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Setting Up a Stipend Track

Roles that Have Access: Funder Admin, Stipend Manager

This instruction sheet explains how to use Hubbe to create county ECE Workforce stipend tracks and
invite staff participants. The Stipend Management feature can only be accessed by the roles “Funder
Admin,” “Stipend Manager,” and “Stipend Approver," but only the “Funder Admin” and “Stipend
Manager” roles can create and set up a stipend track as described in this instruction sheet.
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Navigating to Stipend Management

The Stipend Management Feature can be accessed within the “County Menu” on the left-hand side of

your screen.

Maple County

Maple County

Quality Matters

Home / Maple County

Supperting Childran and Their Pasants

42)

<+ Create Agency

Search all center-based agencies

Reporting RS R,
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<
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e
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o

A Strong Start for Kids!

Agencies]
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Canterville

If you are a Stipend Manager, you will be directed to the county’s Stipend Management record upon

logging into Hubbe.

Maple County

BBl

Supnorting Childran and Thei Parerts

Stipend Tracks

Home / Maple County / Stipend Management

County Menu

Maple County Assign Staff &

Current Stipend Tracks
Caseload Approvers

. Completed
Stipend Management |

. 0 ion: $38,150.00
A Stipend Manager's menu

only provides access to the .
Stipend Management feature | [showli0 ~Jenies

Amount Budget

Total Approved: $11,300.00

Stipend Tracks

N DETRELRSGE R B RSl (Download could take up to several minutes to complete)

Total Paid: $7,350.00

Stipend Track

. 4 Total Total Total Total
Title Budget per Category/Cost . )
) Allocation Approved Paid Balance
Stipend Code
BA Track $100.00 - 1100-
$568,000.00 $4,200.00 $5,400.00 $2,350.00  $556,050.00
(2020-2021) $1,400.00 Pathways2021
CA Workforce
Pathways $2,075.00-  1100-
. $533,000.00 $33,300.00 $5,000.00 $5,000.00  $489,700.00
Stipend Track $2,500.00 Pathways2021
2020-21
Child
Development $110.00 - 1100-
. $2,500,000.00 $150.00 $900.00 $0.00 $2,498,950.00
Teacher Permit $300.00 Pathways2021
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Creating a Stipend Track

When you are ready to create a stipend program for your county/consortia, click on the “Create
Stipend Track” button.

Stipend Tracks

Home / Maple County / Stipend

di Download Excel of Assigned Staff ~ [J(VilleETs

The image below shows the modal that will appear when you’re creating a new stipend program. This
modal and the information fields are used for the initial set-up of the stipend track.

Create Stipend Track HIHI
Title
Stipend Track Description and Instructions for Applying
4 » Fomas- B J E E EE E EE E &
Stipend Amount (in dollars) Stipend Budget (in dollars) Budget Category / Cost Code
0.00
Mark Stipends Assigned to Stipend Start Date Stipend End Date
Staff As
mm/dd/yyyy ] mm/dd/yyyy 0
Available v -
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The "Title" text field is where you write the name of the stipend program.

Title

Child Development Teacher Permit Stipend Track

The “Stipend Track Description and Instructions for Applying” text box is where you put the
description of the stipend track and instructions for applying. This text box is meant to replace a flyer
advertising the stipend program, which is why the space is so large. In this field, you should describe
the stipend program and give detailed information on how to apply for the track. There is a separate
place in this feature where you input the stipend track requirements. This will be discussed later in the
instruction sheet. However, you can describe the requirements here, as well as a general overview.

Stipend Track Description and Instructions for Applying

« Formats~ B J = =

&

The goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
your stipend as "Approved” if you meet the participation requirements and complete
the application. Once approved, all requirements for the stipend track will be visible
inside of this record in jPinwheel.

Please follow these steps to apply for this stipend track:

1. Download and complete the stipend application l0ocated online at this
link: www.mapleworkforcestipend.org

2. Upload the completed stipend application to this stipend feature inside
iPinwheel.

item and a copy of your permit was attached as evidence to that
education record.

Please note that all stipend requirements must be met/completed by March 1, 2021 to
receive the stipend amount.

Note: The “Stipend Track Description and Instructions for Applying” text box offers a toolbar feature
that allows you to design the format of your narrative. The image below shows some of the options
you have to customize the appearance of your description and instructions.

L) Fomats=d B 7 E = = E | & & = | &
Headings ¢ is to nromate the Maple County ECE Workfol
B Bold Teacher Permit. This stipe
. n an infant, toddler, or pry
Blocks 1 rele Jarrent ECE Associate Teac
Follow tH  alignment v || U underline |znd track. We will mark th

your stip —
the application. Once approv
inside of this record in [PINW | >® superserie

cipation requirements anc

G Strikethroush 5 for the stipend track will

3. Subscript

Code
Please follow these steps s tipend track:




The roles “Stipend Manager” and “FunderAdmin” can establish the stipend amount in dollars. Write
the stipend amount that will be awarded to those who meet the stipend requirements in this field.

Stipend Amount (in dollars)

3

300.00

4

The roles “Stipend Manager” and “FunderAdmin” can also establish the stipend budget in dollars. In
this field, you record the budget for the stipend program you are creating.

Stipend Budget (in dollars)

2500000.00 o

The “Budget Category/Cost Code” field can be used to label that stipend according to the budget
category or cost code that can be used to search for stipends in the grid.

Budget Category / Cost Code

1245

The “Mark Stipends Assigned to Staff As” field enables you to mark the stipend track as “Available” or
“Applied.” If you already know the ECE workforce members who are participating in the stipend track,
mark it as “Applied.” This saves you from going through the application process. If you are starting a
new stipend, mark this field as “Available.” This means that you would want the ECE workforce
members to go through the application process before they are approved to participate. This status
impacts what the workforce sees when they log-in to Hubbe.

Mark Stipends Assigned to
Staff As

Available v

Available
Applied

Enter the “Stipend Start Date” and the “Stipend End Date.” Once staff members are assigned to the
stipend, it will be available to them from their Hubbe accounts during the span of time reflected in the
dates entered here.

Stipend Start Date Stipend End Date

07/01/2020 (] 06/30/2021 (|




Click the “Save” button when you are done.

Create Stipend Track X

Title

Child Development Teacher Permit Stipend Track

Stipend Track Description and Instructions for Applying

L) Formats~ B Jf =

[ih]
1]
.
il
.
]

&

The goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
your stipend as "Approved" if you meet the participation requirements and complete
the application. Once approved, all requirements for the stipend track will be visible
inside of this record in iPinwheel.

Please follow these steps to apply for this stipend track:

1. Download and complete the stipend application located online at this link:
www.mapleworkforcestipend.org

2. Upload the completed stipend application to this stipend feature inside
iPinwheel.

item and a copy of your permit was attached as evidence to that
education record.

After clicking “Save,” you will then see this new stipend track listed in the “Current Stipend Tracks”
grid at the top of the page.

Current Stipend Tracks Completed Stipend Tracks

Total Allocation: $38,150.00 Total Approved: 511,300.00 Total Paid: $7,350.00
Search: | Sh::'.'.-| 0~ |er1tries

A t Budget

Tit 4 Budget moun Cut 9 JCost Total Total Total Total

itle u e er ategor, os’
9 P i gery Allocation Approved Paid Balance

Stipend Code

3 s (POl s568.00000 | o10000- 1100 $4,200.00 $5,400.00 $2,350.00  $556,050.00

2021) $1,400.00 Pathways2021

52,075.00-  1100-

S
$533,000.00 $2,500.00 Pathways2021 §33,300.00 55,000.00 55,000.00  5489,700.00

Child

D pmen = i

RIS $2,50000000 10000 il $0.00 $0.00 $0.00 $2,500,000.00
eacher Permit $300.00 Development

Stipend Track

Pathway to Highe

rasEy o Fignet $50000-  1100-19-

Education Stipend | $100,000.00 $500.00 $0.00 $0.00 $99,500.00

54,000.00 20rollover

(20-21)
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To manage this stipend, click on the title. You will be led to the “Stipend Track” page.

