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Technical Assistance Tracker (TAT) Quick Guide 
Regional TA Activity
Who and What
Who Is Responsible for Entering Regional Activities?
· The primary technical assistance (TA) partner should discuss the regional activity with all involved partners and decide who will take responsibility for entering and updating the record in TAT.
· All regional TA activity records should be updated as progress occurs, within 10 business days of TA delivery or by the end of the calendar month, whichever comes first. Records should be closed once the activity has been completed.
What Types of Regional Activities Should Be Entered?
· Entries should include virtual and onsite regional activities, as well as information products and data analyses developed in response to regional requests. The following are examples of regional TA activities that should be entered in TAT:
Child Care and Development Fund (CCDF) orientation training (for new regional staff, or for State or Territory staff when multiple States and Territories are included)
Regional CCDF Administrator content calls (monthly, bimonthly, quarterly); each call should be entered as a separate regional activity
Regional coordination meetings such as Head Start–Child Care or Early Head Start–Child Care Partnership (EHS-CCP) work
· The following types of requests should not be entered using the regional activity form. A separate mechanism for tracking these types of requests in TAT is in development.
National webinars and trainings
Office of Child Care (OCC) cluster meetings
Peer-to-peer forums or groups and topical learning tables
Conference presentations
Workshops
Train-the-trainer sessions
Center-sponsored regional webinars and trainings
How Are Recurring Regional Events Entered?
The regional TA activity form is designed to list activities with only one date. For events that are recurring or have multiple dates, a separate regional TA activity should be created for each date.
· Any activity that is planned and delivered within a short timeframe should be entered as a separate activity.
For example, Regional State Administrator calls (monthly, bimonthly, quarterly) should all be entered as separate regional activities.
· Any activity that is planned over time with one culminating meeting or event should be recorded in one entry (rather than recording each planning call or event as a separate regional activity entry).
For example, EHS-CCP 2016 regional meetings should be entered as one activity per region. The planning calls, preparation, and culminating meeting should be entered under Add Planning Progress Note, and the culminating meeting should also be recorded under this entry.
Entering and Managing Regional Activities
Creating a New Regional Activity
Step One
Select the regional activity tab and click on the new regional TA activity form button.
Step Two
Enter data as described in the table below. 
	Field Name
	Definition
	Best Practice

	Regional office
	Regional office requesting TA.
	Select one Regional Office as the primary requester of the regional TA activity. Other regions participating in the activity can be indicated in the Other Region(s) Participating field.

	States and Territories
	States, Territories, and/or Regions that will participate in the regional TA activity.
	Indicate all who have been invited; update after the activity occurs to include only those who actually attended.

	Connection to OCC priority areas
	These 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 OCC 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 priority area may be selected.

	Date regional TA activity proposed	Comment by Terrie Hare: When we enhance the regional tab, can we change this to just be Date Regional TA Activity?  Dates are typically the date of the event like the SA meetings.
	Date the TA is scheduled.
	Enter the date the TA activity is scheduled.

	Regional TA activity title
	The specific name given to a meeting or event.
	Examples
· Region II January State Administrator Meeting
· Region X EHS-CCP Meeting
· Region VII Virtual Staff Retreat

	Topic
	General topic that encompasses the scope of the requested regional TA activity.
	Identify what aspect of the OCC priority area the request addresses. 
Examples
· If the OCC priority area is health and safety, the topic may be “playground safety.” 
· If the OCC priority area is quality rating and improvement systems (QRIS), the topic may be “taking QRIS to scale.” 
· If the OCC priority area is define CCDF leadership and coordination with relevant systems, select the primary topics of the meeting, such as “background checks.”

	Objectives of regional TA activity
	The purpose for delivering the TA requested by the region. 
Guiding questions
· What support from the TA system would help the region complete its strategies? Who will be involved from the region, and when? 
· How might TA help the region achieve its strategy? Why is the Regional Program Manager (RPM) requesting TA? 
· What does the RPM hope will be the outcome of the TA? How will he or she know that it has been successful?
	Examples
· The National Center on Early Childhood Quality Assurance will conduct a virtual presentation on best practices in reporting and tracking serious injuries, including injury prevention strategies to inform policies.
· Region will share the successes, innovations, and challenges of its States in developing multiple implementation plans to meet reauthorization requirements. 
· Region will develop a coordinated approach to cross-sector planning for Head Start and child care TA.
· RPM requested information on eligibility for special needs populations.
· Region requested research and report draft(s) in preparation to complete and enter grantee readiness reports.

