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Overview

Introduction and

STSJP: Recording STSJP Data in Excel
Participant Manual

This participant manual is part of the follow-up materials provided to you

Rationale upon attending the STSJP: Recording STSJP Data in Excel webinar
training. Instructions are provided to record Supervision and Treatment
Services for Juveniles Program (STSJP) programmatic data in Microsoft
Excel and to share this information among STSJP providers, the
municipalities, and the Office of Children and Family Services (OCFS).
This course has been updated to reflect changes to STSJP and replaces
the previous version dated November 2017.

Note: In this manual, per OCFS guidance, the use of the word
“municipalities” refers to counties and New York City (NYC). In addition,
the word “county” represents one municipality for the purposes of this
manual.

Purpose The purpose of this participant manual is to explain how to record STSJP
data in Excel and share this information among STSJP providers, the
municipalities, and OCFS.

Learning In this manual, you will:

Objectives ¢ Identify the purpose of the STSJP database

e Describe how municipalities and providers use the STSJP
database to collect and record STSJP data

e Save and complete a Provider Roster in Excel

e Save and complete a County Summary Sheet in Excel

e Learn how to utilize STSJP to ask questions

e |dentify how to get help with recording STSJP data

Time This is a reference manual to be referred to as needed and at your own
pace.
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Overview

Process The reference topics and tasks are provided in the following format:

e Concepts

e Step-by-step instructions including screen captures of the STSJP
database, if applicable

e Section summary review

Order of Topics This manual includes the following topics:

Task See Page

STSJP Overview 3

Recording STSJP Data: System Process 5

Saving the BLANK Provider Rosters Excel 15

File

Completing a Provider Roster: Recording 18

Data Entered by the Provider

Completing a Provider Roster: Recording 35

Data Entered by the County

Completing a County Summary Sheet 43

Utilizing STSJP Data to Ask Questions 61

Getting Help with Recording STSJP Data 64

Conclusion 65
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STSJP Overview

STSJP Overview

Concepts: STSIP
Overview

Concepts: RTA
Youth

Concepts: STSJIP
Data

STSJP funds local practices and services that address the needs of youth
in the New York State (NYS) juvenile justice system to promote public
safety while serving youth in the least restrictive appropriate setting.

STSJP provides municipalities with fiscal incentives to develop and utilize
cost-effective, community-based programming to divert the following
youth from placement in detention or residential care:

e Youth at risk of becoming, alleged to be, or adjudicated as juvenile
delinquents (JDs)

e Youth alleged to be or adjudicated as persons in need of
supervision (PINS)

e Youth alleged to be or convicted as juvenile offenders (JOSs)

Since its implementation in 2018, Raise the Age (RTA) legislation
expanded the program to include the following youth as eligible for
STSJP services:

e Older youth subject to RTA
e Adolescent offenders (AOs)
¢ Youthful offenders (YOs)
For more information on RTA legislation, see Executive Law 8 529-b.

Youth can be counted as RTA youth if they received services in a
program that is listed on both of the following:

e The county’s approved STSJP Plan for the current year

e The approved Department of Budget RTA Fiscal Comprehensive
Plan

STSJP data recorded and submitted by municipalities is compiled by
OCFS. OCFS creates Monitoring Reports from the compiled STSJP data
and shares these reports with municipalities. It is vital that STSJP data be
recorded in an accurate and timely manner to ensure the validity of the
Monitoring Reports.

STSJP: Recording STSJP Data in Excel Page 3
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STSJP Overview

Concepts: STSIP
Data (cont.)

Section Summary

Below is an example of an STSJP Monitoring Report.