Amount Budget
Title *  Budget per Category/Cost
Stipend Code

Total Total
Allocation Approy

1,350.00
CA Workforce Pathways $33.000.00 $1, - 675000
Stipend Track 2020-21 o LU ,500.
$2,500.00
_f il \LYENTS
Es-tA . Odr ka-oerE 2Pt?2tghz? i $33,000.00 $750.00- $0.00 $0.00
ipend Trac ,000. €2500.00 _ _

FCCH Only

Click on the title to

Child Development . .
Teacher Permit Stipend nawgate to that Stlpend $0.00 $0.00

Track

MapleﬁCounty Sti‘pemd BA $568.000.00 $100.00 -
Track (2020-2021) $1,400.00

'

Child Development Teacher Permit Stipend Track

$4,200.00 $5,400.0|

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track J§ Copy Stipend Track Delete Stipend Track

Stipend Amount: $300.00 Budget: $2,500,000.00
Start Date: 7/1/2020 End Date: 6/30/2021
Budget Category/Cost Code: Child Development

> Stipend Instructions

Stipend Requirements

Assigned Staff

Stipend Progress
Stipends = 2

The first card on the stipend page displays high-level details about the stipend, including the stipend
amount, budget, start and end dates, and the budget category/cost code. Within this card, Funder
Admins and Stipend Managers can edit, copy, or delete the stipend. To edit the stipend, click the “Edit
Stipend Track” button and in the modal that appears, update the information and then click “Save.”

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Develg

Click here to go back to the

4 Back to Stipend Track Gri Stipend management page

Edit Stipend Track [ -.py Stipend Track Delete Stipend Track
Stipend Amount: £300.00 Budget: $2,500,000.00 Start Date: 7/1/2020 End Date: 6/30/2021

Budget Category/Cost Code:
Child Development

'
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[Update Stipend Track]

ra
La
x

Title
Child Development Teacher Permit Stipend Track

Stipend Track Description and Instructions for Applying

— 1
a— H
H
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[The goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
yvour stipend as "Approved" if you meet the participation requirements and complete
the application. Once approved, all requirements for the stipend track will be visible
inside of this record in iPinwheel.

Please follow these steps to apply for this stipend track:

Download and complete the stipend application located online at this link:
www.mapleworkforcestipend.org

Linload the comnleted stinend annlication ta this stinend feature inside iPinwheel M

Stipend Amount (in dollars) Stipend Budget (in dollars) Budget Category / Cost Code
300.00 2500000.00 Child Development

Mark Stipends Assigned to Stipend Start Date Stipend End Date

staff As 07/01/2020 | 06/30/2021 ]
Available v

To make a copy of the stipend, which will then exist as its own stipend in the “Stipend Management”
grid, click the “Copy Stipend Track” button. In the modal that appears, edit any information you would
like to change, such as the title, and then click “Save.” We recommend you enter/change the year of
the stipend in the title to differentiate it easily in the grid. You can then find this stipend in the “Current
Stipend Tracks” grid.

This feature assists users with managing stipend programs that occur on a regular basis (i.e., annually).

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track || Copy Stipend Track

Stipend Amount: $300.00 Budget: $2,500,000.00 Start Date: 7/1/2020 End Date: 5/30/2021
Budget Category/Cost Code:
Child Development

elete Stipend Track
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[Copy Stipend Track] HIH

Title

Child Development Teacher Permit Stipend Track 21-22

Stipend Track Description and Instructions for Applying

+ / Fomats~ FontSizes ~ B J E =
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.
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The goal of this stipend track is to promote the Maple County ECE Workforce members
to work towards attainment of a first-time ECE Teacher Permit. This stipend is only
available for Lead Teachers who currently work in an infant, toddler, or preschool
classroom and who already have a a valid and current ECE Associate Teacher Permit.
Follow the directions below to apply for this stipend track. We will mark the status of
your stipend as "Approved" if you meet the participation requirements and complete
the application. Once approved, all requirements for the stipend track will be visible
inside of this record in iPinwheel.

Please follow these steps to apply for this stipend track:

Stipend Amount (in dollars) Stipend Budget (in dollars) Budget Category / Cost Code
300.00 2500000.00 1100-Pathways2021
Mark Stipends Assigned to Stipend Start Date Stipend End Date

Staff As
07/01/2020 B

Avenilabla

To delete the stipend, click the “Delete Stipend Track” button. A confirmation modal will appear, click
“Delete.” By deleting a stipend track, you will be deleting every stipend within it, so use caution when
choosing to delete a stipend track.

Home / Maple County / Child Development Teacher Permit Stipend Track

4 Back to Stipend Track Grid

Edit Stipend Track | Copy Stipend Track . Delete Stipend Track I

Stipend Amount: $300.00 Budget: $2,500,000.00 Start Date: 7/1/2020 End Date: 5/30/2021
Budget Category/Cost Code:
Child Development

Delete Stipend Track

Deleting this stipend track will also delete every stipend.

Are you sure you want to delete this stipend track?

8|Back to top



The next card on the stipend track page is “Stipend Instruction.” The instructions will be hidden from
view until you click the words “Stipend Instructions.”

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Development Teacher Permit Stipend Track

4 Back to Stipend Track Grid

Edit Stipend Track Copy Stipend Track Delete Stipend Track

Stipend Amount: £300.00 Budget: $2,500,000.00 Start Date: 7/1/2020 End Date: 6/30/2021
Bugs e

Click here to expand the instructions

2> Stipend Instructions

~ Stipend Instructions

The goal of this stipend track is to promote the Maple County ECE Workforce members to work towards attainment of a first-time ECE Teacher Permit. This
stipend is only available for Lead Teachers who currently work in an infant, toddler, or preschool classroom and who already have a a valid and current ECE
Associate Teacher Permit. Follow the directions below to apply for this stipend track. We will mark the status of your stipend as "Approved” if you meet the
participation requirements and complete the application. Once approved, all requirements for the stipend track will be visible inside of this record in
iPinwheel.

Please follow these steps to apply for this stipend track:
Download and complete the stipend application located online at this link: www.mapleworkforcestipend.org
Upload the completed stipend application to this stipend feature inside iPinwheel,

Make sure the information for your Associate Teacher Permit has been inputted into iPinwheel in your "Staff Profile” in the "Education” menu item and a copy
of your permit was attached as evidence to that education record.

Please note that all stipend requirements must be met/completed by March 1, 2021 to receive the stipend amount.

Below the instructions, you will see the “Stipend Requirements” section. This card will remain empty
until you add a requirement. Please refer to the next section to learn how to add a requirement.

Stipend Requirements

9|Back to top



At the bottom of the stipend track page, you will see two tabs: “Assigned Staff Stipends” and “Stipend
Progress.” The “Assigned Staff Stipends” section features many buttons and filters that will be outlined
in this instruction sheet.

Assi d Staff
‘cupends | Stiend Progress |« —

Status Agency Site Highest Degree
x v x> x>

Highest Approved Permit Role Stipend Approver
x> Any x - x

(S |

Search: Show |10 | entries Y Filters (1 applied) B Excel Showing 1to 7 of 7 entries

Highest
Stipend Stipend [« leted Total
PENCL Staff ID Name Agency Sites pen Status am[.? = = Notes Account Approvel
Track Approver Requirements Earned Permit

Both the grids will be empty since the stipend track was just created. As soon as you create
requirements and assign staff to the stipend program the grids will display data. The instruction sheet
will walk you through the requirements and assigning process.

10|Back to top



Creating Stipend Requirements

The next step is to set-up the stipend requirements.

Stipend tracks can be set-up with different types of requirements. This space is where you will
establish the various requirements for your track. There are several different options here.

When you set-up requirements you will go to the “Stipend Requirements” section on the “Stipend
Track” page. This section has a grid that displays the requirement(s) for the stipend. Since
requirements have not yet been established for this stipend track, nothing displays in the grid. Click
“Add/Modify” to create a new stipend requirement.

Stipend Requirements —

Stipend Tracks

View Stipend Track Add Rule

Stipend Requirements:

Once you click “Create” the “Type of Requirement” drop-down menu will appear. There are four types
to choose from: “Education,” “Professional Development,” “Customized,” and “Professional Growth
Plan.” Each requirement type has different field options. This instruction sheet will walk you through
the process of setting-up all four requirements types.

Education

tequirer| Professional Development
| customized

Professional Growth Plan
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Education Requirement

To create an educational requirement select “Education” from the drop-down menu.

Education

ren  Professional Development
Customized

Professional Growth Plan

A modal titled “Add Stipend Requirement” will appear.

Add Stipend Requirement

Education Type

Any

To Be Completed After To Be Completed Before

mm/dd/yyyy mm/dd/yyyy ]

Description

Is this requirement mandatory for all participants in this stipend
track?

Payment Options

Amount earned for completing this requirement

$ 0.00

Cancel Save

Choose the “Education Type” from the list that the drop-down menu provides. This will be the type of
education that a staff member must obtain in order to fulfill the stipend requirement.

Education Type

Any ¥

Degree

Permit

Credential

Coursework

S npuUn
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If you selected “Any” in the previous field, this field will be titled, “Title” in which you enter the name of
the education type. This allows for greater freedom in your educational requirements outside of what is
pre-populated in the system.

Title

ECE Teacher Permit

If you selected “Degree” in the previous field, this field will be titled, “Education” and you can select
one of the degrees populated in the drop-down menu.