	Expected outcomes of regional TA activity
	From the region’s perspective, what will be accomplished, improved, or resolved as a result of the regional TA activity?
	Examples
· Region gained a common understanding of best practices in reporting and tracking serious risk injuries, including injury prevention strategies to enhance existing or create new policies.
· Region has successfully developed implementation plans to meet reauthorization requirements.
· Region has a coordinated approach to cross-sector planning for Head Start and Child Care TA.
· RPM received information on eligibility for special needs populations.
· Region has accurate data on reauthorization to complete grantee readiness reports.

	Primary center involved
	Select the center that will lead the regional TA activity.
	Only one center may be designated as the primary center.

	Centers involved
	Select all other centers that will have a collaborating role in the regional TA activity.
	Select all that apply.

	Cross-regional TA activity
	Select yes or no.
	Indicate all who have been invited; update after the activity occurs to include only those who actually attended.

	If yes, other regions participating
	Select other participating regions, if the TA activity includes other regions. 
	Indicate all who have been invited; update after the activity occurs to include only those who actually attended.

	Publish to calendar: the fields below pertain only to virtual and onsite activities that are to be published to the calendar. If an activity does not need to be published to the calendar, there is no need to complete the following fields. 

	Regional TA activity name
	If the TA results in a conference call, webinar, peer-to-peer session, or the like, provide a name for that activity. **This field and the following four do not apply if the TA request results only in a verbal or written response. 
	Examples
· Region II January State Administrator Meeting
· Region X EHS-CCP Meeting
· Region VII Virtual Staff Retreat
· Coordination: Regional Systems Team Meeting – Region I	Comment by Terrie Hare: Need to explain when and why we need Coordination in front of some of the activity names	Comment by Rich, Ashleigh: Agree, this is unclear to me.
· Coordination: Head Start TA Regional Meeting – Region I

	Regional TA activity start date/time
	Date and time the regional TA activity is scheduled to begin. 
	If activity is an all-day event, select the check box and do not enter a start time.

	Regional TA activity end date/time
	Date and time the regional TA activity is scheduled to end.
	If activity is an all-day event, select the check box and do not enter an end time.

	All-day activity
	Check if the regional TA activity will last the whole day. Note: If checked, start and end times do not need to be provided.
	

	Publish to calendar
	Checking this box publishes the regional TA activity information to the TAT calendar. Only activities that result in an actual event need to be published.
	Only TA activities that involve delivering content to a region should be published on the calendar. 
Examples 
· Monthly content call with regional staff where a topic is presented and discussed. 
· Webinar developed on a specific topic.

	Regional TA activity type
	Pick the activity type that best describes how the TA was delivered.
	

	Organizers
	Who is leading in terms of content preparation, guiding the design of the regional TA activity, and implementing the regional TA activity?
	In most cases, organizers will be federal staff since RPMs initiate requests for regional activities.


Tracking and Updating Regional Activities
Step One
Locate the regional activity by selecting the regional activity tab, using the filters to identify the region the activity is in, and clicking search.
Step Two
Select a regional activity record from the search results by selecting the regional activity record number in the first column of the table.
Step Three
Review and update data as described below.
	Field Name
	Definition
	Best Practice

	Regional TA activity planning progress notes
	Describe the progress made on planning and implementation of the regional TA activity and any key decisions made or feedback received. Update this field within 10 days of TA delivery, or by the end of the calendar month, whichever comes first, as the regional TA activity progresses.	Comment by Terrie Hare: Consider inserting some examples	Comment by Sanchez, Michelle: From 6/6 Monthly Report meeting add to help text to include “Describe pregress of outcomes, additional information requested as result of meeting.
	Include any type of notes to document the planning, progress, and involvement of other key players. 

	Document uploads
	Attach any relevant files such as agendas, planning materials, or final products.
	Only upload final documents, not drafts.

