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Updated SOP

Directors/administrative 
1. Upon enrollment, it is the responsibility of the center directors to add children to the DECA online platform. 
2. Center directors will use child plus to access children’s names, birthdates and guardian’s names. They will enter the child’s first 

name, last name, date of birth, entry date and parent info into the DECA website. 
3. Directors have the ability to move children around within their classrooms. For example, the CD at Muldoon can move children 

from MA to MC. But not between sites. If a child moves from MA to Ridgeline, please contact the CDA for support with moving 
the child.

4. Directors ensure every child has a DECA screening completed within 45 days. The CDA will e-mail you and your teaching staff 
when the due dates are coming near. 

5. Directors ensure all children have a single rating reports uploaded in Child Plus in the education section under the attachment 
tab.  

6. Directors review the results to the teacher DECA screenings to determine who needs goals set and support their teachers with 
goal setting. Once the parent meetings are held, the completed goal forms are uploaded to child plus.  Please inform the 
DMHC, CDA, FSC and FA’s when the documents are completed and in Child Plus. 

1. This will allow for us to complete our next steps in the process including reviewing and tracking documents. 
7. At the end of each month the DMHC will contact the teaching staff and center director so they know who still needs goal 

setting completed. 



Teaching Staff 
o It is the teacher’s responsibility to ensure that parent screenings are completed within 45 days of entry into the program. 
o Ideally, parents will be given the screening during the Meet & Greet. Parents should complete the screening on the 

IPad/computer. If this is not possible, a printed copy can be completed. It is the teacher’s responsibility to ensure the screening is 
input in the child plus. 
o Completed written screenings should be filed under the mental health tab.  
o Once the parent screening is input on the online DECA system, download a copy of the single rating report naming it 

‘Parent Single Rating’ with the child’s initials. Ex: (JW, parent single rating)
o Next enter child plus, click on the child’s name → education tab →and then attachments. Click the green button, ‘add 

attachments’. Under the attachment type, there are two options, DECA Single Rating and DECA home school goals. Mark 
it as DECA Single Rating. Under the description write, ‘pre’. 

o After four weeks of school, the teacher will complete the DECA screening and save it on child plus just as they did the parent 
screening. Differences will be ‘JW teacher single rating’.

o The teacher data is used to determine if home/school goals are needed. Looking at the ‘group profile’, on the DECA online 
program children who have needs (red box) in either in Total Protective Factors (TPF) or Behaviors Concerns (BC) will need to 
have home/school goals created. 
o If possible and time allows, please use the parent teacher conferences as the time to address these needs. 
o Teachers can use the results to narrow down goals to those that can easily be incorporated into the class and home but 

the final decision must be made with the family. 
o Once two or three total goals are chosen for the targeted concerns, print off a final copy and upload it to Child Plus and 

let your center director know that goals have been set. They will then inform the needed people that goals are set and 
ready for review. 
o Family advocates review the goals with the families during their home visits, please ensure you are communicating 

when them about progress and important conversations.    



Teaching Staff – Continued
o For the parent teacher conferences, transfer the parent and teacher results to the carbon copy half page and share the results 

with the family. To do this:
o Log into https://www.e-deca2.org

o Under the view ratings tab click → Group Profile. Complete the class information to pull up the needed report. Note: We do 
not report the TPF score on the half sheet. 

o Once the group profile has been created for parent and teacher results, use that to write results on the half sheet.  
o Results will be shared at the PTC (parent teacher conference) in October. 
o If any parents enroll in KCI after the start of program year, those results will be saved until the next PTC. The DMHC will hold

on to the extra half sheets and release them before the next PTC. 
o Any children who start late but indicate a concern in TPF and/or BC, will get assigned goals ASAP instead of waiting for the 

next PTC.  
o The second round of screenings in April will not be shared with the families. All students are rescreened by the teacher. 
o The only parents that will re-screen their child are those who indicated a need in any of the five areas (i.e., they had a red box). 

o COVID-19 Procedure Changes
o Screenings will be completed verbally either over the phone or zoom. Alternatively, a paper copy of the screening can be sent

home and returned. 

https://www.e-deca2.org/


Intro 

 The DECA-P2 is a social and emotional screening. 

 The DECA focuses on resiliency- which is the ability to cope with/bounce 
back from hardships. 

 Resilient people have protective factors that help them succeed and 
carry on. 

 The DECA screens children’s resilience. If they do not have enough 
protective factors we, as their class teachers and families, will help 
children learn what they need to be successful in the future. 



 1 Page

 38 Questions

 Available in English 
and Spanish



 Always complete this part of the assessment fully. 