Education

Associates hd

Any

High School Diploma
Bachelors
Masters

Doctorate

o

If you selected “Permit” in the previous field, this field will be titled, “Education” and you can select
one of the permits populated in the drop-down menu.

Education

Associate Teacher A

Any

Assistant Teacher
Teacher

Master Teacher

Site Supervisor

Program Director

Regular Childrens Center Instruction
Childrens Center Supervisor

Special Center
71 AVY]
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If you selected “Credential” in the previous field, this field will be titled, “Education” and you can
select one of the credentials populated in the drop-down menu.

Education

Child Development Associate ~

Any

Child Development Associate
Elementary Teaching {Multiple Subjects)
Administrative Services

Pupil Personnel Services

Secandary Teaching (Single Subject)
Special Education

Speech {Language Pathology Services)
Teacher Librarian Services

Education Specialist Instruction

Special Education Specialist Instruction

Restricted Severely Handicapped

If you selected “Coursework” in the previous field, this field will be titled, “Title” in which you enter the
name of the coursework. You will also notice four (4) additional fields appear in this modal upon
selecting “Coursework” in the first field: Number of Units, Type of Units, Minimum Grade, and Kind of
Units.

Add Stipend Requirement 0ox

Education Type

[ Coursework ~ ]

Title i

[ General ECE Development ]

To Be Completed After To Be Completed Before

mm/dd/yyyy ] mm/dd/yyyy B

Description

P

Is this requirement mandatoryllor all participants in this stipend

track?
Number of Units Type of Units
5.0 Quarter b
Minimum Grade Kind of Units
C v ECE v

Payment Cptions

Amount earned for completing this requirement

$ 0.00 Total Payment v

Cancel Save
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Use the two fields to establish a time box for the stipend track. These dates will be used to automate
credit for educational milestones achieved. In the example below, if a teacher permit was achieved in
2018 it would not earn credit for this stipend track.

To Be Completed After To Be Completed Before

07/01/2020 O 06/30/2021 B

Write the stipend requirement description in the “Description” field.

Description

Obtain an Associates Degree. In your coursework, you must
obtain 20 Early Childhood Education (ECE) or Child
Development (CD) units. You must pass each ECE or CD
course with a grade of "C" or better.

Note: The core ECE courses include Child/Human Growth &
Development; Child/Family/Community and Family Relations

Note: You can expand the text box by dragging the expanding tool located on the bottom right corner.

Select the checkbox below the description field if you would like to make this requirement mandatory
for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement.

Payment Options

Amount earned for completing this requirement

$ 50.00

Click “Save.”

Cancel Save




Professional Development Requirement

“Professional Development” is another type of stipend requirement. The set-up page is similar to the
“Education” requirement; however, some of the fields differ.

Click the “Create” button and select “Professional Development” from the drop-down menu.

Education

€] Professional Development

1 Customized

Professional Growth Plan

i

Choose the “Professional Development Type” from the list that the drop-down menu provides. There
are three different kinds of professional development activities inside of Hubbe, each having identical
fields. Selecting “Any” means that any of the three types of Professional Development will count for the
Professional Development requirement. The instruction sheet will only cover the “Workshop” type of
professional development. Follow the same instructions if you wish to add a rule regarding the other
two types of professional development.

Professional Development Type

Any v

Workshop
Professional Learning Community
Web-Based Learning

If you selected “Any” in the previous field, this field will be titled, “Title” in which you enter the name of
the professional development type. You will also notice two (2) additional fields appear in this modal
upon selecting “Any” in the first field: Hours and Minutes.

Professional Development Type

Any hd

Title

PD Event Example

Hours Minutes

2 15
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If you selected “Workshop” in the previous field, this field will be titled, “Workshop” and you can
select one of the workshops populated in the drop-down menu.

Professional Development Type

Workshop b

Workshop

All About ECERS

All About ECERS

ASQ: SE

AS0-3

CA CSEFEL Teaching Pyramid

CA CSEFEL Teaching Pyramid Overview
CLASS Instructional Support

CLASS Overview

Community of Practice: Effective Learning Environments

If you selected “Professional Learning Community” (PLC) in the previous field, this field will be titled,
“PLC Name” and you can select one of the PLCs populated in the drop-down menu.

Professional Development Type

Professional Learning Community v
PLC Name
Teaching Pyramid e

Teaching Pyramid

Family Engagement and Community Partnership
Maple ECE Strong
Integrating Teaching Pyramid Practices and Curriculum

Cultural Competency
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If you selected “Web-Based Learning” (PLC) in the previous field, this field will be titled, “Course
Name” and you can select one of the web-based courses populated in the drop-down menu.

Professional Development Type

Web-Based Learning b

Course Name

CECO

: CSEFEL Overview (3 hrs)

CECO: CSEFEL Overview (3 hrs)

CECO: DRDP 2015- Preschool Module 1: Introduction to the DRDP (2015)

CECO: DRDP 2015- Preschool Module 2: Using Observation to Assess with the DRDP (2015)
CECO: DRDP 2015- Preschool Meodule 3: How to Rate

CECO: DRDP 2015- Preschool Module 4: Connecting the Foundations

CECC: DRDP 2015- Preschool Module 5: Using DRDP Data to Plan

CECO: DRDP 2015 Infant/Toddler Module 1: Introduction to the DRDP (2015)

CECO: DRDP 2015- Infant/Toddler Module 2: Using Observation to Assess with the DRDP (2015)

CECO: DRDP 2015- Infant/Toddler Module 4: Connecting the Foundations

Note: The drop-down lists displayed for Workshops, Professional Learning Communities (PLC), and
Web-Based Learning are completely customizable by your county/consortia. Click into “Customize
Training” on the county menu under “Training” to navigate to the record where you can add or delete
titles for your workshops, PLCs, or web-based courses. Please reference Instruction Sheet 114, “How
to Customize Training” to access details and instructions.

Use the two fields to establish a time box for the stipend track. Credit will be given only for workshops
that were attended and approved within the time box. Using the dates below, as an example, the staff
would only get credit for workshops they attend after July 1st and before June 30th.

To Be Completed After To Be Completed Before

07/01/2020 m| 06/30/2021 [l

Write in the description of the Professional Development event or series of events/activities that people
of the track need to complete.

Description

Complete the workshop on Instructional Leadership to
complete this Professional Development requirement.
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Select the checkbox below the description field if you would like to make this requirement mandatory
for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement, and select whether this amount will be
the total payment, or the payment “Per hour completed.”

Payment Options

Amount earned for completing this requirement

$ 10,00+ Total Payment v

Total Payment

Amount not to exceed
Per hour completed

The “Amount not to exceed” condition below only applies if you chose the “Per hour completed”
payment option. Enter the dollar amount here, to limit the payment to a certain dollar amount.

Amount not to exceed $ 50.00

Click “Save.”

Cancel Save
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Professional Growth Plan Requirement

Click the “Create” button and select “Professional Growth Plan” from the drop-down menu.

Education
ki Professional Development

r Customized

Professional Growth Plan

The “Professional Growth Plan Requirement” modal looks a little different than the other professional
development requirements. A “Professional Growth Plan” is typically a part of California’s AB212 Staff
Retention Program. “Professional Growth Plans” are the documentation that is due to the state of
California when staff either earn their ECE permit for the first time or if they want to renew it.

Choose the “Professional Growth Type” from the list that the drop-down menu provides. The “Create
Professional Growth Plan” option will give the staff the opportunity to complete any Professional
Growth Plan in the stipend time period. The “Create Professional Growth Plan Activity” option allows
you to select the specific action that the staff must complete (or have already completed), such as
meeting the professional growth plan advisor.

Steps 3-8 will show you how to complete the requirement when you have selected the “Create
Professional Growth Plan” option. Steps 9-15 will show you how to complete the requirement when
you have selected the “Create Professional Growth Plan Activity” option.

Professional Growth Type

Create Professional Growth Plan v

Create Professional Growth Plan

Create Professional Growth Plan Activity

The dates to complete the Professional Growth Plan requirement will be automatically
populated with the period of time that the stipend is available. These cannot be changed,
unless you change the dates for the whole stipend track.

This Professional Growth Plan Requirement must be started by
7/1/2020 and completed by 6/30/2021.
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Enter the title of the professional growth plan requirement.

Title

Commit to a Professional Growth Plan

In the “Description” box, write a description of the professional growth plan requirement, how to
complete it, etc. The description you write in this field should be detailed and lists the step(s)
necessary for completing the requirement.

Description

Meet with your Professional Growth Advisor (PGA) to
complete your professional growth plan. Your PGA will be
assigned upon your acceptance to the stipend track.

Select the checkbox below the description field if you would like to make this requirement mandatory
for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement

Payment Options

Amount earned for completing this { $

50.00
requirement

Click “Save.”