	Regional TA evaluation summary	Comment by Terrie Hare: No one that I know of does evaluations for the regional tab activities such as SA meetings and I don’t think collecting the data would be a good use of our time.  Is this tab available under the other TA for when we do site visits? 
	Provide a summary of any evaluation results collected from the regional TA activity or any other feedback received on the quality or results of the regional TA activity.
	Provide enough detail to outline the steps that were taken to plan and implement the regional TA activity. Also provide any specifics related to how desired outcomes were addressed and incorporated into the planning process. 

	Notes
	Include contextual notes that help provide additional background on the regional TA activity. 
	

	Regional TA activity completion status
	Indicate whether the regional TA activity is opened or closed.
	

	Regional TA activity completion date
	Provide the date the regional TA activity is completed.
	This may be the same as the date of the regional TA activity unless further follow-up work is required.


Entering Regional Activity Evaluations
Step One
Locate the regional activity by selecting the regional activity tab, using the filters to identify the region the activity is in, and clicking search.
Step Two
Select a regional activity record from the search results by selecting the regional activity record number in the first column of the table.
Step Three
Select the evaluation tab.
Step Four
Review and update data as described in the table below.
	Field Name
	Description

	Event name
	This field should match the regional TA activity name on the activity description tab.

	Date of event
	The date the event took place.

	External presenters
	Who were the presenters for the event, including external presenters? Include full name, title, and organization.

	Learning objectives or event purpose
	Include any learning objectives that were proposed for the event, or explain the purpose of the event. 

	Summary of audience
	Provide a brief description of the target audience.

	Information
	Provide the percentage of respondents who answered each indicator a certain way (e.g., “Excellent: 90%”). If these exact questions were not asked on the evaluation form, skip this section.

	Facilitators
	Provide the percentage of respondents who answered each indicator a certain way (e.g., “Excellent: 90%”). If these exact questions were not asked on the evaluation form, skip this section.

	Presenters
	Provide the percentage of respondents who answered each indicator a certain way (e.g., “Excellent: 90%”). If these exact questions were not asked on the evaluation form, skip this section.

	What did you like best about this TA event?
	Provide a list of all responses provided to this question. Skip if this question was not asked on the evaluation form.

	What did you like least about this TA event?
	Provide a list of all responses provided to this question. If this question was not asked on the evaluation form, skip this question.

	Describe how you might apply something you learned at this event.
	Provide a list of all responses provided to this question. Skip if this question was not asked on the evaluation form.

	Did we provide the information and resources needed to meet your goals? What was most helpful?
	Provide a list of all responses provided to this question. Skip if this question was not asked on the evaluation form.

	Are there other TA services that you need?
	Provide a list of all responses provided to this question. Skip if this question was not asked on the evaluation form.

	Additional comments
	Provide a list of all other responses. If additional questions not listed above were asked on the evaluation form, use this space to summarize any information gathered. Provide concrete data such as “50% of respondents said that they would recommend this presentation to a colleague.” 

	Uploaded files
	Upload a copy of the evaluation results summary page if available. If possible, scan all evaluations into one PDF and upload. 


Searching for Regional Activities
The search tab is not designed to locate regional activity records. However, on the regional activity tab there are filters designed to help you locate specific regional activity records. Note that the filters function as an “AND” search. That is, if multiple filters are set, the results returned will only show regional TA activities that meet all of the filters.
Below are the filters that can be set.
	Field Name
	Description

	Region
	Select the region in which the regional TA activity resides. Only one region can be selected.

	OCC priority area
	Select the OCC priority area. 

	Centers
	Only select one center at a time unless you are specifically looking for regional activities involving two or more centers.

	Regional TA activity start date
	Enter a date range to see regional TA activities opened during that timeframe.

	Completion status
	Search for regional TA activities in open or completed status. All will provide both open and completed activities.



Assistance with TAT?
For any assistance with TAT technical issues or questions regarding protocols, best practices, or guidance, contact OCCTAT@icfi.com.
 (
State Capacity Building Center, 
A Service of the Office of Child Care
9300 Lee Highway
Fairfax, VA 22031
Phone: 877-296-2401
Email:
 CapacityBuildingCenter@ecetta.info
Subscribe to Updates
http://www.occ-cmc.org/occannouncements_sign-up/
The State Capacity Building Center (SCBC) works with State and Territory leaders and their partners to create innovative early childhood systems and programs that improve results for children and families. The SCBC is funded by the U.S. Department of Health and Human Services, Administration for Children and Families, Office of Child Care.
)
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