Technical Assistance Tracker (TAT) Quick Guide: 
Goal-Driven Technical Assistance
Who and What
Who Is Responsible for Entering State and Territory Technical Assistance (TA) Activities?
The primary TA partner is responsible for documenting all TA and coordinating review and revision among any collaborating partners within 10 business days of TA delivery or by the end of the calendar month, whichever comes first.
The State Capacity Building Center (SCBC) State Systems Specialist is responsible for reviewing TA activities monthly to ensure that documentation is complete and the language used reflects best practices. When information is incomplete or inaccurate, the SCBC State Systems Specialist will work with the primary TA partner to modify it as necessary.
What Types of State and Territory TA Activities Should Be Entered?
Entries should include virtual and onsite TA to States and Territories, including providing information products, data analysis, meeting planning and facilitation, and any other TA provided in the course of advancing States and Territories toward their specified goals.
Entering State and Territory Goal-Driven TA Activities
Creating a New Goal and Strategic Area
Goals are developed according to the Office of Child Care (OCC) TA planning process. Once goals are determined they are typically entered by the SCBC State Systems Specialist. Any National Center staff member entering goals should coordinate with the SCBC State Systems Specialist. 
Step One
Input the State or Territory in the View/Add/Edit State TA for field by selecting it from the drop-down list at the top of the home screen.
Step Two
Review the State or Territory’s existing goals. 
If the State or Territory already has an established goal for the selected goal category, determine whether the current goal can be refined to encompass the new goal. This may be done by creating additional strategic areas under the existing goal. If the goal and/or strategic areas can be refined to incorporate the new goal, then proceed to the next section of this document “Creating a New TA Activity.”
If the State or Territory does not have an established goal for the selected goal category, or the existing goal cannot be refined to encompass the new goal, proceed to step three.
Step Three
Select Add New Goal and enter data as described in the table below. 
	Field Name
	Definition[footnoteRef:1] [1:  Text in red indicates language that is included in the TAT system as roll-over help text located next to the field name.] 

	Best Practice and Examples

	Start date
	Date goal was developed or entered into TAT.
	Use the date the decision was made with the State to incorporate this work as a goal. If the exact date is unknown, an approximate date or the date of TAT entry can be used. 

	Readiness to implement
	What is the likelihood that this goal will be accomplished in the next 2–3 years? 
	Select least ready, somewhat ready, or most ready. 
Least ready: State or Territory does not have policies or procedures in place, does not have legislative support, or political climate is not conducive to the desired change.
Somewhat ready: State or Territory is working on putting policies or procedures in place, is initiating legislative changes, or is working to form partnerships to prepare for the desired change.
Most ready: State or Territory has policies or procedures in place or has legislative approval, political support, or other systems in place to support the desired change.

	Goal category
	The categories have been identified using the Child Care and Development Fund (CCDF) State Plan Preprint and are designed to align with the structure and elements of Office of Child Care priorities and work. 
A PDF document listing all OCC TAT standard categories is available via a link next to the field name in TAT, as well as on the TAT Help and Resources page. 
	Only one category may be selected for each entry.
Whenever possible, combine all work related to the goal category into one goal (the goal may address multiple strategic areas). 
In cases where the goal could fall under multiple categories, think about the bottom line—what is the State or Territory trying to accomplish with this particular goal? 

	Related goal category
	Other goal category that is significantly related to accomplishment of the goal. “Significantly related” means that focusing on both areas is essential for success; working on either area alone would most likely not result in achievement of the goal. 
	Only one related goal category may be selected. 
Examples of Significantly Related Goals 
Coordinated professional development system that includes both health and safety training and quality rating and improvement system (QRIS) training.
Main goal: Support continuous quality improvement.
Related goal: Recruit and retain a qualified and effective child care workforce. 
Assist State with creating and implementing a tiered reimbursement component in its QRIS system.
Main goal: Support continuous quality improvement.
Related goal: Ensure equal access to high-quality child care for low-income children
Examples of Goals That Are Not Significantly Related 
Establish a centralized data collection system that is linked across sectors (licensing, child care, subsidy, QRIS, Part C, and workforce). Although this goal is related to other goal category areas, the focus of the work is on developing the system, making it solely a cross-systems goal.