Table 1. Characteristics of Youth Served by Program Type

Fictitious
County Lo il
] % H X ¥ M ] % H % [l X

Tatal Served o | o | 3 a% 57 9% 4 6% | 8 |nx| o | o% | 72 |ioom

[ Male o | o [ o2 ETH ¥ EED 2 s | B [7se | o | ow 1z | A
Femiale o | o 1 EEL 35 BLH 2 |som | 2z [z | o | om | 40 | sEwm

Unkncran o | o | o 0% 0 0% o o | o | ox | o | ow o | o

[Ethnicity Hispanic o | o [ 2 ETH 5 11% 2 |som | a [som| o | ow 14 | 1w
HoneHispanic o | o 1 EEL 51 B9% 2 [|som| 3 |28 | o | oW 57 | %

Unkncran o | o | o 0% 0 0% o | m 1 |1z | o | om 1 1%

[ Black | o | o® [ 2 ETH 41 74K 3 s | a4 [som | oo | o¥ 0 | E5
white [ O 0% ] 16% 1 || o4 [som| o | ow 14 | 15w

Aslan o | o [ oo 0% o 0% o o | o [o% | o [ow ] o | o=

Mative American/alaskan o | o [ oo 0% o 0% o o | o [o% | o [ow ] o | o=

other | 0 | o% | 0 0% 3 5% o o | o | o | o [ ox 3 | e

Unkncran o | ox 1 EEL 3 5% 1 Jasm| o o] o | oon 5 %

e o - - T T

STSJP Monitoring Reports are used to provide information on the results
of STSJP funding. Below is a table showing STSJP Funding and
Accountability information.

Municipalities that
Submitted Data (#)

Funding | Total STSJP | Municipalities
Funding Funded (#)

Programs

Funded (#) Reporting Period (Biannual)

1.2. April 1, 2018 to September 30, 2018
2.1. October 1, 2018 to March 31, 2019 ?

2 8,376,000 51 297
2.2 April 1, 2019 to September 30, 2019 ?

The collection of STSJP data also encourages collaboration between
municipalities and OCFS in order to:

e Inform efforts to guide STSJP policy and program decisions

e Better plan for services for youth who come in contact with the
NYS juvenile justice system

e Provide each municipality with a greater ability to strengthen their
use of STSJP funding to safely serve as many NYS youth as
possible in their home and community

e Aid municipalities in determining the efficacy of their STSJP
program

In this section, you became familiar with STSJP and the benefits of

Review recording STSJP data.
Page 4 STSJP: Recording STSJP Data in Excel
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Recording STSJP Data: System Process

Recording STSJP Data: System Process

Concepts: The STSJP database is composed of Microsoft Excel files that

Introduction to municipalities and STSJP providers use to facilitate the semi-annual data

the STSJP collection on STSJP funded programs. Throughout this manual, these

System Process Excel files will be referred to as Provider Rosters and County Summary
Sheets.

A Provider Roster is an Excel file that providers use to record data for
each of their STSJP and STSJP-RTA funded programs.

Reporting Period I 10/01/2018 to 03/31/2019 I

[Pecrvieirs Name |
Provider Contact |

Heminder: Plesse use this worksheet 1o enter dats for ligg Raite the Age youth,
Heminger: Plesse make sure B Hieporting Period dates on this roster (e 4) Match the dates you are reporting on. If they mitmatch, get the comect version|
Reminger: PIeave use drop-dows menus wheve prvided. (9 not bype o paste data into cells costaining drop Sowmm.

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ TO BE COMPLETED BY PROGRAM H

- - O DATA ENTHY
Erincipal lousshodd Addres =

Gander ety p——]
s
adrican o

Storet Mo Apre iy Tpude Age o Enrslirment

A County Summary Sheet is an Excel file that municipalities use to
record data from the Provider Rosters.

[County Summary Sheet (Non-Raise The Age Youth) Reninder Oy srta 42 o o Ner-RTA ProvtdarRavar ot o sarmany st
Reminder: Do not enter data Into greyed-out cells.
Reporting Period l 10/01/2018 to 03/31/2019 I Remindar: Do not leave white cells blank - always type or select an answar.
County Name |
Contact Persan 1
Pravider Information
Gender
Provider Name Funded Slots/ Totsl ¥ Youth
(¥ Indirect Service Provider, specify Brogram Type Program Budget Budgetad
position/ — Copacity Served it Male it Female  Unknown Average o

Semi-Annual Reporting Periods
e QOctober 1 —March 31

o0 Although the due date for submission would typically be
May 1, municipalities will have until May 17, 2019 to submit
County Summary Sheets for the October 1, 2018 — March
31, 2019 reporting period.

e April 1 — September 30

0 Municipalities must submit County Summary Sheets to
OCFS on or before November 1.

STSJP: Recording STSJP Data in Excel Page 5
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Recording STSJP Data: System Process

Concepts: The following diagram shows the process by which STSJP data is
Introduction to recorded and shared.

the STSJP

System Process

(cont.)