 Include person completing the form and how they are related to the child. 

 Do not forget the Date of Rating. 



Adding Children’s names

 It is the responsibility of the Center Director to add the children's names. There are a limited 
number of tests, please ensure the child is attending before adding them to the program. 

 When adding the child’s name you must add a parent name as well.

 The teacher and parent screenings are scored differently. The exact same answers to the 
questions will have a different score depending on who is completing it. 

 It is very important to specify if it is the teacher or parent completing the screening. For 
example if you write John – dad, but mom fills it out, the score will still be correct because it is a 
parent.

 Likewise if you need to input a child’s information but you are not listed as the teacher, choose 
another teacher. 

 If your child is not in the computer during the meet and greet, you can just complete a paper 
copy.



 On the main page, 
hover your mouse 
over “e-Deca
Management”

 Under “Manage 
Children” click 
“Create A new Child 
Record”



 Use child plus to get the 
full name, birthdate, 
gender, and entry 
date. 

 Then choose the class 
the child would be 
assigned to. 

 Highlight the class and 
press the orange arrow 
to move the school 
name from Available 
sites to Assigned sites. 



 Do not forget the bottom part of the 
page. You must put in contacts for the 
child. 

 The contacts you choose dictate a 
point scale. 

 Use child plus “Application” area to 
write the ‘last name’ ‘first name’ and 
the contact type ‘Mother, father, aunt, 
uncle. Etc. 

 You do not need to enter the phone 
number or e-mail. 

 Later when inputting data you will only 
be able to choose who completed 
the form by the drop down menu. 



 Use child plus to find your child’s name, birthday and family member’s 
names. You can pull report 2025 and specify those areas to pull a report. 
Unfortunately you will not have the parents names which is needed to 
add the child as a contact. It may be easier to click on each child’s 
name and use the ‘Application’ area for parent names. 

 Ensure it says ‘saved’ in red at the top of the page. 



Completing parent or teacher 
screenings

 Log into the DECA website. 
 Everyone’s log in is 

 KCI_firstname_lastname

 Password is Kidscorps1!

 Hover your mouse over “Input 
Rating”

 Click onto “By Child (online)

 Always use DECA-P2 never the 
DECA-C unless indicated by the 
DMHC, Special Education 
teacher or Shawna. 

Click here to 
input a child 

screening 
online

Click me to print off 
a PFD version of the 

test.
(Beware you will still 

have to input the 
results after)



Choose your site: KCI
Group: (Class)
Child: (Name) 

Childs name has to be entered first 
before you start a screening.

Click DECA-P2
36 Months to 6 Years



Childs info will 
come pre-
populated

You must put:
*Rater

*Rating Date
*Rating Period



Click save once you 
have answered the 

questions



 Click ‘Display Scores and Single Rating report’



 A pop out box 
will appear 
with the single 
rating report.

 Download this 
to a file and 
then save to 
child plus. 

 We are no 
longer putting 
paper copies 
in the 
children’s files. 

Here are the 
results to the test



Interpreting the Single Rating Report 
 The single rating report it made up of three pages. 



 IN, AR, SR and TPF – high scores in these 
areas indicate strengths. 

 BC – high score indicates high need. We 
want a low score on this section. 

 Depending on the age of the child the 
numbers are different. For one child the 
score of18 is low while in another it can 
be a normal range. Use the sections to 
understand their level, not the numbers. 

 About halfway from the bottom is the 
qualifies for services range. 

IN- initiative
AR- Attachment/Relationships

SR- Self Regulation
TPF – Total protective factors



Questions 

 You can use the questions to help write the goals or address areas of 
concern. 



Now what

 So you get this page:

 Children with a ‘red box’ or a ‘need’ in Total Protective Factors (TPF) 
and/or Behavioral Concerns  (BC)will be assigned home/school goals.



Low scores

 Deca goals are created from teacher data. As we do not take that data 
until four week into the school year we can use the parent data to guide 
us. 

 Teachers who are struggling with children from the start can use this data 
to create targeted interventions. 

 If you can use the online strategy system, the promoting resilience now 
and forever book or speak to the DMHC to gain support.

 Once the teachers results are in we can create official home school 
goals. 



Results 

 Children showing low scores in behavior concerns or total protective factors will have 
home/school goals. 

 If goals are given, teachers are expected to follow up with the parents sharing how 
they are working in class and asking how it is going at home. The family advocate will 
follow up in the home visits.
 We need to ensure that Family advocates and teachers are communicating and 

documenting this information. More information on that at a later date. 