	Strategic area
	The strategic areas have been identified using the CCDF State Plan Preprint and are designed to align with the structure and elements of Office of Child Care priorities and work. 
A PDF document listing all OCC TAT standard categories is available via a link in TAT located next to the field name as well as on the TAT Help and Resources page.
	Only one strategic area may be selected for each TA activity. 
Consult with TA partners as appropriate to determine the most appropriate strategic area for the intended work. 
Whenever possible, combine all work related to the strategic area into one entry. 
If the TA activity crosses multiple strategic areas, break the activity down into separate steps or choose the strategic area that best fits. 
If no strategic area seems to fit, think about the impetus for the request or the desired results. 
Do not duplicate TA activity entries for the purpose of including them in multiple strategic areas. 

	Strategic area notes
	Information on what particular aspects of the strategic area the State or Territory wishes to address. This area may also be used to connect the strategic area to the larger goal. Notes are optional.
	

	Goal update and completion notes
	Documentation of any clarification of or changes to the goal as it progresses. When a goal is closed, an explanatory note is required. 
	Examples 
MM/DD/YY – State no longer wants to work on school-age early learning guidelines (ELGs) and wants to only focus on infant/toddler ELGs. Goal updated to reflect this change. 
MM/DD/YY – all TA activities complete. No further TA requested. 
MM/DD/YY – State no longer wants to focus on this goal and is requesting that it be closed.




Creating a New TA Activity
Step One
Input the State or Territory in the View/Add/Edit State TA for field by selecting it from the drop-down list at the top of the home screen. Select the goal category for the new TA activity. 
Step Two
Review the State or Territory’s existing TA activities. 
If the State or Territory already has an established TA activity for the specified strategic area, determine whether this established activity is similar enough to encompass the new TA activity. If so, ensure that all participating TA providers are represented and that the TA activity description reflects the existing work as well as the new work to be accomplished. 
If the State or Territory does not have an established TA activity that can encompass the work, proceed to step three.
Step Three
Select Add a TA Activity and enter data as described in the table below.	
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	Field Name
	Definition[footnoteRef:2] [2:  Text in red indicates language that is included in the TAT system as roll-over help text located next to the field name.] 

	Best Practice

	TA focus
	The TA focus areas have been identified using the CCDF State Plan Preprint and are designed to align with the structure and elements of Office of Child Care priorities and work. 
A PDF document listing all OCC TAT standard TA focus areas is available via a link next to the field name in TAT, as well as on the TAT Help and Resources page.
	Only one TA focus may be selected; it will serve as the activity title. 
Select from the drop-down menu whenever possible. Only use “other” in rare instances.
If having difficulty identifying just one TA focus, think about the bottom line—what is the State or Territory trying to accomplish with this activity? 

	Other TA focus notes
	This field will be locked unless “other” is selected under TA focus. If you select other,” provide a brief description of the TA focus.
	If “other” is selected, a description must be provided.
Examples
Align QRIS investments in a fair-to-provider approach. 
Health and safety training.

	Date opened
	Date TA was requested.
	Staff should make a concerted effort to enter all requests within 72 business hours of receipt. 

	Priority level
	Where does this request fall in the grand scheme of activities within the State or Territory? 
	Select low, medium, or high. 
Low: State or Territory would like to address this issue but has limited resources or competing priorities.
Medium: State or Territory is motivated but may have limitations in committing the necessary resources.
High: State or Territory is highly motivated and willing and able to commit the necessary resources.

	Requesters
	Name of person requesting TA. If a State or Territory is selected, all available requester contacts from the State or Territory, as well as requesters from the region, are displayed and can be selected. 
	Multiple requesters may be selected to reflect different aspects of the request. 
Any State or Territory partner can be associated with a request, but the State or Territory CCDF Administrator or the Regional Program Manager (RPM) must approve all activities that are not directly requested by the CCDF Administrator or his or her staff. 

	Add new requester
	
	No requester should be added without approval from the CCDF Administrator or RPM in coordination with the State Systems Specialist.
If a requester with the email address entered already exists, you will not be allowed to add a new requester using that address.

