 50 mb) )

Outreach Supporting Documents

(documents, images, and small video files allowed)
Choose files to upload

Choose Files | No file chosen ° n

m Cancel
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Service Delivery — Outreach Linkage

ppppppp

nity. Equity. Families.

Students

Community Clients

Service Delivery

Family Support

Partnerships

One way to link your outreach to an event is to search for
the event on the Service Delivery table | service peivery pesais ?
Select the Edit icon then Linkage tab e -

You have not linked an event to this outreach. If |

Click if you don’t see the event in the Current
Event(s) Linked to this Outreach table

Search for the event and then click the Save icon
under SAVE AND LINK

G.

Add the details for the Service Delivery. Additional tz
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Staff Development ®

Example 1

In Service Delivery click +Add Service Delivery

Service Delivery Details

1. Type of Data: Events

~112. Date: Use the prefilled
date for today or choose a
date

3. Primary service type:
Mental Health Support

4. Person Entering Data:
Intern

Mental Health Support

Click the blue text to review the list of the Activity
Types and their definitions




Staff Development

Example 1, Continued

*High School
Azusa High School X - ‘a

Events

*Type of Events *Primary Event Audience

IQ Workshop / Training ' Staff
Health / Resource Fair e *Event Audience
Enrollment Event
Parent/Caregiver
Classroom Enrichment

Student
Distribution of Goods
Community
Presentation / Informational / Q&A
Staff

Other
Event Notes

* Sponsor/Provider
! Azusa High School e
PBIS

* Location Academic
Attendance

i Counseling Staff o
Behavior

*Event Topic

Number of Participants
(Including # of Household Linkages)

|
B
12

o,

Indicate content or information covered (¢.9. social media, bullying, graduation Event Suppocting Hocuments
o (documents, images, and small video files allowed)
How to make a referral for mental health assessment

Choose files to upload

Choose Files | No file chosen

*Role in Coordinating Event

Ardirect” role in coordinating an event means that you initiated and facilitated the planning for the event (e.g

without your efforts this event would not have taken place). If you played an "indirect" role it means, were
ihvolien iy asaisting bat the’schooliparinier Witiatad theevent. o
Direct Indirect ]

End of Example @

COWoO~NOOOPA,WN -

@
)

High School: Select one

Events: Workshop/Training
Sponsor/Provider: Select one
Location: Select one

Event Topic: fill in

Role in Coordinating: Direct
Primary Event Audience: Staff
Click the Staff box and enter 12
PBIS and file upload: if applicable
Click Save
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Shared Decision-Making

Example 2
In Service Delivery click +Add Service Delivery

Type of Data: Shared Decision-Making

Date: the prefilled date for today or choose a date
Primary service type: Mental Health Support
Person Entering Data: Intern

Choose a school

a0~

OO0 0

Click the blue text to review
the list of the Activity Types
and their definitions
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Shared Decision-Making A

Example 2, Continued

NoOoOaRsLN =

Grouping Type: Coordination of Service Teams
Number of New Students Reviewed: 12

Date of Meeting: choose a date
Summary of Meeting Outcome: Enter details to summarize the meeting outcome

Role in coordinating: Direct (initiated) Indirect (assisted)
Attendees: Check boxes for attendees and enter numbers for each (required)*

Upload documents, if any, then click Save End of Example @

Shared Decision-Making

*Grouping Type *Attend
‘ Coordination of Services Teams D S [ Parent/Caregiver E
*“Number of New Students Reviewed (numeric only) Student [4 Bl
9 ‘ 12 g Community ““E"_’ [4 B
*Da Meetir
Dat deetin Staff ‘ 3 E‘
107 2 f—
Other B
*Sun
Shared Decision-Making Supporting Documents
tiie led to summarize the meeting outcome (documents, images and small video files allowed)
Choose files to upload
*Role in C g Meeting ‘ Choose Files |No file chosen n
A"direct” ¢ inating a meeting means that you initiated and facilitated the planning for the meeting (e.g. without your efforts this meeting would not Please click on the green upload button to upload your file
have taken place). If you played an "indirect" role it means that you were involved in assisting but the school/partner initiated the meeting
[ Direct @ Indirect |
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Support Groups Event Category