 If a child is low in Self-Regulation (SR) but no other area, that means they have 
enough resilience to regulate. As long as total protective factors and behavioral 
concerns are not a concern. 
 They will not get an official goal sheet. 
 They will get a packet of information of how the family can support.
 The teacher will use the information to support the child in the classroom. 



Goal Setting

 To set goals go to View rating → By Child →Input class and teacher 
information. You can click view all ratings or a specific rating. 



Pick the screening you 
want and click 

strategies



Finding the Single Rating Report 

 (Continued from the page before) Also on this page → If you click Edit 
Rating. It will bring it back to the rating page. At the bottom you can 
press get Single Rating report.



Back to goal setting – You have 
pressed the strategies button…. 

 You will be given many options of goals. You can chose up to three goals, 
but I strongly suggest two .

 Goals are conscious discipline oriented, please let me know if you need 
any help with goals.

 Many of the goals come with attachments: information or visuals. Be sure 
to check those out and print for families and classroom as needed. 



Tips and Hints

 Choose goals that will be easy to achieve in class.

 Home/school goals must be created with the family. The teacher can 
choose several goals they feel will meet the home and school needs, then 
let parents pick the two to focus on. 



Once you have chosen the goals…

 You will create an easy to read document that you can save to edit or as 
a pfd. 

 It will be shorter and more direct. 

 No more than three goals!



Page One:
Results

Page Two :
Chosen 

goals

Page 
Three:
Sigs



SAVE SAVE SAVE

 The goals you select are not automatically saved!

 Teaching staff, center directors, family advocates the disabilities office all 
need access to this document. Please upload it in child plus then e-mail 
the appropriate people so they know it has been shared with the family 
and is ready to be viewed. 

 Child plus→ Mental Health → Attachments.

 Please ensure Family advocates get the goals as well as they will be 
addressing them on the home visit. 

 There will be a section on the staffing form for discussion of goals.  



Completing the DECA PTC form

 Results of the DECA are saved until the Parent Teacher Conferences. 

 Please note, when completing the form we do not share the Total 
Protective scores with the families. They are not shared on the goal sheet 
either. I would strike through the column to not transfer the data. 

 The TPF is just a culmination of IN, AR, SR = to support TPF you target one of 
those area’s (IN, AR, SR)



 This is the form we use to 
share parents results of the 
DECA-P2 screenings. 

 It is carbon copied, one white 
one yellow. The yellow is filed 
under mental health with the 
parents signature. The white 
goes home with the family. 

 Please make a copy as this 
will also go into the portfolio. 



 This is the back of the form. 
It provides parents with 
basic strategies for 
Initiative, Self-regulation, 
and Attachment/ 
Relationships.



Completed the DECA Parent Form 

 Log into the DECA website. 
https://www.e-
deca2.org/welcome.aspx

 Click View Ratings → Group 
profile 

 Complete teacher information 
including if it is a pre or post 
rating, parent or teacher ratings. 

https://www.e-deca2.org/welcome.aspx


 The left side is the pre rating, 
completed with in the first 45 
days. 

 The post rating, on the right, 
is the results to the screenings 
in the spring. 

 Each line represents a child. 
I have cut out their names. 
 Red = Need

 Blue = Typical 

 Green = Strength 



The completed 
form

PULL ONE REPORT FOR 
TEACHER 
TRANSFER THE INFORMATION 
TO THE HALF SHEET

PULL ONE REPORT FOR 
PARENT 

Note**** 
There is no TPF represented on the  
screening. Skip reporting that area. 



USING THE RESULTS – TURN THE 
PAGE OVER AND HIGHLIGHT 
WHAT YOU THINK THE CHILD 
WOULD BENEFIT FROM 
PRACTICING AT HOME. 

THE BACK OF THE FORM 
EXPLAINS WHAT EACH ITEM 
MEANS AND STRATEGIES TO 
IMPROVE EACH AT HOME. 



Middle of the year screenings

 For children that rapidly improve or decline we can re-screen. The results 
will be counted as Mid. 

 Updated goals can be set from these or new goals, if the child had none 
before, can be set. 



Dates and Expectations

 The first screening is completed by the parents within the first 45 days of 
enrollment. 

 The teacher screening is completed four weeks after their first day of 
school. 

 All teachers will complete a second screening in April. 

 Parents will complete a second screening if their first screening indicated 
an need in any area. 



Pulling Reports

 Many different types of reports can be pulled. 
 Have a play with the ‘view ratings and reports’ tabs

 This can be found under View Ratings/Reports → By Child → Report Type



Questions?

 If you have any questions or concerns please do not hesitate to ask.

 I will add to the power point as the year goes on to address specific 
questions. 
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