	Primary center
	The National Center with primary or sole responsibility for delivery and coordination of the TA activity. 
	In general, a center should be listed as the primary center on any activity that falls under its goal category (for example, SCBC should be the primary requester on all cross-system goals). However, other partners may be listed as the primary center for certain activities, depending on the nature of the TA. 
If the primary center changes during the course of the work, it is important to make the change in assignment promptly. 

	Primary staff person
	The staff member with primary or sole responsibility for delivery and coordination of the TA activity and timely completion of all data entry. 
	Only one primary staff member may be selected. If multiple staff members of the primary center are working on the TA activity, one should be listed as the primary and the others as collaborating. 

	Collaborating centers and staff
	Indicate all other National Centers that are engaged in the TA activity. 
	Collaboration is defined as value added in support of the TA activity, beyond taking and assigning a TA request. 
If multiple collaborators are listed, be sure that TA response notes reflect what each partner is contributing. 

	Other collaborators
	Other partners collaborating in the TA activity, including consultants working on behalf of a National Center. Collaborating is defined as contributing significantly to the planning and execution of TA.
	Select as many as apply from the drop-down menu. 
Use the “other” field to provide information about specific contributors.

	Details on other collaborators
	Provide any details related to the other collaborators such as names of specific individuals or other organizations not listed. 
	If a particular person is listed, provide first and last name as well as title and organization. 

	TA activity description notes
	Document the progression of the TA activity description from the initial plan through final plan. The entries should describe what the National Center(s) is doing to help the State or Territory, not what the State or Territory is doing. 
Guiding questions 
What support from the TA system would help you complete your strategies? (Listen for the what, who—particularly who will be involved from the State or Territory—and when.) 
How might TA help you achieve your strategy? Why are you requesting TA? 
	The entries should describe what each National Center proposes to assist the State or Territory in meeting its goal. 
Identify individuals by title or role rather than name. Identify actions of National Center representatives with their respective centers; for example, “SCBC to provide xyz” rather than “Amy to provide xyz.” 
Examples 
Provide a detailed review of the State’s payment policies and procedures and propose changes to enhance fraud prevention. 
Gather and share information about other States and Territories’ continuity-of-care practice; determine next steps for enhancing continuity-of-care policy and practice (absence days, redetermination period, and authorization of care). 
Provide a compilation of research and best practice on the effect of implementing QRIS systems. If needed, facilitate a discussion with the Lead Agency and the marketing and outreach workgroup on how this research can be shared with stakeholders across the State, including the general public.

	TA activity description type
	Indicate the status of the TA activity description. 
Initial plan: plan proposed by the SCBC State Systems Specialist after discussion with the State or Territory, RPM, and Early Childhood Training and Technical Assistance (ECTTA) regional team
Intermediate plan: plan proposed by primary center based on the initial plan and subsequent discussions.
Final plan: plan approved by the primary center and contracting office representative (COR).
Archived final plan: Final plan gets marked as archived final plan when a new final plan is needed. Once the final plan is archived, planning may progress from a new initial plan to intermediate plan, then final plan, or a new final plan can be developed immediately.
	Select initial plan, intermediate plan, or final plan. Depending on the TA planning process used, a TA activity may not go through all three stages. 
All changes to approved plans should be discussed and agreed upon by RPMs, ECTTA partners, and the State or Territory before revisions are made in TAT. 
Note: A TA activity must have a final plan identified and the TA activity status marked as approved for the TAT tracking tab and accompanying fields to show. 