Example 3

Click Service Delivery in the main menu

Click +Add Service Delivery

Type of Data: Events

Date: Use the default or choose a date

Primary Service Type: Mental Health Support

High School: Azusa (choose a school available to you)

000

Events

*Type of Events
Workshop / Training
Health / Resource Fair
Enroliment Event
Classroom Enrichment
Distribution of Goods
Presentation / Informational / Q&A

Community Building

@ Support Groups

Type of Events: Support Groups
Other items (top section)

NOo RN~

vV Community Schools Pillar: Make selection(s) =

v/  Person entering data: Select one

v/ Co-Facilitators: Click select to search and choose, if any

Other

87



Support Groups Event Category

Example 3, Continued

1. Primary Event Audience: Students

2. Event Audience

Parent/Caregiver: 0
Student: 12

000

ey
o5
m F5

L]

m m

Community: 0

* SponsorfProvider

Staff: 0
Event Notes: Sample for training

Sponsor/provider: 211 LA County

Location: 211 LA County-Your site

Event Topic: Mental health workshop

NOo Ok w

Role in coordinating: Direct

End of Example @

Click

to complete the entry
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Events — Household Linkage A

After Save, Service Delivery tabs are available Service Delivery Details
. . Service Delive Linkage Household Linkage

1. Click on Household Linkage - =

2. Click to search for a student or

contact and link them to the event

Add the details for the Service Delivery. Additional tabs will appear for an "Outrg

3- Use Student/Famin SearCh to |ink » Student/Family Search
students or contacts one at a time B il

HOMEPHONE = RELATIONSHIP = STUDENT SSID =

xxesusx

4. O r, use U ploa d List / Link Multi pIe s

Attendees

Upload List/Link Multiple Attendees

A) Upload a Roster for Linking Multiple Attendees

To quickly link families/students to this event, upload a roster in an approved Excel format
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Events — Household Linkage @O
Upload Roster

A) Upload a Roster for Linking Multiple Attendees
1. Download the sample file and fill out the workshop attendee information
2. Click Choose Files to upload
3. Click the upload icon B3

Upload List/Link Multiple Attendees

A) Upload a Roster for Linking Multiple Attendees

Please upload the Excel roster file:

Choose Files | No file chosen u

The steps are listed under Upload List/Link Multiple Attendees
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Events — Household Linkage @O
Upload Roster

Tip for File Management
- After downloading the sample file use File > Save As with name, including the title and
date for easy identification

Exa m | e : Please upload the Excel roster file:
p | Choose Files | BigEvent_March10_2022 xisx a
ck on the gree ioad :)‘ n to upload your file
Home Insert Draw Page Layout Formulas Data R
« Title: BigEven ==
tle gtve t &Dv & Calibri (Body) v vy AN T T
— @ e ==
B I Uv Hiv v A~ =
- Date: March10 2022 s = =
‘ E7 = Ix
=
BigEventMarch10_2022.xlsx t S st st |
-_ L | District Student ID First Name Middle Name Last Name A
! Joe Brown
3 Charles Diaz
3 Juan Esposito

> Mike Graham

For best results, roster file should include at
least school ID, first and last name
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Events — Household Linkage
Upload Roster

B) Link Attendees to Event

000

1. Verify by clicking on the file name in the File Name table

Delete and re-do if needed

2.
3. Click
4

Wait a moment for it to load and process

File Name Actions

ool

l BigEvent_March10_2022.x...

B) Link Attendees to Event

Click “Link Attendees” to begin the process. The application will read each line of the Excel file and try to automatically link attendees to this event.

Link Attendees

End of Example @
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Parent Workshops

Example
Click Service Delivery in the main menu to view

NS a0~

Click +Add Service Delivery

Events

*Type of Events

000

@) workshop / Training

Type of Data: Events

Date: Use the default or choose a date
Primary Service Type: Mental Health Support
High School: Azusa

Type of Events: Workshop/Training

Other items (top section)

mmmmmmmm ty Schools Pillar

Health / Resource Fair

Enroliment Event

Classroom Enrichment
Distribution of Goods
Presentation / Informational / Q&A
Community Building

Support Groups

Other

Integrated Student Supports

Expanded and Enriched Learning Time and Opportunities

v Community Schools Pillar: Make selection(s) >
v/ Person entering data: Selectone =— 0 s

. . . o [
v/  Co-Facilitators: Click select to search and choose, if any & o
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Parent Workshops

Example, Continued

1.
2.

