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Information Services: Summary of Activities

The Information Services (IS) team provides a wide array of support services to the staff of the State Capacity Building Center (SCBC). The IS Coordinator is in regular communication with the SCBC staff to assess editorial, 508 compliance, research, and technology needs, and to ensure consistent messaging and branding of resources.
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508 Compliance Coding
[bookmark: _GoBack]Since the beginning of the SCBC contract year, members of the IS staff have undergone extensive training in 508 compliance coding requirements and processes. They have quickly developed the expertise to provide 508 compliance coding for all products and resources posted on the Office of Child Care’s (OCC) Early Childhood Training and Technical Assistance (ECTTA) System website, as well as resources that are posted on conference websites.
Contract Reporting
The IS Operations Specialist supports the Project Director by tracking, reporting, and projecting financial expenditures throughout the life of the contract. The Operations Specialist also serves as support for project staff and provides guidance related to projected expenditures to ensure the most cost-effective use of contract funds.
The Operations Specialist facilitates the compilation of the SCBC monthly report submitted to the OCC with the invoice each month. This task entails gathering each SCBC team lead’s input on accomplishments and next steps for each contract task and subtask, as well as extracting data from the Technical Assistance Tracker (TAT) to demonstrate technical assistance delivered throughout the month.  
Data Explorer
The IS staff is responsible for maintaining the OCC ECTTA System’s Data Explorer and conducts quarterly data updates across early care and education topics, maintains accurate source information, and works with the Technology Lead to ensure that revised data are posted accurately and in a timely manner.
Editorial Support 
The IS team provides editorial oversight and services to ensure that all written products created by the SCBC are of the highest quality. Quality extends beyond sound grammar and punctuation: all SCBC products must be clear, logical, accurate, and accessible for target audiences. The IS team’s editorial function helps ensure consistent quality across all written products, including publications, announcements, web text, PowerPoint presentations, and an array of technical assistance materials. 
In addition to editing the Center’s written products, the IS team has developed a portfolio of Word and PowerPoint templates aimed at ensuring that products are visually appealing, user-friendly, and consistently branded. The team provides extensive support in formatting documents and presentations and regularly updates the templates with improvements based on user feedback. 
Major editorial tasks include the following:
Materials for the SCBC’s Impact Project and upcoming peer learning forums. 
A series of Systems Building Resource Guides and content for an accompanying resource library.
Image Library
The IS team maintains an extensive library of photos, graphics, and other images that are used in written products, PowerPoint presentations, webinars, and on the OCC ECTTA System website. The images are organized by topic and tagged with keywords to allow for searching and accessibility to the SCBC teams. The IS staff is also available to assist with locating specific images to suit specific topics or materials. 

Staff recently completed an extensive refresh of the image library, collecting more than 700 new images related to infants and toddlers, families, and providers of early education services that represent diversity, age, culture, and gender.
Office of Child Care Early Childhood Training and Technical Assistance System Website
The IS staff interfaces with the Technology Lead to ensure that the content of the OCC ECTTA website is relevant and accurate. Staff assist with the selection of appropriate photos and graphics, and consult on the layout and design of web content. Quality assurance measures performed by the IS staff include thorough editorial review of any resources or web text, 508 compliance checks, and oversight of the appropriate workflow for approval of content to be published on the site. 
Research Support
IS staff provide ongoing research support to the SCBC team on myriad topics, Most recently, this support has included working with Intensive Capacity Building Network staff to research and write the upcoming publication State Legislation and Early Childhood Systems Building.
SCBC Workspace
Members of the IS staff serve as the workspace administrators for the SCBC workspace—a collaboration space for users to post and store resources for tasks and deliverables. The workspace allows for centralized storage of center resources and rigorous version control. A comprehensive user guide and quick tips are in development to assist users of the workspace.
Special Projects
During year 1 of the SCBC work, the IS staff completed 52 state and territory profiles detailing multiple data points for investments in early learning. These profiles were featured in the Administration for Children and Families’ announcement of the Month of the Young Child. Additionally, the staff assisted with the formatting and 508 compliance of Early Childhood Homelessness in the United States: 50-State Profile.
Technical Assistance Tracker 
The IS Operations Specialist has assumed primary responsibility for working with the ICF Technology Lead on implementation of and training on the TAT. Since the beginning of the contract, there have been three major releases of TAT enhancements, including new and revised fields to incorporate the new ECTTA System structure, revised navigational structure to enhance ease of use, and improved alignment across the TAT’s various components.
Development is currently underway on a multistate TAT component to document technical assistance opportunities that are delivered to multiple States, such as webinars, topical learning tables, and peer groups. The Operations Specialist collaborates with the SCBC team and other ECTTA System partners to gather input on the Centers’ needs, and works with the Technology Lead to translate those needs into technical requirements. In addition, the Operations Specialist has developed and delivered training to all ECTTA System projects on the purpose and use of TAT and serves as a resource for any questions, comments, or issues they experience. 
Technology Support
The IS staff lead Adobe Connect assistance and consultation for virtual meetings and webinars and have conducted multiple trainings to build capacity across the SCBC team. IS has supported planning and logistics for major technical assistance efforts such as the Impact Project, peer learning forums, and the National Technical Assistance Listening Sessions. This support includes creating application trackers, logging materials, maintaining contact lists, scheduling meetings, and providing live technical support during events. 
Additionally, staff created a series of technology guidance documents to assist project staff with common functions of key technology platforms used by the SCBC (Word, PowerPoint, Outlook, and Adobe Connect).
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