	TA activity type
	Indication of the scope of TA required to fulfill request: universal, targeted, or tailored/individualized. 
Universal: Evidence-informed products and high-quality information and webinars provide a range of stakeholders with an essential foundation for early childhood systems building and best practice. 
Targeted: Learning experiences delivered to a specified audience of stakeholders to enhance participant knowledge and skills. Activities include facilitation of workgroups, identification of resources and supports for implementing best practices, remote consultation, and analysis and review of draft documents.
Tailored/Individualized/: Individualized TA tailored to meet the unique needs and conditions within a specific State or Territory, usually involving some combination of consultation, coaching, training, peer-to-peer learning, and other supports.
	Examples of universal TA include the following:
Provide QRIS Resource Guide section on public awareness.
Provide remote consultation, including analysis and best practices information, and reviews of policies and procedures for compliance with CCDF rules and laws.
Provide TA on best practices from other States that have explored compensation issues.
· Examples of targeted TA include the following:
Review and provide feedback on statewide Emergency Preparedness and Response Plan.
Provide TA to support the new CCDF Administrator in completing a market-rate survey and provide resources on alternative methodologies and TA on the Provider Cost of Quality Calculator tool.
Provide States with webinar on defining, reporting, and tracking serious injuries, followed by quarterly peer work group calls for interested States. 
Examples of tailored/individualized TA include the following:
Provide TA to support the pilot of a State’s QRIS, including QRIS implementation strategies such as participant recruitment and outreach strategies, participant quality improvement, incentive structures, and parent communication and marketing strategies.
Assist a State in continuing to build and enhance its professional development system for infant and toddler, preschool, school-age, and youth practitioners, teachers, and providers. TA may include remote and onsite support, materials, resources, and peer-to-peer exchanges with other States and experts as identified.
Provide intensive remote and onsite TA to design, plan, and facilitate a mapping process for a crosswalk study of current child care subsidy policy and licensing regulations against State legislation and new CCDF reauthorization requirements. 

	TA activity status
	Once the COR approves the activity, it is the responsibility of the National Center to document this in TAT by marking it as approved. (Once status is approved and the TA activity description note is final, the tracking tab will appear.) 
	

	State/Territory outcome plan
	Each TA activity requires an outcome plan that is developed at the time the activity is created. The outcome should be descriptive, concrete, measurable, and tied to the goal.
	Examples
State will launch a national director credential and have at least 150 professionals enrolled by March 20XX.
Territory will update its QRIS strategic plan by the fall of 20XX. 
State will develop an implementation plan for early learning guidelines for use at the provider, program, and system levels.
State will expand its QRIS pilot to include more than half of the preschool, child care, and Head Start populations by summer 20XX.


Tracking and Updating TA Activities in the Tracking Tab
Step One
Locate the TA activity in one of the following ways:
Locate the State or Territory in the View/Add/Edit State TA for drop-down list at the top of the home screen. Select the goal category the TA activity resides under, and select the TA focus of the TA activity to be updated.
Select a specific TA record by its identification number by using Find a TA Record by ID on the home screen and selecting the TA record number in the first column of the results.
Select a TA record from the table on the home page that shows all TA activities assigned to you by selecting the TA record number in the first column of the table.
Step Two
Once the selected record opens, select the tracking tab.
Step Three
Review and update data as described in the table below.
	Field Name
	Definition[footnoteRef:3] [3:  Text in red indicates language that is included in the TAT system as roll-over help text located next to the field name.] 

	Best Practice

	Summary of TA delivered notes
	A summary of TA delivered is required within 10 business days of TA delivery or by the last day of the calendar month, whichever comes first. The summary of TA delivered should be a brief summary (one or two sentences) describing the TA received by the State or Territory. Do not include things planned for the future or planning done during the month. 
	Precede any note with the date (MM/DD/YY).
Identify individuals by title or role rather than name. Identify actions of National Center representatives with their respective centers; for example, “SCBC to provide xyz” rather than “Amy to provide xyz.” 
The primary TA contact is responsible for writing the summary statement and coordinating review and revision among collaborating partners. 
The SCBC State Systems Specialist is responsible for a monthly review of all summaries to ensure that documentation is complete and language used reflects best practice. When information is not complete or accurately described, the SCBC State Systems Specialist will work with the primary TA contact to modify the information. 
Do not include details of who did what or the steps used to deliver the TA.
Indicate whether activities were onsite, remote, via phone, peer-to-peer, and so forth. 
If no active TA was delivered during the month, no TA summary is required. 
Examples 
MM/DD/YY: State X participated in a peer-to-peer call with States Y and Z to discuss CCR&R agency restructuring efforts. Follow-up remote consultation was provided by Center A in collaboration with Center B on MM/DD/YY. 
MM/DD/YY: Territory X received a two-day onsite visit focused on strategic planning for the roll-out of its QRIS system, scheduled for May 20XX. 
MM/DD/YY: State received one TA memo, (TITLE), and two information products (TITLE, TITLE). State has incorporated the information in these documents into its revised policy. 