N O ko

Primary Event Audience: Parent

Event Audience
Parent/Caregiver: 12

000

Student: 2

Community: 2
Staff: 0

Event Notes: Sample for training
Sponsor/provider: DPH Wellbeing
Location: DPH Wellbeing Center

Event Topic: Mental health workshop Click I to complete the entry
Role in coordinating: Indirect

End of Example @
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. 00O
Grants/Monetary Donations

Gift Card Example
Click to record your purchased gift cards

Service Delivery

Permissions: Your role and school assignment(s) will determine which records are displayed. Edits a record

Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a partial or full search string in any column to filter the field to your search criteria. n Inactivates a record and removes
it from view
Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon.

Add Service Delivery: Please use the "Add Service Delivery" button to add a new service delivery record.

+Add Service Delivery

Show Select.. ~  entries

D= DATE = SERVICE TYPE = ENTERED BY = TYPE OF DATA = LINKED = DESCRIPTION = MODIFIED ON = EDIT = INACTIVATE =
Q 0 Q Q Q Q Q Q
366 9/22/2021 Mental Health Support Educational Community Events N The Return of Children to 9/23/2021 a
Worker School During Covid-19
365 912212021 Mental Health Support Educational Community Events N El Regreso de ninos a la 9/23/2021 (4 ]
Worker escuela durante Covid-19
364 9/16/2021 Family Engagement Educational Community Events N Local Resources, Events, 9/23/2021 O

Worker

Calendar and Intervention...
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Grants/Monetary Donations
Gift Card Example, Continued

1.

2.
3.
4

Select Grants or Monetary Donations for Type of Data

Click the calendar if you need to change the Date of Reference
Select Basic Needs Support for Primary Service Type

Choose Community Schools Pillar and Person Entering Data

Service Delivery Details
Service Delivery

Add the details for the Service Delivery. Additional tabs will appear for an "Outreach" or "Event" selection for the "Type of Data" field

1 *Type of Data (cannot be changed for this record once saved)

‘ Grants/Monetary Donations

*Community Schools Pillar

*Date of Reference/Week Ending Date 0
2 ‘ 2/22/2022 = |3 integrated Student Supports
£ — |

| Expanded and Enriched Learning Time and Opportunities

|
|

*Primary Service Type
Active Family and Community Engagement

3 . ‘ Basic Needs Support
| Collaborative Leadership and Practices 4

*Person Entering Data

Basic Needs Support

|{© community Schools Specialist

Behavioral Interventions and Supports
| Educational Community Worker

Educational Support (tutoring, college prep) ‘
| Intem

Enrichment Programs / After-School Programming

000
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Grants/Monetary Donations ®O

Gift Card Example, Continued

1.  Select High School from the drop-down and click Grants
. Complete all fields (will vary based on donation type selected)
. Monetary Donations are uncommon but do occur

2. Choose files to upload (Grant award letter, receipts)
. File types allowed: MS Office, Adobe PDF, images (PNG, JPG) and/or short video

3. Click +Add to record the donations

File Name Actions

b-“ [ Grant award letter.jpeg m:’:
B
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Grants/Monetary Donations QO

Gift Card Example, Continued

 Complete the Grants/Monetary Donations pop-up

for the gift cards purchased with the grant
Type of Item: Gift Card S ———
Measurement Type: [tems e
Description of Goods: Grocery gift cards ' S

ofal quantities available and remaining for this

bbb

Total Estimated Value: 500 A
Quantity Received: 10 A
. CIiCk Save C'e;tl\D!CFC'GC:dS
c“l;:s'matcd Value m 5
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Grants/Monetary Donations 00

End of Example

 Details opens * Add Starting Serial Number, Vendor Name, Quantity,
automatically and Amount of each card

e Click * Click to save them
if needed * To close, click “X” in the top right corner

Gift Cards - Details

Gift card entries displayed in light grey text indicate the service delivery or family Green = Created in current service delivery
support record it belongs to has been inactivated

"Add": Use the "Acd” bution 0 record the donations secured. ARy
Available Distributed