Cancel Save

As soon as you have a “Professional Growth Plan” as part of your requirements, Hubbe will look for a
completed “Professional Growth Plan” in order to give credit for that particular one. We will revisit this
later in the instruction sheet.




If you would like to select “Create Professional Growth Plan Activity” as the Professional
Growth Type, this allows you to select the specific action that the staff must complete (or have
already completed) from a list of activities that are created in the “Customized Trainings” page
of Hubbe. To learn how to manage the Professional Growth Plan Activities, please refer to the

instruction sheet titled, “How to Customize Coaching.”

Professional Growth Type

Create Professional Growth Plan Activity v

Select the “Professional Growth Activity” from the drop-down menu.

Professional Growth Activity

Initial Stipend Program Meeting with Your Professional Gro v

Initial Stipend Program Meeting with Your Professional Growth Advisor

Mid-Year Stipend Program Meeting with Your Professional Growth Advisor
Final Stipend Program Meeting with Your Professional Growth Advisor

Obtain Assistant Teacher Permit

Obtain Teacher Permit

In the “Description” box, write a description of the professional growth plan activity requirement, how
to complete it, etc. The description you write in this field should be detailed and lists the step(s)
necessary for completing the requirement.

Description

Meet with your Professional Growth Advisor (PGA) to
complete your professional growth plan. Your PGA will be
assigned upon your acceptance to the stipend track.

Use the two fields to establish a time box for the stipend track. Credit will be given only for activities
that were completed within the time box. Using the dates below, as an example, the staff would only
get credit for activities they complete after July 1st and before June 30th.

To Be Completed After To Be Completed Before

07/01/2020 m 06/30/2021 O
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Select the checkbox below the description field if you would like to make this requirement mandatory
for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement.

Payment Options

Amount earned for completing this S 50.00
requirement

Click “Save.”

Cancel Save

Customized Requirement

A “Customized” requirement would be anything that isn’t data driven or a requirement that doesn’t live
inside of Hubbe. For example, turning in an application would be considered a “Customized”
requirement.

Click the “Create” button and select “Customized” from the drop-down menu.

Education

o]
o]
i8]

I Professional Development

) Customized

Professional Growth Plan
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This type of requirement only has a “Title” and “Description” field. In the “Description” box, write a
detailed description of the requirement and list the step(s) necessary for completing the requirement.

Title

ECE Teacher Permit Stipend Application Forms

Description

Review, complete, and sign the ECE Teacher Permit Stipend

Application forms. Upload the completed document directly
into this stipend record. When in edit-mode, you will see the
document attachment feature at the bottom of your screen.

Select the checkbox below the description field if you would like to make this requirement mandatory
for all participants in the stipend track. If not, un-check the box.

Is this requirement mandatory for all participants in this stipend
track?

Enter the dollar amount earned for completing this requirement

Payment Options

Amount earned for completing this $ 50.00
requirement

Click “Save.”

Cancel Save
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Adding Rules to Stipend Requirements

Once you’ve created your “Stipend Requirements” you can edit, delete, and reorder them.

Stipend Tracks

View Stipend Track Add Rule

Stipend Amount: £770.00 - £300.00
Stipend Requirements:

A. ECE Teacher Permit Stipend Application Forms | $50.00
B. All About ECERS | $10.00 per hour completed not to exceed $50.00
C. Associates | $50.00

Delete
Reorder
[ ] ECE Teacher Permit Stipend Application & ol ERd| 1
Forms u UL ]

|:| All About ECERS E]
[ [](s -]

To add a rule, you must select the requirements that you wish to add the rule(s) to.

Stipend Tracks

cie L0 add 4 e L0

View Stipend Track Add Rule . slected requireme

Stipend Amount: $770.00 - $300.00
Stipend Requirements:

A. ECE Teacher Permit Stipend Application Forms | $50.00
B. All About ECERS | $10.00 per hour completed not to exceed $50.00
C. Associates | $50.00

ECE Teacher Permit Stipend Application E]

Forms

|:| All About ECERS E]
5 e e
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A modal will appear. Enter any applicable information for the rule you want to create regarding the
stipend requirement.

Add Rule IIox

@ Count: Only the number chosen of the selected
requirements need to be completed.

Rule Type
Count v

Rule Explanation

Number of Requirements @

1 ~

Payment Options

Amount earned for each completed S 0.00
requirement @

Amount earned for completing this rule @ $ 0.00
Amount not to exceed @ g 0.00

[_] Amount is highest amount from completed requirements @

Cancel

The first field indicates the rule type. Choose what type of rule you want to apply to the stipend
requirement. The blue information field at the top of the modal explains the meaning of each rule type.
We will also provide a brief explanation of each rule type below.

o Count: Only the number chosen of the selected
requirements need to be completed.

Rule Type

Count v

Or

And
Optional
Not

Note: When you choose a different rule type, the blue information field will update to the
corresponding explanation.

o Or: Only one of the selected requirements need to be
completed.

RulelType

:
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For the purposes of this instruction sheet, we will select the three workshops that we have added as
requirements for the stipend track. We will then apply each rule type to explain the various rules you
can choose to apply to your requirements.

Stipend Tracks

View Stipend Track Add Rule e

Stipend Amount: $270.00 - $300.00

Stipend Requirements:

A, Initial Stipend Program Meeting with Your Professional Growth Advisor

B. CLASS Overview | $50.00

C. ASQ: SE | $50.00

D. All About ECERS | $10.00 per hour completed not to exceed $50.00

E. Associates | $50.00

F. Optional requirements: - Upload permit to the stipend if applicable ($50.00)
o ECE Teacher Permit Stipend Application Forms | $50.00

‘ [} Initial Stipend Program Meeting with Your Professional Growth ‘ p. | ‘ o)

Advisor o —

I CLASS Overview. ‘ & | ‘ mwll s~ ‘ ]
We selected the three workshops —

| Asase added as requirements L] s](=-] ]

I All About ECERS: ‘ & | ‘ i ?‘ ]

| \:\ Assaciates ‘7| ‘mT| o ‘ }

Count: If you would like to apply the “Count” rule type, this means that you will require the participants
to complete a certain minimum number of the three workshops selected based on the number you
select in the “Number of Requirements” field. You can choose to require a minimum completion of only
one of the three workshops by selecting “1,” or maybe you’d like to require a minimum completion of
any two of the three workshops by selecting “2.”

Rule Type

[ Count V]

Rule Explanation

Number of Requirements @

2 ~
1 btions

ned for each completed $ 0.00
3 @ .

[ ] Complete at least 1 of the E]

following

[ ] CLASS Overview E]
e A1)
[] All About ECERS E]
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Or: If you would like to apply the “Or” rule type, this means that you will require the participants to
complete only one of three workshops (i.e., this one, this one, OR this one).

ﬁ Or: Only one of the selected requirements need to be
completed.

Rule Type

Or L

[ ] Complete one of the EI

following

[ ] CLASS Overview EI
) s (A)[a)+]
[ ] All About ECERS EI

And: If you would like to apply the “And” rule type, this means that you will require the participants to
complete all three of the workshops (i.e., this one, this one, AND this one).

€ And: All of the selected requirements need to be
completed.

Rule Type

And W

[ ] Complete all of the EI

following

[ ] CLASS Overview EI
L was 7)[e)f+~]
[ ] All About ECERS El
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Optional: If you would like to apply the “Optional” rule type, this means that you will not require the
participants to complete any of the three workshops if desired, as they are only optional. The
participants will have the choice to complete any of the three workshops or not.

© Optional: The selected requirements are optional.

Rule Type

Optional v

[ ] Optional requirements E]
[] CLASS Overview E]
(] Asa:sE E]
(] All About ECERS E]

Not: The “Not” rule essentially works to prevent participants with certain criteria from completing the
stipend. For example, if you don’t want staff members who have received a Masters degree to
participate in the stipend, you can add a “Master's Degree” education requirement and then apply a
“Not” rule to that degree requirement. This translates to express: If you have completed a Master’s
degree, you cannot participate in this stipend; in other words: you cannot have completed a Master’s
degree to complete this stipend. Alternatively, you can not invite staff with a Master’s to the stipend.

o MNot This requirement must not be completed.

Rule Type

Mot v

Stipend Amount: $770.00 - $300.00 This is how

Stipend Requirements: participants will view

the requirements

A. Must not have completed:
o Masters

B. Initial Stipend Program Meeting with Your Professional Growth Advisor

C. Complete at least 1 of the following: ($70.00 - $750.00)
o CLASS Overview | $50.00 or
o ASQ:SE|$50.00 or
o All About ECERS | $10.00 per hour completed not to exceed $50.00

D. Associates | $50.00

E. Optional requirements: - Upload permit to the stipend if applicable ($50.00)
o ECE Teacher Permit Stipend Application Forms | $50.00

l [} Must not have completed |Z| ]

l WREREER "Masters" degree requirement |Z| ]
[ [ Initial Stipend Program Meeting with [ﬂ [ﬂ|¢7‘| l
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In the “Rule Explanation” text-box, enter a description of the rule to help staff members better
understand the rule. This text will appear next to the rule title.