	Summary of TA delivered – TA delivery method and type
	This field is intended to give a time-limited snapshot of the type of TA and the delivery method used. Select all delivery methods and types that apply to the TA delivered to the State or Territory during the month.
	Only report on TA delivered to the State or Territory, not planning done for activities in the future. 

	Requester feedback/closing comments
	Include any feedback from the client regarding the TA provided. Do not include event evaluation or outcomes, as those are tracked elsewhere in TAT.
	Precede any note with the date (MM/DD/YY).
Multiple notes can be added within the field as feedback is received.
Ensure that any feedback received is document before closing the TA activity. If information is received after the TA activity is closed, it can be added to the record after the fact.
Identify individuals providing the feedback by full name and title or role.

Examples
MM/DD/YY received from NAME, TITLE: “Thanks! This is exactly the kind of information we were looking for.”
MM/DD/YY received from NAME, TITLE: “I haven’t had a chance to look at this yet but we will review it at our next Council meeting.”
MM/DD/YY received from NAME, TITLE: “This will be so helpful as we draft our response to the Governor’s request. We look forward to continuing our work with you on this.” 

	Completion status
	Open: Response to TA request is in process.
Closed: TA provided; all response activities are completed.
Cancelled: TA no longer needed; the requester no longer requires TA.
	The TA activity remains open until all tasks have been accomplished. 
“Closed” should be used instead of “cancelled” if any work was done toward the goal, even if the State or Territory has decided to no longer work on the goal. 
“Cancelled” should only be used if the requester no longer wants TA and no work was done. 

	Completion date
	Date work on the TA activity was completed.
	

	State/Territory outcome plan
	This is a static field that is provided for reference only. This field is on the TA activity tracking tab; any revisions must be made there.
	

	State/Territory outcome report
	Document outcomes that were achieved by the State or Territory as a result of the TA received.
Guiding Questions
If the State or Territory successfully engaged in TA, what is now different? 
What does the State or Territory have at the end of the TA effort? 
	Examples
State has launched a national director credential and has 175 professionals enrolled. 
Territory has updated its strategic plan to include a timeline for implementation.
State developed an implementation plan for early learning guidelines.
State has expanded its QRIS participation to 60 percent of the population as of June 20XX.




Tracking and Updating TA Activities in the TA Response Notes Tab
The use of TA response notes is optional but highly recommended. These fields are used to track the day-to-day work that goes into delivering TA to the State (e.g., planning, follow-up, coordination). The notes can be used by the primary TA contact and any and all collaborating staff as desired.
Step One
Locate the TA activity in one of the following ways:
Locate the State or Territory in the View/Add/Edit State TA for field drop-down list at the top of the home screen. Select the goal category the TA activity resides in, and select the TA focus of the TA activity to be updated.
Select a specific TA record by identification number by using Find a TA Record by ID on the home screen and selecting the TA record number in the first column of the results.
Select a TA record from the table on the home page that shows all TA activities assigned to you by selecting the TA record number in the first column of the table.
Step Two
Once the selected record opens, select the TA response notes tab.
Step Three
Review and update data as described in the table below.
	Field Name
	Definition[footnoteRef:4] [4:  Text in red indicates language that is included in the TAT system as roll-over help text located next to the field name.] 

	Best Practice

	TA response notes
	This field is intended to track progress in planning and delivering TA activities, not state progress toward goals. The use of TA response notes is optional but highly recommended. Level of detail will vary by individual. All work should be identified by center rather than individual (e.g., “SCBC provided xyz”).
	Precede any note with the date (MM/DD/YY)
Identify individuals by title or role rather than name. Identify actions of National Center representatives with their respective centers; for example, “SCBC to provide xyz” rather than “Amy to provide xyz.” 
Documentation of the TA activity should be short and concise and provide the reader with all essential information. 
The primary TA contact assigned to the TA activity is responsible for documenting the work of all partners. Collaborating partners should review the documentation and can add additional details as necessary. 
If necessary, the note should provide contextual information explaining why there is no activity. 
The field automatically captures the entry’s author and the date it was created. 
Examples
(MM/DD/YY): Held planning call for peer-to-peer conference call with State X and State Y on creating provider supports for implementation of a statewide registry. The National Center on Early Childhood Quality Assurance and State Capacity Building Center participated in planning and implementation of meeting. 