Recording STSJP Data Process
Reporting Periods:

October 1—March 31
April 1—September 30

(OCFS sends two 1 f \
Provider Rosters Each provider
and two County completes the
Summary Sheets applicable Provider
to the county. Rosters and returns

. the files to the county.
Maote: OCFS will send the

files the week before the
new data collection
period bagins.

k) 'LJ

&

The county sends The county completes

two Proviger designated sections of ;Lheeéﬁﬂ:g- returns

Rosters to each of each completed Provider Summary Sheets

its providers. Roster. via email to OCFS
The county transfers data :
from each Provider
Roster into the applicable

\L J Qiounty Summary Sheet) k )

1. OCEFS sends two period-specific Provider Rosters and two period-specific County
Summary Sheets to the county.

Note: OCFS will send the files the week before the new reporting period begins.

2. The county sends two Provider Rosters to each of its providers (the BLANK Provider
Rosters Excel file and the BLANK RTA Provider Rosters Excel file).

3. For every reporting period, providers will complete designated sections of the applicable
Provider Roster for each of their STSJP funded programs.

4. The county will complete designated sections of each returned Provider Roster.

5. The county will transfer aggregate data for each of its providers from the Provider Rosters
to the applicable County Summary Sheet.

Note: Programs with multiple Provider Rosters will be listed multiple times on the County
Summary Sheet with different program types and data.

6. The county will submit two County Summary Sheets to OCFS for every reporting period.

Page 6 STSJP: Recording STSJP Data in Excel
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Recording STSJP Data: System Process

Concepts: A Provider Roster is an Excel file that is used by providers to record
Provider Rosters  data for each of their STSJP funded programs. There are two different
Provider Roster Excel files:

e The BLANK Provider Rosters Excel file is used to record traditional
STSJP youth data.

o7 e o bwarion o) rogam o e
Heminger: Plesse make sure B Hieporting Period dates on this roster (e 4) Match the dates you are reporting on. If they mitmatch, get the comect version|
Reporting Period I 10/01/2018 to 03/31/2019 | Reminger: PIeave use drop-dows menus wheve prvided. (9 not bype o paste data into cells costaining drop Sowmm.

[Pecrvieirs Name |
Provider Contact |

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ TO BE COMPLETED BY PROGRAM H

- - . 190 DATA ENTRT
Brincipal Iunshoid Addren =
reommant owth Lt ema | Youth Fit Nsma Dt e Brth P oneiciey  f——]
pre— [ Apun city Tpude g ot Enrsliment. m(::

e The BLANK RTA Provider Rosters Excel is used to record RTA youth

AD - to {aTD) o) Roster - RAISE THE AGE Rrminder: Pirane use this worksheet 1o meer data for Raine the Agr youth onby.
Reminder: Pleae makr ure the Reporing Perisd Sates on this mster (lise 8] match the S10e5 you are reportiag oa. If they mismatch
Reporting Pericd ] 10/01/2018 to 033172019 | Reminder: J Do Paste data imo ceils comaining drag dewns.
Froviger Name 1

Provider Contact |

--------------------------------------------------------------------------------------------------- TO BE COMPLETED BY PROGRAM

WO DATA ENTRY.
Principsl Houehold Addres

Trrvimente Vouth Last Marme | Viruth First Hame: Date af Birsh

Gender Edbeigity  ——

— Pra—— A cony Tipcate Age s Enaniimann

The worksheet tabs in the BLANK Provider Rosters Excel file mirror those
in the BLANK RTA Provider Rosters Excel file. There are three

exceptions:
e Data for JOs is only recorded for youth in the BLANK Provider Rosters
file.
e Data for PINS is only recorded for youth in the BLANK Provider
Rosters file.
Prevention Early Intervention JOJD_ATD PINS_ATD ATP Reentry_Aftercare

e Data for AOs is only recorded for youth in the BLANK RTA Provider
Rosters file.

| Prevention - RTA Early Intervention - RTA JD_ATD - RTA AO_ATD - RTA ATP - RTA Reentry_aftercare - RTA |

Note: The worksheet tabs in the BLANK RTA Provider Rosters Excel file
have an RTA identifier.