Rule Explanation

Upload permit to the stipend if applicable

|| Optional requirements - Upload permit E‘ ‘

to the stipend if applicable

‘ [ | ECE Teacher Permit Stipend E‘ ‘

Application Forms

Enter the payment options for completing the stipend requirement. The payment options listed on your
screen may differ from the image below depending on the “Rule Type” you selected in step #2.

Payment Options

Amount earned for each completed $ 0.00
requirement @

Amount earned for completing this rule @ g

Amount not to exceed @ g 0.00

If there are multiple requirements, you may check the box at the bottom of the modal to make the
payment amount equal to the highest amount from completed requirements, if applicable.

@ Amount is highest amount from completed requirements

Click “Save.”

Cancel Save
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Once you click save, your rule will be applied to the list of Stipend Requirements.

Stipend Amount: $700.00 - $300.00

Stipend Requirements:

A. ECE Teacher Permit Stipend Application Forms | $50.00

B. Complete [one]of the following: ($50.00 - $300.00)
o Commit to a Professional Growth Plan | $50.00
o Instructional Leadership - PAS | $10.00 per hour completed not to exceed $50.00
o Associates | $50.00

‘ D ECE Teacher Permit Stipend Application Forms B

‘ {D Complete one of the following @

[] Commit to a Professional Growth Plan @

[ Instructional Leadership - PAS E

[] Associates B

As soon as you set-up the requirements for your stipend track, then it is time to think about who in
your county is going to participate in the stipend.

For details and instructions on how to manage and update stipend requirements for each
assigned staff, please refer to the instruction sheet titled, “Updating Stipend Requirements.”
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Assigning Stipend Approvers

A Stipend Approver will be assigned a caseload of ECE staff. The role will act as a case manager for
their caseload staff, assigning staff to stipend tracks and then reviewing and approving the stipend
requirements that a staff member completes. The Stipend Approver role does not have the ability to
edit the details of the stipend track, such as budgeting, but does have functionality within the
“Assigned Staff Stipends” and “Stipend Progress” grids, such as creating staff accounts, emailing
participating staff, updating the status of the stipend for each participating staff, and approving
completed requirements for each staff caseloaded to them.

The Funder Admin and Stipend Manager roles can assign Stipend Approvers from the “Assign Staff &
Caseload Approvers” tab on the Stipend Tracks landing page.

Stipend Tracks )
ae O o' peENa
Home / Maple County / Stipend Management dnage d ds€10ad =
penda Approve ap )
Create Stipend Track i Download p to several minutes to complete)
Assign Staff &
Current Stipend Tracks g Completed Stipend Tracks
Caseload Approvers
Assign Stipend Approver | Assign Stipend Track = Edit Stipend Program Participant

Stipend Approvers can also be assigned from the “Assigned Staff Stipends” grid within a stipend
track. This way to caseload Stipend Approvers will be reviewed after the first method mentioned
above.

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track | Copy Stipend Track Delete Stipend Track

Stipend Amount: $770.00 - 5300.00 Budget: $2,500,000.00
Start Date: 7/1/2020 End Date: 6/30/2021
Budget Category/Cost Code: 1100-Pathways2021

?> Stipend Instructions

Stipend Requirements

A Initial Stipend Program Meeting with Your Professional Growth Advisor
B. Optional requirements: ($70.00 - $150.00)
@ CLASS Overview | $50.00
o ASQ:SE|550.00
© All About ECERS | $10.00 g
C. Associates | 550,00 H
D. Optional requirements: - Uplog You can also aSSIQ n
@ ECE Teacher Permit Stipel Stlpend Appl‘overs n the
"Assigned Staff Stipends"

tab within a stipend track

Assigned Staff
Stipends

PR G eI NIEll | Assign Stipend Approver | Create Accounts Update Status m

Stipend Progrees
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Within the “Assign Staff & Caseload Approvers” tab, you have the ability to assign a Stipend Approver
to one staff member at a time or to multiple staff members at one time. The “[Assign]” in red font is
used to indicate that a Stipend Approver has not yet been assigned to the staff member.

Individually - To assign a Stipend Approver to one staff member, click on “[Assign]” in the “Stipend
Approver” column for that staff member.

Assign Staff &

Current Stipend Tracks
Caseload Approvers

Completed Stipend Tracks

Search: | Show |10 * |entries Y Filters Showing 1to 10 of 1,163 entries
Stipend Staff ID Staff Name s Stipend Staff Account
Approver ) ) ) Track

Click to assign a Stipend
Approver to this staff member
[Assign] = HR2036201841157  Isabella Lenore Acosta [Assign] = IsabellaAcosta

Multiple at one time - You can also assign the same Stipend Approver to many staff members at one
time. First select all the staff members in the grid and then click the blue “Edit Stipend Program
Participant” button at the top of the tab. Note: The Stipend Approver selected will be the one assigned
to every staff member selected.

. Assign Staff & .
Current Sti Tracks Completed Stipend Tracks
Caseload Approvers
Assign Stipend Approver || Assign Stipend Track |} Edit Stipend Program Participant
Search: | | Show |10 v |entries Y Filters Showing 1 to 10 of 1,163 entries
Stipend Staff Staff WH
P Staff ID Stipend Track v
Approver Name Account 1D#
¥
. Zach BA Track (2020-2021) ~
[Assign] = HR10233991 : rteacher
Tenna CA Workforce Pathways Stipend Track 2020-21 ~
O
. _ Ana . .
[Assign] = HR8517182 . [Assign] = Wizard
- Smith -
(4 : Wilburn : ) .
[Assign] = HR1372214445 . [Assign] = WilburnQ'Reilly
O'Reilly
&1
N
. Wendy .
[Assign] = HR1438150802 - CA Workforce Pathways Stipend Track 2020-21 ¥  WendyFarmer
armer
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In the pop-up modal that appears, select “Assign Stipend Approver” at the top. Then select one of the
Stipend Approvers listed. This modal will include all staff that have been assigned the Stipend
Approver role at your county. Lastly, click “Save.”

Select Stipend Approver HI

| want to: [o Assign Stipend Apprcv:] Unassign Stipend Approver

Search:l |5how 10~ | entries

Select Name - Title Role Employer
Emily Gonzales Professional Growth Advisor Stipend Maple County Office of
Approver Education
Rico Martinez QCC Coordinator Stipend Maple County Office of
Approver Education
Jeffrey Rodriguez Professional Growth Advisor and QCC Stipend Maple County Office of
Coordinator Approver Education
Sarah Professional Growth Advisor Stipend Maple County Office of
o SarahStipendApprover Approver Education
E] Kelly Tatari Professional Growth Coerdinator Stipend Maple County Office of
Approver Education
Carly Wheaton Professional Growth Advisor and QCC Stipend Maple County Office of
Coordinator Approver Education
Jared Wolf Professional Growth Advisor Stipend Maple County Office of
Approver Education

Showing 1to 7 of 7 entries  Previous ‘ 1 ‘ Next o

‘ Cancel

You can assign more than one Stipend Approver to an ECE staff member. You will simply follow the
same steps as before either individually or multiple at one time.

Individually - Rather than on clicking “[Assign]” you will be clicking on any Stipend Approver’s name
in that staff member’s cell. In the drop-down menu that appears, click “+Assign another stipend
approver.” The same pop-up modal will appear where you select an additional stipend approver and
then click “Save.”

Assign Staff &

Completed Stipend Tracks
Caseload Approvers

Current Stipend Tracks

Assign Stipend Approver | Assign Stipend Track = Edit Stipend Program Participant

Search: | Show |10 ¥ |entries Y Filters Showing 1 to 10 of 1,163 entries
Stipend Stipend
‘pen Staff ID Staff Name “ ‘pen Staff Account
Approver Track

i

O
O /
Kelly Tatari ~ R2036201841157  Isabella Lenore Acosta [Assign] = |sabellaAcosta

[ 4+ Assign another stipend approver ]

'
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Stipend Stipend
P Staff ID Staff Name “ P Staff Account

Approver Track

Kelly Tatari ~ ]
HR2036201841157  Isabella Lenore Acosta [Assign] IsabellaAcosta
Jared Wolf ~ -
O

[Assign] = HR18331 Rivka Adair [Assign] =

Multiple at one time - Select all staff members you’d like to assign the same approver to in the grid,
then click the blue “Assign Stipend Approver” button. The same pop-up modal will appear where you
select an additional stipend approver and then click “Save.”