Closing Records
Closing TA Activities 
Step One
Locate the TA activity in one of the following ways:
Locate the State or Territory in the View/Add/Edit State TA for drop-down list at the top of the home screen. Select the goal category the TA activity resides under, and select the TA focus of the TA activity to be updated.
Select a specific TA record by identification number by using Find a TA Record by ID on the home screen and selecting the TA record number in the first column of the results.
Select a TA record from the table on the home page that shows all TA activities assigned to you by selecting the TA record number in the first column of the table.
Step Two
Once the selected record opens, select the tracking tab.
[bookmark: _GoBack]Step Three
Review all fields to ensure that the information is up to date and complete. Special attention should be paid to all fields on the tracking tab and TA response notes tab.
Summary of TA delivered: The final summary of TA delivered should include any TA delivered that has not been reflected in previous notes.
Requester feedback/closing comments: Be sure to include any feedback regarding why this activity should be closed or the usefulness of any information provided throughout the course of the TA activity.
Completion status: Change the status to closed.
Completion date: Enter the date the TA activity is being closed.
Outcome report: Document outcomes that were achieved by the State or Territory as a result of the TA received. Use the outcome plan field for reference.
TA response notes: Ensure that all information has been appropriately documented and includes any closing notes regarding status of activity and why it is being closed.
Closing Goals
Step One
To close a goal, all TA activities under each of the strategic areas within the goal must be closed. Review all TA activities according to the instructions above. 
Step Two
Goals can only be closed by a TAT administrator. Once all TA activities have been closed, send an email to OCCTAT@icfi.com with the state name, goal category, and a statement regarding why the activity is being closed. The TAT administrator will add this statement to the goal update and completion notes field and close the goal. 

Searching for Goal-Driven TA Activities
There are several methods for locating specific activities and groups of activities. The methods described above enable users to locate specific goal-driven TA activities. In addition, the search tab provides various ways to search for TA activities that meet specific criteria.
Note that the search tab automatically uses an “AND” function if more than one criterion is selected. That is, if multiple criteria are set, the results returned will only show TA activities that meet all of the criteria. It is important to ensure that you do not select criteria that contradict each other. For example, searching for a record using the criteria State = Guam and Region = Region V would not return any results because Guam is not part of Region V. To search for activities in both Guam and Region V, you need to do two separate searches.
Search results return both goal-driven TA activities and on-demand TA activities.
Below are the search criteria that can be set.
	Field Name
	Description

	TA request #
	This will return the same results as Find a TA Record by ID, at the top of the home screen.

	State or Territory
	Can only select one State.

	Region
	Can only select one Region.

	Goal category/related goal category
	Can be used to identify all goals in a particular category. Combining with strategic area and/or focus area will yield narrower results.

	Strategic area
	Must select a goal category to use this field.

	Primary center
	Only select one center at a time or no results will show.

	Collaborating center
	If you select a center in the primary center field, results will only include TA activities with both that primary center and the specified collaborating center.

	Primary or collaborating staff
	Can be used to identify all TA activities assigned to a specific staff person. This can be especially helpful to supervisors.

	TA activity type
	Search for universal, targeted, or tailored/individualized TA.

	TA activity status
	Search for TA activities identified as planning in progress, approved, on hold, and denied.

	Completion status
	Search for TA activities in the open, closed, or cancelled status.

	Other collaborators
	Search for TA activities involving a collaborator from the drop-down list.

	Date opened
	Enter a date range for when the TA activity was initially opened.

	Date closed
	Enter a date range for when the TA activity was closed.

	TA response note
	Enter a date range to see TA activities with a TA response note that was entered during that timeframe.

	Summary of TA delivered
	Enter a date range to see TA activities with a summary of TA delivered note that was entered during that timeframe.
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