D= (TEMTYPE= OTHER =
Al available gift cards display on this screen. Gift cards related to this service delivery are in green and displayed at the top

+Add Gift Cards: Enter the vendor name, the quantity of gift cards received, and the dollar amount of each gift card

Once you click “+Add Gift Cards”, this information will be used to create the appropriate number of rows for the gift cards and you must enter
the gift card number or identifier for each gift card

= = (2} i
& Enter/Edit Gift Card Details Starting Serial No(numeric only) Vendor Name Quantity Amount (each)

8 -} i
] g o E +Add Gt Cards

: End of Example @
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Distribution Event
Gift Card Example 2

1. Type of Data: Events
2. Date of Reference

3. Primary service type:
Family Engagement
Additional:

Basic Needs Support

4. Community Schools
Pillar and
Person Entering Data

000

Service Delivery Details

Service Delivery

Add the details for the Service Delivery. Additional tabs will appear for an "Outreach” or "Event" selection for the "Type of Data" field

*Type of Data (cannot be changed for this record once saved)

Events X~

*Date of Reference/Week Ending Date (2] “Community Schools Pillar

3/22/2022 ™ Integrated Student Supports

Expanded and Enriched Learning Time and Opportunities
*Primary Service Type (Select the category MOST RELATED to the

Event's topic.) Active Family and Community Engagement

‘ Family Engagement X~ ' Collaborative Leadership and Practices

Additional Services Provided *Person Entering Data

Basic Needs Support @) community Schools 4. b
Behavioral Interventions and Supports

‘ Educational Comm Ker
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Distribution Event
Gift Card Example 2, Continued

1.
2,
3.

Select the High School
Type of Events: Distribution of Goods

Sponsor/Provider: ACTION Food
Pantry
Location: Main Office

Event Topic:
"Virtual Food Fair" event with
information about community food

resources; giving participating families

gift cards for groceries
Role in Coordinating: Indirect

000

*High School

‘ Azusa High School X~

Events
*Type of Events

Workshop / Training
Health / Resource Fair
Enrollment Event
Classroom Enrichment t
© Distribution of Goods

Presentation / Informational / Q8A

Other

* Sponsor/Provider

‘ ACTION Food Pantry X - ‘
Lo

‘ Main Office X - ‘
*Event Topic

Indicate content or information covered (e.g. social media, bullying, graduation requirements)

‘ "Virtual Food Fair" event with information about community food resources; giving participating families gift cards for gi ‘

*Role in Coordinating Event

A'direct” role in coordinating an event means that you initiated and facilitated the planning for the event (e.g. without your efforts this event
would not have taken place). If you played an "indirect” role it means that you were involved in assisting but the school/partner initiated the

event =
[ Direct @ Indirect

101



Distribution Event Q@0

Gift Card Example 2, Continued

1. Primary Event Audience: Parent/Caregiver [ |- -

2. Event Audience: enter number of > | 2
participants for each category i

3. Event notes: event held virtually, gift cards 3 (e s ‘
distributed to families by CS office -

4. PBIS: Attendance . [

5. Event Notes Supporting Documents 5 o

6. Click +Add Goods to open the Distribution of —
Goods popup 6.
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Distribution Event
Gift Card Example 2, Continued

1. Type of Item: Gift Card

2. Measurement type: Items

3. Quantity Distributed: 20

4. Notes: Virtual food fair event

5. Click Save on the Distribution of Goods popup
and the Event Service Delivery

000

Distribution of Goods

* Type of ltem

‘ Gift Card

* Measurement Type
ltems

*Quantity Distributed

’20

Notes

Virtual food fair evenf

Total Quantity Received'®**) : 38
Total Quantity Distributed'®=*’ - 2
Total Quantity Remaining'®**! : 36

.| e
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Distribution Event
End of Example 2

* On the Available tab view all
available gift cards in inventory

®* Check the boxes for the cards you
gave out

* C(Click

Distribute

End of Example @

000

Distribute Gift Cards 3

Gift card entries displayed in light grey text indicate the service delivery or family Green = Created in current service delivery
support record it belongs to has been inactivated.

Available Distributed

To select a gift card, click on the check box next to the gift card.

To select ALL gift cards in your inventory, click the check box in the header.