Assign Staff &

Current Stigend Tracks
Caseload Approvers

Completed Stipend Tracks

2
Assign Stipend Approver || Assign Stipend Track | Edit Stipend Program Participant
Search: | | Show |10 ¥ |entries Y Filters Showing 1to 10 of 1,163 entries
Sti d Sti d WFR
pen Staff ID Staff Name “ ‘pen Staff Account
o Approver Track 1D#
™
¥

f:l‘ffjj;: Will add a 3rd approver to this staff JEEES 10002546

(1
Kelly Tatari ~ Will add a 2nd approver to this staff B 10285938

) tassigni + Will add the 1st approver to this staff CEZCEREEEEERT 1238

Stipend Stipend
P Staff ID Staff Name ‘ P Sta
Approver Track
Kelly Tatari ~
Carly Wheaton ~ 2036201841157 | Isabella Lenore Acosta [Assign] ¥ | Isaby
Jared Wolf ~
H Kell i
elly Tatari ~
o HR18331 Rivka Adair [Assign] = Rivk
Carly Wheaton =
g :
Carly Wheaton ~ | HR13077205 Abby Adams [Assign] > | Abb

35|Back to top



If you would like to remove a Stipend Approver, click on any individual Stipend Approver’s name in a
staff member’s row or select multiple staff members in the grid (which are the same starting points
described above to assign a Stipend Approver individually or multiple staff members at one time).

. Assign Staff & i
Current Sti Tracks Completed Stipend Tracks
Caseload Approvers

[ Assign Stipend Approver ] Assign Stipend Track Wl Edit Stipend Program Participant

Search: | | Show |10 ~ |entries | Y Filters | Showing 1 to 10 of 1,163 entries QLA
Stipend . Stipend WFR
Staff ID Staff Name Staff Account
Approver Track ID#

Individually: Click on any Stipend
Approver's name in a staff member's row

Kelly Tatari ~ .
HR2036201841157  Isabella Lenore Acosta [Assign] = IsabellaAcosta 10002
Jared Wolf ~
| + Assign another stipend approver
4
Kelly Tatari ~ HR18331 Rivka Adair [Assign] »  RivkaAdair 10285
[Assign] = HR13077205 Abby Adams [Assign] *  AbbyAgencyFiscalAdmin 1238

]

Jared Wolf ¥ HR1230124736 Barton Adams [Assign] =

In the pop-up modal, if you select “Unassign Stipend Approver,” any Stipend Approved assigned to
the staff member will be removed. This means that if two Stipend Approvers are assigned to a staff
member, both will be removed upon clicking “Save.”

Select Stipend Approver

| want to: Assign Stipend Approver | @ Unassign Stipend Approver

‘ Cancel ‘
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Assigning Stipend Approvers Within a Stipend Track

First navigate to the “Assigned Staff Stipends” tab within a stipend track. The grid containing all
invited/participating staff will display a column titled “Stipend Approver.” The “[Assign]” in red font in
this column is used to indicate that a Stipend Approver has not yet been assigned to the staff member.

Assigned Staff
Stipends

Stipend Progress

Assign Staff to Stipend Track JEESIURSIEE RSN CEtogt e S SO B I SEES =Rl X, Download Filtered Staff Mailing Labels

Status Agency Site
Highest Approved Permit Role Stipend Approver
- Select - x ¥ Any xvw - Select -

Search: Show |10 W |entries Y Filters (1 apMig) | | I Exce Showing 1 to 7 of 7 entries

Stipend Stipend Completed Total

Staff ID N. A Sits Stat N
Track ame gency s Approver us Requirements Earned y
Central
View Selina Applebank S
Hiew HRO055341 j P Preschool, | [Assignl» | Available | 0 out of 5 $0.00 o
Stipend Martinez usD .
Riverbank
CDC
o Allen
View Applebank !
. HR1227014503 Mittie Lin - PPieDan State [Assign] » | Available | Doutof5 $0.00
Stipend usD
Preschoaol
[m]
- Melanic | Allred Child
:Ih b HR1974133618538 same Development [Assign] = Available  Doutofs $0.00 o
Stipend Preezo
Center

As described previously, there are two ways you can assign a Stipend Approver: individually or
multiple staff at a time.

Individually - To assign a specific staff member a Stipend Approver, click the red “[Assign]” button in
the “Stipend Approver” column in that staff member’s row.

Search: | | Show |10 » | entries Y Filters (1 applied) | Eice Showing 1to 7 of 7 entries
Stipend Stipend C leted Total
pend . Staff ID MName ‘pen Status om|:.| © ° Motes
Track Approver Requirements Earned
View Seli Applebank :
o HR9055341 =ina R Preschoah, | [Assignl = | Available 0 outof5 $0.00 0o
Stipend Martinez usp )
Riverbank
coc
D Allen
View Applebank .
o HR1327014503 Mittie Lin PP E0ET State lesign]*  Available  Ooutof3 $0.00 M
Stipend UsD -
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Multiple at one time - If you would like to assign multiple participating staff the same Stipend
Approver, first select the staff in the grid. You can also click the checkbox next to the column titles to
select all staff displayed in the grid.

Click this checkbox to select/unselect el ) o —
. . . applie xce howing 1 to 7 of 7 entries
all staff displayed in the grid
) Stipend Completed Total
Sites Status .
Approver Requirements Earned
) Central
Stat
View Selina Applebank < )
H UsD Preschool,  [Assign] = Approved OQoutof5 $0.00 ()
Riverbank
GIre . . coc
individually in the grid
HR1327014503 i | RS ;"etn [Assign] Accepted 2 out of 5 $0.00
Stipend 11327014503 ittie Lin-— ate ssign ccepte out o .
Preschool
O
) ) Allred Child
View - - ~ Melanie -
. HR1974133618598 Development [Assign] = Approved 0Qoutof5 50.00 3
Stipend Preszo
Center
o . Allen
View HR20425778 Kendra Applebank Stat [Assign] A d Ooutof5 $0.00 )
Stipend Santos usD e = [letreti= eure :
Preschool
™
View I SR Monica Applebank Riverbank [{Assign] P T E $0.00 0
Stipend Rodriguez  USD coC ==n B :
O Forrest
| View AnaMaria Applebank Avenue
- HR18487741 [Assign] = Available 1Toutofs $40.00 -
Stipend Lopez usD Head

Click the blue “Assign Stipend Approver” button at the top of the tab.

Assigned Staff
Stipends

LEERISEIRGRsEIGRIEW S | Assign Stipend Approver | Create Accounts | Email Staff | Update Status | X Download Fi

Stipend Progress

Status Site
Select x v Sele
Highest Approved Permit Stipend A
Select - x v Any x v - Select -

Please follow the same steps as described previously to then assign or unassign the Stipend
Approver.
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Assigning Staff to the Stipend Track

Once you have created your stipend track, you will need to assign ECE staff to the stipend. Funder
Admins, Stipend Managers, and Stipend Approvers can all assign staff to stipend tracks.

You can assign staff from the “Assign Staff & Caseload Approvers” tab on the Stipend Tracks landing
page.

Stipend Tracks

Home / Maple County / Stipend Management

ignec YOU can assign staff to feges

stipends in this tab

Assign Staff &

C t Stipend Track
urrent stipend lracks Caseload Approvers

Completed Stipend Tracks

Assign Stipend Approver  Assign Stipend Track  Edit Stipend Program Participant

Staff can also be assigned from the “Assigned Staff Stipends” grid within a stipend track. This way to
assign staff will be reviewed after the first method mentioned above.

Child Development Teacher Permit Stipend Track

Home / Maple County / Child Development Teacher Permit Stipend Track

€ Back to Stipend Track Grid

Edit Stipend Track | Copy Stipend Track Delete Stipend Track

Stipend Amount: $71710.00 - $300.00 Budget: $2,500,000.00
Start Date: 7/1/2020 End Date: 6/30/2021
Budget Category/Cost Code: 1100-Pathways2021

> Stipend Instructions

Stipend Requirements

A Initial Stipend Program Meeting with Your Professional Growth Advisor
E. Optional requirements: ($70.00 - $150.00)

© CLASS Cverview | $50.00

o ASC: SE| $50.00

o All About ECERS | $10 Ssi

C. Associates | $30.00 You can also assign staff to

D. Optional requirements:

PaastZay a stipend from the "Assigned
Staff Stipends" tab within a

stipend track

Assigned Staff
Stipends

[ LIRS ELHR IS (WEWGRIEIV@ ) Assign Stipend Approver  Create Accounts | Email Staff | Update Status m
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Within the “Assign Staff & Caseload Approvers” tab, you have the ability to assign one staff member to
a stipend individually or multiple staff members at one time. The “[Assign]” in red font is used to
indicate that a staff member has not been assigned to any stipend tracks yet.