STSJP: Recording STSJP Data in Excel Page 7
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Recording STSJP Data: System Process

Concepts:
Provider Roster
Headers

Concepts:
Provider Roster
Sections

The header in a Provider Roster shows which worksheet is displayed
and the reporting period.

e For traditional STSJP youth worksheets, the worksheet name is
highlighted in blue.

Reporting Period | 10/01/2018 to 03/31/2019

Provider Name

Provider Contact

e For RTA STSJP youth worksheets, the worksheet name is highlighted
in orange. There are also RTA labels to help you distinguish between
the two types of files.

AO - Alternative to Detention (ATD) Program Roster - RAISE THE AGE

Reporting Period | 10/01/2018 to 03/31/2019 |

Provider Name |

All columns in each Provider Roster worksheet are categorized under
one of the following three key sections:

e TO BE COMPLETED BY PROGRAM PROVIDER

e TOBE COMPLETED BY COUNTY

e FOR COUNTY REFERENCE

MO DATA ENTRY
REQUIRED

Gender Ethnicity

Black/
Age at Enrallment White
African American

Each reporting period, the county asks its providers to complete the TO
BE COMPLETED BY PROGRAM PROVIDER sections of a Provider
Roster for each of their STSJP funded programs.

There is also a section at the bottom of the worksheet for the provider to
record plans and timelines for uncollected provider measures, as shown
on the next page.

Page 8
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Recording STSJP Data: System Process

Concepts: | ___________ TO BE COMPLETED BY PROGRAM PROVIDER -----------
provider ROSIe! o rogan mesure crrenty nclieded psee s o s tineine o scqing s ormaion. |
SeCti ons (C ont ) Did the youth consistently comply with program rules and standards?

Did the youth attend at least 90% of all required program activities?

Recording data in every section of a Provider Roster will be shown
throughout this manual.

Concepts: The following table shows how outcomes are reported by program type.
Outcomes to

Report by

Program Type

Quick Reference Table: Program Involvement & Outcomes To Report by Program Ty pe

Program Involve ment . Earhy Reentry /
Prevention . PIMS ATD 10/ID ATD AD ATD ATP
I ntervention Aftercare
Consistent compliance with R R R R R R R
program rules B standards eport eport eport eport eport eport eport
At least 90% Attendance Report Report Report Report Report Report Report
Program Service Continuum
E Reentry
Frevention arly FINS ATD | JO/ID ATD AD ATD ATP ZEE
I ntervention Aftercare
#PINS Referral Report Report
#Truancy Report Report

School Suspension

Report Report

Successful Adjustment

Failure to appear in court
during service provision

Warrant Issued

Arrest/Probation Intake

Detention/lail Admission

Violation of Probation Filed

Mew Placement

Return to Placement

STSJP: Recording STSJP Data in Excel Page 9
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Recording STSJP Data: System Process

Concepts:
Guidelines for
Entering Youth

Use the guidelines below to determine whether a youth should be
recorded on a Provider Roster. Youth served at least one day by a
program during the current reporting period should be entered on the
Provider Roster.

Determining Youth Served for a Reporting Period

e Do not enter youth that were enrolled but never served, as there is no
reason to track their outcomes.

e Enter youth served at least one day by the program in the current
reporting period. Their program start date may be from an earlier
reporting period.

e A youth can be served more than once in a reporting period (i.e., the
youth exited the program and was readmitted). When this occurs,
treat each readmittance as a new entry on the Provider Roster.

e Enter youth still being served as of the last day of the current reporting
period. Their program end date may occur in a future reporting period.