REFERENCE ID Y
= GIFTCARDNUMBER = Y  VENDORNAME = Y AMOUNT= Y (SERVICE DISTRIBUTIONDATE &= Y
DELIVERYID) =

V| 1001000 31412022

T N N S
v 1001001 311412022

O e e [ we [ e | s

E [ e [ e | we | e | e
[V] 1001003 Vons 31412022

I S N N IS R
V| 1001004 Vons 311412022

S N N I B

(] 1001005 Vons 31412022
S O N I
(V] 1001008 311472022
E
L e E——

Distribute Gift Cards Popup
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Store Distribution A

On the Service Delivery page select
Select Store Distribution for Type of Data

Enter Date of Reference/Week Ending Date
Select Basic Needs Support for Primary Service Type
Choose Community Schools Pillar and Person Entering Data

B oobdh-=

Service Delivery Details 2 i ¥
*Community Schools Pillar

Service Delivery

Integrated Student Supports

Add the details for the Service Delivery. Additional tabs will appear for an "Outreach” or "Event" selection for the "Type of Data" field
Expanded and Enriched Learning Time and Opportunities

*Type of Data (cannot be changed for this record once saved)
1. ’ Store Distribution Active Family and Community Engagement
*Date of Referenceeek Ending Date 4. ‘ Collaborative Leadership and Practices
2. ’ 12116/2021 0 *Person Entering Data
3 *Primary Service Type Community Schools Specialist
* Basic Needs Support X ~ . X
l ) Educational Community Worker
dditional Services Provided
Intern

Basic Needs Support
Behavioral Interventions and Supports
Educational Support (tutoring, college prep)

105
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Store Distribution, Continued
High School: Select your school

1.
2.

OO0 0

Type of Distribution: Day-to-Day Operations & Activities (most common for

walk-in traffic)

Client Type: Enter totals for the week

Supporting Documents: Choose files to upload

*High School

1. || Azusa tigh school

Store Distribution

2. * Type Of Distribution

[O Day-to-Day Operations & Activities

Other

3 *Client Type

Community

Parent/Caregiver
Student

Number of Clients

10 E

L8 E

E E

This data should reflect the combined store distributions (disbursements) of goods as a result of activities from the identified week.

Store Distribution Supporting Documents

(documents, images, and small video files allowed):
Choose files to upload

Choose Files |No file chosen

lease ClIcK on the green upload obulton fo upiocad your ine.

5. Click +Add Goods

+Add Goods
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Store Distribution, Continued

Clicking +Add Goods will open the Distribution of Goods popup

Add as many items as were given away in the week

Only items already entered through a service delivery may be distributed
In this example 14 items of clothing are entered

Click Save to update the information

1

2.
3.
4.

on Distribution of Goods

“High § Type of ltem

OO0 0

‘ Azusa ‘ Clothing

- esult of activiti

he identified week

on Supporting Documents

* Measuremen it Type
Store
Thisdat €M
e *Quantity Distributed
Type |
© Day

2]
2| 1ges. and small video files allowed)

’ 14
Notes
*Client v .
For the regular day-to-day store functions this week
Par
Total Quantity Received'®st : 14
St Total Quantity Distributed®=* : 0
Cot Total Quantity Remaining'®=* : 14

Cancel

upload

s ‘No file chosen n
the green upload button to upload your file

+Add Goods
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Store Distribution, Conclusion G

1. Click on £2 to change the Quantity Distributed or revise or edit the Notes
2. Click on [} to Inactivate
3. The Type of Item and Measurement Type are greyed-out when editing

+Add Goods

“Add": Use the "Add" button to record the goods distributed for this Service Delivery. After adding/editing an entry, you must click "Save" to save your modification.

Totals shown are estimated totals.

GOODSTYPE & OTHERTEXT &  SCHOOL NAME ¥ MEASUREMENT 2 TOTALQTY DISTR TOTALQTYREMA MODIFIEDBY =  MODIFIEDON = EDIT & INACTIVATE =
Food Azusa High Boxes 5 /]

School
Basic Needs Azusa High ltems 20 @ @
Support (e.g School When
hygiene N1
cleaning fl n IShed y
blankets) .

click Save

Gift Card Azusa High ltems 3 @ gj

School

Food Azusa High Boxes 4
()a School
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Quantity Advisement 1

If you distribute more items than are listed
in inventory you will get a warning message

Select Add then Save

The Distribution of Goods item will reflect
the negative balance

You can now go back and adjust the items in
inventory under Service Delivery

000

Add X

Warning: There is no quantity available or
remaining to support the Quantity
Distributed value entered. Click 'Add' to
continue saving your changes.