Individually - To assign a stipend to one staff member, click on “[Assign]” in the “Stipend Track”
column for that staff member.

Assign Staff &

Current Stipend Tracks
Caseload Approvers

Completed Stipend Tracks

Assign Stipend Appro Assign Stipend Track Edit Stipend Program Participant
Search: | Show |10 v |entries Y Filters Showing 1 to 10 of 1,163 entries
Stipend Staff ID Staff Name s Stipend Staff Account
Approver ) ) ) Track
Click to assign this staff
member to a stipend track
Kelly Tatari ~ HR2036201841157  Isabella Lenore Acosta [Assign] ¥ IsabellaAcosta

Multiple at one time - You can also assign the same stipend track to many staff members at one
time. First select all the staff members in the grid and then click the blue “Assign Stipend Track” button
at the top of the tab. Note: The stipend track selected will be the one assigned to every staff member
selected.

Assign Staff &
Caseload Approvers

Assign Stipend Appi 2 | Assign Stipend Track || Edit Stipend Program Participant

Current Stipend Tracks Completed Stipend Tracks

Search: | | Show |10 + |entries Y Filters Showing 1 to 10 of 1,163 entries (EX lalan
Stipend Stipend
P Staff ID Staff Name “ P Staff Account
Q Approver Track
¥
Kelly Tatari ~ HR2036201841157  Isabella Lenore Acosta [Assign] ¥  IsabellaAcosta
= Kelly Tatari
elly Tatari ~
’ HR18331 Rivka Adair [Assign] = RivkaAdair

Carly Wheaton ~

Carly Wheaton ¥  HR13077205 Abby Adams [Assign] *  AbbyAgencyFiscalAdmin

Jared Wolf = HR1230124736 Barton Adams [Assign] =
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In the pop-up modal that appears, select the stipend track from the drop-down menu. This list will
include every current stipend track at the county. Then click “Save.”

Select Stipend Track I

Stipend Track

Child Development Teacher Permit Stipend Track v

‘ Cancel | Save

Repeat this process for every stipend track you wish to assign to the staff.

Once a stipend track has been assigned to a staff member, they will be listed in that column on the
grid. Click on any stipend track to view a drop-down menu that gives you access to navigate to that
stipend record or to assign another stipend track to that staff member.

Staff Name 4 stipend Track Staff Account

SN

1157  Isabella Lenore b‘chi'd Development Teacher Permit Stipend Track '] IsabellaAcosta

= Go to this stipend track

4+ Assign another stipend track

Rivka Adair [Assign] = RivkaAdair

Assigning Staff Within a Stipend Track

To assign staff to the stipend track, click on the “Assign Staff to Stipend Track” button on the Stipend
Track view-page.

Assigned Staff
Stipends

Assign Staff to Stipend Track

Stipend Progress

Assign Stipend Approver = Create Accounts

Status
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A modal will appear in which you can assign and manage participating staff in the stipend program.
This modal can be made smaller by clicking the minimize icon in the upper right-hand corner of the
modal. To make the modal large again, click the expansion icon in the same spot.

Assign Staff to Stipend Track

Total Applied: $0.00
Total Application Pending: $0.00
Total Waitlisted: $0.00

Unassigned Agency Staff

QRIS Program

- Select - x v

Highest Degree

Total Allocated: $0.00
Total Approved: $0.00
Total Paid: $0.00

Highest Approved Permit

- Select - x v - Select -
Search:l |Show 10 ~|entries | Y Filters (1 applied)
ot s o mwee

Site

x v - Select
Role

® v Any

Click to make the

modal smaller ~

- x v

Showing 1 to 10 of 1,153 entries

Account

Highest Highest
Approved Approved Roles
Permit Degree -

Close

'

Assign Staff to Stipend T

Total Applied: $0.00
Total Application
Pending: $0.00

Total Waitlisted: $0.00

Unassigned Agency Staff

QRIS Program

L1

elect -

Click to expand
the modal
Total Approved: $0.
Total Paid: $0.00

ra
LJ
X

00

Agency

X
L]
LA

1]
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To assign staff members, you must select them in the grid in the left-most column next to the “Agency”
column. If you know the name of the staff member you’d like to assign, you can type their name into
the search field. Then click the blue “Assign Selected Staff” button. That staff member will be removed
from this grid and added to the “Assigned Staff Stipends” tab outside of this modal and the stipend
will be available to them through their Hubbe staff account.

Highest Degree Highest Approved Permit Role

Q, Apply filters

| Assign Selected Staff Io
Search: |Me\anie | w entries T rilters (1 applied)

Showing 1 to 6 of 6 entries (filtered from 1,153 total entries)

Highest Highest
. Display  First Middle  Last ‘ghes tghes
Agency Staff ID Account Approved Approved Roles
Name Name Name Name i
= Permit Degree
Agency
Allred Child ) ASQ
Melanie -
Development HR1974133618598 Preezo Melanie Preezo and
Center Referral
Contact
O Session
Haly Famil Mel Ad X
o remily HR2036201841125 - o'C  Melanie Nunez min
Preschool MNunez Lead
Teacher

There are also six (6) search filters that you can use to filter the staff members in the grid: QRIS
Program, Agency, Site, Highest Degree, Highest Approved Permit, and Role. Select as many items as
you’d like in all the categories you’d like to filter for, and then click “Apply Filters.” The grid will then
only display the staff members with the filtered criteria.

Unassigned Agency Staff
QRIS Program Agency Site
IMPACT x v 4 of 176 selecty Allen State Preschool (SI101.1), Riverbx «
_Use the search Riverband )
field to search for 4mm
, _ an item in the list [IEEESRAEE
Highest Degree Highest Apprd

Riverbank CDC (SI101.2)

x v Teacher, Site Supervisor, Program Dir..x ¥

[ Riverbank Preschool (SI1101.7)

Q, Apply filters ﬂm

Assign Selected Staff
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If you would like to assign everyone on the grid with your filtered criteria, as seen above, then click the
checkbox above the grid in the leftmost column. This will select everyone currently displayed in the
grid (excluding staff outside of these filter parameters).

After you have selected your staff members, click the “Assign Selected Staff” button. These staff
members will disappear from this grid and be added to the grid in the “Assigned Staff Stipends” tab
behind this modal and the stipend will be available to them through their Hubbe staff account.

Assign Selected

Staff 1
Show entries Showing 1to 10 of 20 entries (Ve e ]

First Middle Last Highest Approved Highesi

A .
1 Staff ID Display Name MName MName Name Account Permit Degree

Previous E 2 Mext

To clear all your search filters in all filter categories, click the “Reset” button.

Q Apply filters
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Once you have finished assigning staff to the stipend program, click the “Close” button in the modal.
You will then see all the staff in the “Assigned Staff Stipends” tab. The grid displays the staff assigned
to the stipend program. The grid presents useful information on staff participants and those who may
potentially participate in the stipend track.

Search: Shaw 10w |entries Y Fiiters (1 applied) | | W Exce Showing 1to 7 of 7 entries
Highest Highest
Stipend Stipend C leted Total
PENS L Staff ID Name Agency Sites pen Status um;-v © ° Notes Account Approved Approved Roles
Track Approver Requirements Earned .
Permit Degree
Central Session
State Admin,
View Sel Applebank .
o HRO0553241 e [ Preschool, | [Assign]® | Available  Doutof5 50,00 0 Teacher Bachelors | Lead
Stipend Martinez usp o °
Riverbank Teacher,
e e Teacher
O Allen
View Applebank . . Site Lea
o HR13Z7014503  Mittielin | P oo State fssign] * | Available | 0 out of 5 $0.00 ) ‘ Bachelors =
Stipend usD _ ’ Supervisor Teacher
Preschool
[m] Agency
. Vil Allred Child MelaniePreeza ASQ
View velanie . -
_ HR1974133618598 | _ ° Development [4ssign] = Available | Ooutof5 $0.00 (R ()] =R and
Stipend Preezo °
Center Passy Referral
Contact
(] Allen KendraSantos Session
View K Applebank .
o HR20425778 =nora i state Assign] * | Available | 0 outof3 $0.00 oo Teacher Associates | Admin,
Stipend Santos usD _ ’
Preschocl Pa Teacher
O Teacher Session
View Maonica Applebank Riverl .
o HR13245306 enica R SWEMANC | lassign] v Available | Ooutof5 $0.00 o © Teacher Associates | Admin,
Stipend Rodriguez = USD cDC ’ )
Pa Teacher
o Forrest Analopez2
View AnaM. Applebank A . Site
—, | HRIB4ETTAT _:":e:”a Bl AEWS Psignv | Avaisble | Ooutof3 50,00 0o Bachelors | =
Start
O Session
Allen Emili.Wong Admin
View E Applebank . . Lea
o HR10104071 = [ State [Assign] * | Available 0 out of 5 $0.00 0 © R Teacher Bachelors =ae
Stipend Weng uso - ’ . Teacher,
Preschool Pass .
Site
Viewer
Previous 1 Next

For details and instructions on how to manage staff in the grid, please refer to the instruction
sheet titled, “Managing Assigned Staff in a Stipend Track.”


https://help.ipinwheel.org/CouchWikiDefault.aspx?AttachmentId=25d11d65-bed8-46b5-abd0-aa02bb03aa44

Assigned Staff Perspective

When the assigned staff log-in to Hubbe, they will see a new item appear on their left-hand staff menu
titled “Stipends” upon being assigned to the stipend. If the staff has already been assigned to stipends

in the past, this menu item will already exist for them.