@ Youth Enrolled but Never Served ® Do Not Record Youth
@ Youth Served During Current Period @ Record Youth
@ Youth Program Start Date Prior to 10/1 @ Record Youth

@ Youth Served Multiple Times During Period @ Record Youth

@ Youth Program End Date 3/31 @ Record Youth

@ Youth Program End Date After 3/31 @ Record Youth

STSJP Current Reporting Period

October 1 March 31

Page 10
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Recording STSJP Data: System Process

Concepts:
Guidelines for
Entering Youth
Data

Concepts: Data
Entered by the
County in a
Provider Roster

Youth Address

e A youth’s address is meant to provide identifying information so that
counties can connect youth to their outcomes.

e If a youth’s address changed while in program, and you are unsure of
which address to enter on the Provider Roster, check with the county
to see which address is most helpful. If the address is not useful, you
can skip the Principal Household Address fields.

Sex/Gender Distinction

e OCFS is beginning to integrate separate variables to capture sex at
birth and gender identity in systems like JDAS, and would like to
continue discussions with municipalities and providers so that these
variables can be added to the STSJP Excel files at a later date.

Race/Ethnicity

e When a youth only wishes to identify with an ethnicity, providers
should select the appropriate ethnicity on the Provider Roster, and
then select Unknown under Other in the Race section.

The county completes the TO BE COMPLETED BY COUNTY section of
each returned Provider Roster.

Did the youth experience any of the following
between his/her Program Start Date and Program End Date?

Arrest)

Probation Intake?

Detentionlail

Warrant lssued? .
Admission?

STSJP: Recording STSJP Data in Excel
Professional Development Program
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Recording STSJP Data: System Process

Concepts: Data
Entered by the
County in a
Provider Roster
(cont.)

Concepts:
County Summary
Sheets

The Provider Rosters automatically calculate aggregate data in the FOR
COUNTY REFERENCE section (which begins on row 1015 on the

Provider Roster). The county transfers
Summary Sheet.

Transfer to County Summary Sheet

this data to the County

Served Population Data

Total # Youth 5erved

#Male

#Female

#Unknown

(=] =] R =] L =]

Age at Enrollment
Average

#DIV/O!

#13 and under

#14

#15

#16

#17

#1383 and older

#Hispanic

#Mon-Hispanic

#Unknown

(=R R=1 =R~} =] =] ) =] =]

A County Summary Sheet is an Excel file that is used by municipalities
to record data from the Provider Rosters. There are two different

County Summary Sheet Excel files.

e The BLANK County Summary Sheet
traditional STSJP youth data.

Excel file is used to record

Reminder: Only enter data from the Non-RTA Provider Roster into this summary :§

Reminder: Do not enter data into greyed-out cells.
Reporting Period I 10/01/2018 o 03/31/2019 I Reminder: Do not leave white cells blank - always type or select an answer.
County Name |
Contact Person |
erovider Information
Gender
Provider Name Funded Slots/ Total ¥
(if Indirect Service Provider, specify Program Type Program Budget Budgeted
Male 2F b #Unkn Average
pasitiony| am funded) Capacity Served L] ermal nkrown R

e The BLANK RTA County Summary Sheet Excel file is used to record

RTA youth data.

County Summary Sheet (Raise The Age)

Reporting Period | 10/01/2018 to 03/31/2019

Reminder: Only enter data from the RTA Provider Roster into this summary sheet.
Reminder: Do not enter data into greyed-out cells,
Reminder: De net leave white cells blank - always type or select an answer.

County Name |
Contact Persan |
Provider Information
Gender
Provider Name Funded siots/ | =
(i indiract Service Provider, specify Program Type Program Budget Budgeted
P e ) ity Served it Male #Female o Unknown Average

Page 12
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Recording STSJP Data: System Process

Concepts:

County Summary

Sheet Headers

Concepts:
County Summary
Sheet Sections

The header in a County Summary Sheet shows the reporting period.

For traditional STSJP youth worksheets, the worksheet name is
highlighted in blue.

A B C D
1
. County Summary Sheet (Non-Raise The Age Youth)
‘ | Reporting Period | 10/01/2018 to 03/31/2019 |
2
6 ICountyName I

e For RTA youth worksheets, the worksheet name is highlighted in

orange. There are also RTA labels to help you distinguish the two
types of files.