BTN T

*Quantity Distributed

<))

15
Notes

For the regular day-to-day store functions this week

Total Quantity Received®=" : 14
Total Quantity Distributed'==*' : 15
Total Quantity Remaining®=*’ : (-1)
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Quantity Advisement 2

In the case that you distribute goods and
there is zero inventory for that item you
will see a message in red

Cancel the distribution

Go back to Service Delivery and create
the record for the donation received to
show the items are in inventory

000

Distribution of Goods

* Type of ltem

Household Support (e.g. furniture, appliances)

* Measurement Type
Items o

*Quantity Distributed

. o
Notes

Two small desks for students to work remotely|

Total Quantity Received'®") : 0
Total Quantity Distributed'==*’: 0
Total Quantity Remaining®**’ : 0

There is no quantity available to support the
Quantity Distributed value entered. Please create
a Service Delivery record for goods received in

order to distribute goods.
Save Cancel gl
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Shared Decision-Making A

Example

To view this feature, start a new Service Delivery
1. Under Type of Data select Shared Decision Making

2. Select Mental Health Support
3. Select School, Pillar, and Person Entering Data

Service Delivery Details

Service Delivery

Add the details for the Service Delivery. Additional tabs will appear for an "Outreach” or "Event" selection for the "Type of Data" field

*“Type of Data (cannot be changed for this record once saved)
1. ‘ Shared Decision-hMaking X -
*Date of Reference/Week Ending Date 2] 3 “Community Schools Pillar
2/3/2022 | Integrated Student Supports

Expanded and Enriched Learning Time and Opportunities

*Primary Service Type
Active Family and Community Engagement

2- ‘ Mental Health Support X ~ ‘
Collaborative Leadership and Practices
Additional Services Provided
*Person Entering Data

Basic Needs Support

Community Schools Specialist
Behavioral Interventions and Supports

Educational Community Worker
Educational Support (tutoring, college prep)

Intern

Enrichment Programs / After-School Programming
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Shared Decision-Making

000

Example, Continued

Select the types of Event Audience present

For each audience type Number of Attendees is required
Click Save after entering all required information

Shared Decision-Making

*Grouping Type *Attendees * Number of Attendees
Mental Health Integration Teams X ~ Parent/Caregiver 9
~
*Number of New Students Reviewed (numeric only) Student
I ~
4 = Community i -]
" :
Date of Meeting Staff
L=
2/21/2024 of
Other

*Summary of Meeting and Outcome

Shared Decision-Making Supporting Documents

Ikoy (documents, images and small video files allowed):
4 Choose files to upload
*Role in Coordinating Meeting Choose Files | No file chosen n
A "direct" role in coordinating a meeting means that you initiated and facilitated the planning Please click on the green upload button to upload your file.

for the meeting (e.g. without your efforts this meeting would not have taken place). If you
played an "indirect" role it means that you were involved in assisting but the school/partner
initiated the meeting.

Direct @ Indirect
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Shared Decision-Making A

Example, Continued

Under Shared Decision-Making

- Click Direct if you initiated and facilitated the planning for the meeting
- Click Indirect if you assisted but the school/partner facilitated

Shared Decision-Making
*Grouping Type

‘ Mental Health Integration Teams X = ‘

*New Number of Students Reviewed (numeric only)

K :
*Date of Meeting

2/2/2022 e

*Summary of Meeting and Outcome

Meeting held to discuss all twelve students and services recommended by the team l

*Role in Coordinating Meeting n

A "direct" role in coordinating a meeting means that you initiated and facilitated the planning for the meeting (e.g. without
your efforts this meeting would not have taken place). If you played an "indirect” role it means that you were involved in

assisting but the school/partner initiated the meeting.
I Direct 6 Indirect |

End of Example @ 113




Transfer of Goods

+Add Service Delivery

1.