Maple County

Supparting Childran and Their Parents

Professional Development

Professional Growth Plan

Mittie Lin

Home / Mittie Lin

Pinwheel ID: HR1327014503

Workforce Registry ID: 567854

Link to Workforce Registry: https://fwww.caregistry.org/
Workforce Pathways Participant: No

Instructional Coaching Cycles

Photo

Address:
5988 River Valley
Mapleton, CA, 20000

Staff
Information

Immunization
and Health

Resume
Builder

Employment
Information

< -
Edit X Download Profile
Staff Meny kit ]
Mittie Lin |
) Staff IDs Employment
Education

Title: Lead Teacher
Current Staff Roles:
Lead Teacher for Hedgehogs AM

Coach Logs

tns Work Contact Home Contact

CLASS Employer: Home Phone: 555-515-2689
=1-217-327-9255 Cell Phone: 555-913-9471

Stipends Email: MittieLin@applebankusd.edu Email: mittielin@gmail.com

Address:
738 Via Montero
Maple, CA, 91827

Custom

Attachments .
Fields

In this case, when Mittie Lin clicks into the menu item, the “Stipends” page will display the stipends
available for her to apply to, her active stipends, and her completed stipends listed in their respective
cards. Notice the stipend we just created and assigned to her is displayed in the “Stipends Available to

Apply For” card.

Stipends
Mittie Lin
/ Home / MittieLin / Stipends
Stipends Available to Apply For Your Active Stipends Your Completed Stipends
Amount  Dates Date Earned Amount Dates Total Date
Action Title Avaiable  Available Title Status Applied To Date  Available Available Title Status  End Date Earned Applied
Child Development Teacher ~ $100.00 - 7/1/2020 - Maple  Applied  11/18/2020 $0.00  §110.00 - 7/1/2020 Associate Degree to Available 6/30/2020 $0.00
Permit Stipend Track $1.400.00  6/30/2021 County $150.00 - Transfer Track 2019-2020
Stipend 6/30/2021 BA Degree Track 2019-2020 Available 6/30/2020 $0.00
BA Track
(2020-21) Assistant Teacher ECE Available 6/30/2020 $0.00
Pathway ~ Accepted $000  §1,00000 11/1/2020 Permit 2019-2020
to Quality - - Quality Counts BA Degree  Available 6/30/2019 $0.00
Stipend $2,000.00 6/1/2021 Track
20/21
Higher
Education
cA Approved 8/31/2020 $2,500.00 $1,350.00 7/1/2020
Workforce - -
Pathways $2,500.00 7/1/2021
Stipend
Track
2020-21
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Before Mittie Lin decides to apply for the stipend, she may want to review the requirements, which she
can do by clicking the title of the stipend. This will lead her to the stipend track page.

Stipends
Mittie Lin
Home / MittieLin / Stipends

Stipends Available to Apply For Your Active Stipenc

Amount Dates
Action Title Avaiable  Available Title Status

Child Development Teacher |$100.00 - 7/1/2020 - Maple Applied
Permit Stipend Track $1,400.00 6/30/2021 County

Stipend

BA Track

(2020-21)

Pathway  Acceptq
to Quality

Stipend

20/21

Higher

Eclucation

CA Approv
Workforce

Pathways

Stipend

Track

2020-21

'

Child Development Teacher Permit Stipend Track

Mittie Lin

Home / MittieLin / Child Development Teacher Permit Stipend Track

Add Attachments/Notes

The status of the
stipend program will
be displayed here

The Status of your Stipend Track is

> Stipend Description and Instructions for Applying

Child Development Teacher Permit Stipend Track

Stipend Amount: $700.00 - $7150.00
Completion Status: In Progress
Completed Requirements: 1 out of 2
Applied On: 11/18/2020

Total Earned: $50.00

Stipend Requirements
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A staff member can then apply for the stipend within the stipend track page by clicking “Apply for
Stipend” at the top of the page. The staff member can also apply for the stipend on their “Stipends”

page by clicking the blue “Apply” button next to the appropriate stipend in the “Stipends Available to
Apply for” card.

Child Development Teacher Permit Stipend Track

Mittie Lin

Home / Mittie Lin / Child Development Teacher Permit Stipend Track

Add Attachments/Notes Apply for Stipend

The Status of your Stipend Track is

> Stipend Description and Instructions for Applying

Child Development Teacher Permit Stipend Track

~OR~

Stipends
Mittie Lin
Home / Mittie Lin / Stipends

Your Active Stipends

Amount Dates
Avaiable  Available Title Status

Child Development Teacher  $100.00 -  7/1/2020 - Maple Applied
Permit Stipend Track $1,400.00 6/30/2021 County

Stipend

BA Track

(2020-21)

Pathway  Accepted

to Quality

Stipend

When a staff member completes a requirement, a green icon containing the dollar value awarded will
appear under the “Completed” column in the “Stipend Requirements” grid.

Stipend Requirements

Status Completed Total Earned
Complete one of the following: ($0.00 - $50.00) [ $50.00 ]
=  cLAsS Overview | $5000 or
o™  AsasE|$5000 or
K compict=d J | All About the ECERS | $10.00 per hour completed [ $20.00 N 2.00 hours |
not to exceed $50.00
VWAssociates | $50.00

:Optional requirements: - Upload permit to the stipend if applicable ($50.00)
ECE Teacher Permit Stipend Application Forms |
$50.00

Total $50.00
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The ECE Staff member can add attachments and notes for their stipends by clicking on the blue “Add
Attachments/Notes” at the top of their page. This will allow the ECE workforce and those managing
the stipend track to easily communicate with one another.

Child Development Teacher Permit Stipend Track
Mittie Lin

Home / MittieLin / Child Development Teacher Permit Stipend Track

Add Attachments/Notes \

The Status of your Stipend Track is

'

Notes

Add Note

I dropped my class at Grossmont College and enrolled in Southwestern.

Once the note is saved it will appear below the “Add Note” field. The “By” column will display the
workforce member’s account name.

Notes

Add Note

Note By Date
I dropped my class at Grossmont College and enrolled in Southuestern. MittieLin  11/19/2020

The “Stipend Approver” will be able to see the note and can respond.

Note(s)

Note By Date

[That is fine as long as you complete the requirement before the deadline. StipendApprover 9/9/2019

I dropped my class at Grossmont College and enrolled in Southwestern. DonnaBaser 9/9/2019

This feature allows the communication between the workforce, “Stipend Approver” and “Stipend
Manager” to be documented in one convient location inside of Hubbe. If there is ever a situation that

requires you to reference correspondence and directions given to the workforce member, you can look
here.

The workforce member does not have the ability to delete notes, only the roles “Stipend Manager” and
“FunderAdmin” can delete notes.



There is also the ability to add attachments. This is where applications, forms, and other documents
would be uploaded and saved. Any kind of documents that are required should be attached here. Both

the participating staff and stipend manager can add attachments making this feature a convenient way
to manage documents for stipends.

To add attachments, first click the “Choose Files” button, then select the correct file, and then click
“Open.” Your attachment will then appear under the “Existing Attachments” title.

Add Note € Open e
« v 4 & » ThisPC > Documents v | D 2 Search Documents
Organize ~ New folder @ - O @
A A
3 Quick access
I Desktop e
& Downloads
Note ~ —
|= Documents —
I dropped o — 20
=] Pictures —
- Google Drive
J’ Music
Add Attachments Screenpresso
. Course Units Overview
Vid
Add Attachment. B videos . .
Choose Files ochosen
File name: |Course Units Overview ~ | All Files v
Existing Attachments ‘m| Cancel

Add Attachments

Add Attachment:

Choose Files |No file chosen

Existing Attachments

Delete File Name File Extension Type Size Date

O Course Units

) docx  application/vnd.openxmiformats-officedocument.wordprocessingml.document | 11.58 KB | 11/19/2020
Overview.docx
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