Choose Transfer of Goods from
the Type of Data drop down

menu —P

Select Basic Needs Support for
the Primary Service Type

Receiving school: Centennial HS
Source school: John Glenn HS

Click +Add to open pop-up —

Service Delivery Details

Service Delivery Details
Service Delivery
Add the details for the Service Delivery. Additional tabs will appear for an "Outreach” or "Event” selection for the “Type of Data’ field.

*Type of Data (cannot be changed for this record once saved)

Transfer of Goods

X
‘

“Date of Reference/Week Ending Date @ *Community Schools Pillar

31812022 Integrated Student Supports

Expanded and Enriched Learning Time and Opportuniies
*Primary Service Type

Active Family and Community Engagement
Basic Needs Support X~ ‘

Collaborative Leadership and Practices
Additional Services Provided g

on Entering Data
Basic Needs Support g

[© Community Schools Specialist
Behavioral Interventions and Supports

. Educational Community Worker
Educational Support (tutoring, college prep)

Intern
Enrichment Pograms / Aier. School Programniing

“High School “Source High School

Centennial High School X - — John Glenn High School

Transfer of Goods

Transfer of Goods Supporting Documents

(documents, images, and small video files allowed)
load

‘> +Add
“Ad: Use the "AdG" buton t record the tems secured from grantimonetary donation. Afer addinglediing an enr, you must lck “Save" to save your modifcation
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Transfer of Goods, Continued

Transfer of Goods Pop-up

OO0 0

Transfer of Goods Pop-up

Transfer of Goods

Type of item: Food, Boxes

Qu a ntity Rece ived : 20 delete this record if it's no longer needed

*Type of ltem

Measurement Type is pre-determined for the Type of Item you select.
For "Food", the measurement type can be "Boxes" or "ltems”. To change
the measurement type for "Food" after your initial save, please use “Add
Goods™ to add a new Food entry with the desired measurement type, and

‘ Food

New totals for quantity received, etc.

* Measurement Type

Boxes

C“Ck Save On the Pop_up Description of Goods

Essential food necessities

Click Save on Service Delivery

*Quantity Received

(20

Total Quantity Received®*’ : 150
Total Quantity Distributed'®=* : 103
uantity Remaining'®s*) : 47

Cancel

Goods available are from the sending school's inventory
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Transfer of Goods, Continued @

How to find records of transferred goods if you are the source of a transfer:
1. Type "transfer" into the search for the TYPE OF DATA column on the table

2. Click the &2 icon to view the record (Only the receiving school may edit)

End of Example @

Show Select t +Add Service Delivery

1= DATE = SERVICE TYPE = ENTERED BY = TYPE OF DATA = LINKED = ION = MODIFIED ON = EDIT = INACTI

26 3/8/2022 Basic Needs Support Community Schools Transfer of Goods 3/8/2022 B
Specialist

25 3/7/2022 Basic Needs Support Community Schools Transfer of Goods 3/7/2022
Specialist

24 3/7/2022 Technology Support Community Schools Transfer of Goods 3/7/12022
Specialist

20 3/212022 Educational Support Educational Community Transfer of Goods 3/2/2022
(tutoring, college prep) Worker

Screenshot of the Service Delivery table with Transfer of Goods filter 116



Educational
PASSPORT

Site Activities

000

Site Activities Home

*Planning Site Activity Details
*Adding Site Activity

Site Activities - Review the Grid

epsportal.lacoe.edu
helpdesk@lacoe.edu
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. . . . 000
Planning Site Activity Details

Chose District and School (prefilled if you have access to one site)

Click on Week Ending Date
Click Choose Files and upload documents, images and small video files

Click +Add Activity to add a collection of activities for that week

*School *Week Ending Date

Hwn =

Planning Site Activity Details

*District

Azusa Unified Azusa High School v 2/23/2024

Activity Documents

(documents, images, and small video files allowed):
Choose files to upload
e Choose Files | No file chosen a

Please click on the green upload button to upload your file.

o +Add Activity I

IBYPE == DATE = DESCRIPTION = EDIT = INACTIVATE =

No records to display.
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Site Activities Home

Click on Site Activities in the Community Schools menu
This opens the Planning Site Activities home page
Click +Add Activity to create a new list of activities

[ X X J
cCoM
SCH

[ J
MUNITY
ooLs

Opportunity. Equity. Families.

]

R e [=

Home

Students

Community Clients

Service Delivery

Family Support

Site Activities

Inventory Management

Partnerships

Success Stories

Standards Assessment v

CALPADS Upload

Reports

FEE TRAINING SITE *##** Hello, Schwanz_Mark@lacoe.edu! Log O

Planning Site Activities

Permissions: Your role and school assignment(s) will determine which records
are displayed.

Sorting/Search: Click on a column header to sort in ascending or descending
order. Enter a partial or full search string in any column to filter the field to your
search criteria.

Date filtering: Date fields can be filtered on different criterias by clicking on

the calendar icon.

Add Activity: Please use the "Add Activity" button to add a new planning site
activity record.

Show

10 T entries

SCHOOL =

Waite Middle School

Inglewood High School

Mckinley Elementary School

WEEK ENDING DATE =

2/16/2024

2/16/2024

2/9/2024

ACT

Sc
Sp

Ot

Ga
Da

CREATED BY =

Santos_Priscilla@lacoe.edu

Crump_Alexis@lacoe.edu

Gomez_Yesenia@lacoe.edu

Edits a record

o Inactivates a record and removes it from view

CREATED ON =

2/13/2024

2/13/2024

2/13/2024

EDIT =

INACTIVATE =

000
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A
Adding Site Activity

Planning Site Activity Details

C | i C k +Ad d Activity *District ek Ending Date

Adding site Activity e 3/2024

Type of Activity & Date .0

Descrlptlon reqUIFEd S:EZ:::.E;?E: Type°‘A°:“"w
i "Choose Files || | \nter\l'\e""(rsnﬂﬂﬂ, S

Click Save for each el | == 9

activity and for Planning /,

Site Activity Details g\ @

B WN e

-mtew'\ew
{YPE— EDIT = INACTIVATE =

No records to display. E o \

Reminder: To access the Site Planning Activity - Data
Definition Guide click on ? Help in the Community Schools
main menu.
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W

ite Activities - Review the Grid

Most recent on top
Sort as needed
Edit to add more
details or make
changes
Inactivate (delete)

[ X K J
OMMUNITY
EHOOLS

Opportunity. Equity. Families.

ﬁ Home

Students

Community Clients

m Service Delivery
b d
-
Q

<
.o’}

Il Partnerships

Family Support

Site Activities

Inventory Management

)

Success Stories

£ 4

Standards Assessment v

CALPADS Upload

& Beport

Planning Site Activities

wxrser TRAINING SITE ***+** Hello, Schwan:

Permissions: Your role and school assignment(s) will determine which records are displayed.

Sorting/Search: Click on a column header to sort in ascending or descending order. Enter a
partial or full search string in any column to filter the field to your search criteria.

Date filtering: Date fields can be filtered on different criterias by clicking on the calendar icon.

Add Activity: Please use the "Add Activity" button to add a new planning site activity record.

Show 10 entries
ID=  SCHOOL =
* Waite Middle School
9 Inglewood High School
1 Mckinley Elementary School
8 Sierra Vista High School
7 Littlerock High School

WEEK ENDING DATE =

2/16/2024

2/16/2024

2/9/2024

2/9/2024

2/9/2024

¥

Event - ict Sponsored

ACTVITIER = CREATED BY =

Other

Gathering Data

Gathering Data

Consultation on - site with School,
Outreach / Marketing of CSI, Focus
Group(s)

Edits a record

[ Inactivates a record and removes it from view

CREATED Ol = EDIT f INACT]

2/13/2024 [/ ] s}

2/13/2024

o
2/13/2024 [/ ] (s}
2/7/2024 (/] 0

0

2/7/2024

[\

lark@lacoe.edu! Log O
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Los Angeles County Office of Education
Technology Services Division
All Rights Reserved © February 22, 2024

00

Thank you

For your interest and commitment to serving our
students, families and communities

Questions?

Contact: Helpdesk@lacoe.edu
About EPS: EPSInformation@lacoe.edu

Web Resources:
LACOE.EDU
Video - Community School Case Management
Application - Request Access
Materials CS Case Management Guides
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