A B C D
1
2 County Summary Sheet (Raise The Age)
4 | Reporting Period | 10/01/2018 to 03/31/2019
5]
6 |County Name I

All columns in each County Summary Sheet are categorized under one
of the following three key sections:

e Provider Information
e Served Population Data
e Qutcome Data

Provider Information

Provider Name Funded Slots/
R . . n Total # Youth
(If Indirect Service Provider, specify Program Type Program Budget Budgeted served
position/program funded) Capacity

There are also sections at the bottom of the worksheet for the county to
record plans and timelines for uncollected outcome and provider
measures.

For each outcome measure currently uncollected, please describe plan and timeline for acquiring such information.

# ArrestfProbation Intake

# PINS Referral

# Truancy

STSJP: Recording STSJP Data in Excel Page 13
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Recording STSJP Data: System Process

Concepts:
Support Service
Providers

Section Summary
Review

e The county should also record data for providers that fall under the
program type of Support Service Provider, i.e., functions that are
funded but will not have a Provider Roster.

o Examples: Educational Liaison or technical assistance.

e Visits with a doctor or mental health practitioner may also fall under
Support Service Provider if the service involves distinct, one-time
visits, rather than the service being part of a program with a continued
length of stay (LOS)/ongoing enroliment.

In this section, you became familiar with the process by which STSJP
data is recorded and shared, learned about Provider Rosters and
County Summary Sheets, and reviewed guidelines for entering youth
data.

Page 14
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Saving the BLANK Provider Rosters Excel File

Saving the BLANK Provider Rosters Excel File

Concepts

Before You Begin

In this section, the steps to save a copy of the BLANK Provider Rosters
Excel file are shown.

Each reporting period, OCFS emails the two period-specific Provider
Roster Excel files to the county. The county then emails these files to its
providers.

Note: The Provider Roster Excel files for the current reporting period are
also available via the following link:

https://ocfs.ny.gov/main/jj reform/webinar.asp

Before recording data in a Provider Roster, the provider must save a
copy of the appropriate file using the following required naming
conventions:

e STSJP_Provider Name_Program Name_Reporting Period
Dates

e RTA_STSJP_Provider Name_Program Name_Reporting Period
Dates

Example:
STSJP_Youth Excellence Center_Rising Stars_10-2018 to 3-2019

STSIP_Youth Excellence Center_Rising Stars_10-2018 to 3-2019.xlsx - Excel

Insert Page Layout Formulas Data Review View Add-ins ACROBAT Q@ Tell me what you want to do...

oy ¥ Cut
Egy Copy -
¥ Format Painter

Calibri -1

Paste
Clipboard [F] Font Alignment Number Styles

- e

p=3
[

A B = D E F G

1

_ Reminder: Please use this worksheet to enten

Reminder: Please make sure the Reporting Pqg
| Reporting Period | 10/01/2018 to 03/31/2019 | Reminder: Please use drop-down menus whe|

Provider Name

Provider Contact

s~ o u e o

You received an email from the county containing the BLANK Provider
Rosters attachment.

STSJP: Recording STSJP Data in Excel Page 15
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Saving the BLANK Provider Rosters Excel File

Instruction

Visuals/Comments

1.

In Outlook,
open the email
containing the

Blank Provider Rosters file - Message (HTML)

Adobe PDF

Q Tell me what you want to do...

Message

= lanore :/1 :/1 :,1 [E2 Meetin STSIP E-A)To Manager ; ;= Rules~
BLANK oo x ﬁ@ (ﬁe t9 ’ Tearn Email v Done _EEOneNote
PI‘OVIdeI’ ‘.'GIJ'-'”k' Delete | Reply Riﬁlll}r Forward EE'MWE' Q.Repl}r&Delete ¥ Create New MEUE Daﬁctions'
ROS'[EI’S Delete Respond Quick Steps L] Mowve
attachment. Wed 3/15/2019 1:07 PM
2. Click the drop- DeMott, Kimberly A
down arrow Blank Provider Rosters file
that d|Sp|ayS tO To DeMott, Kimberly A
the I’Ight Of the m:=| BLANK Provider Roster.]
attachment. oK
Phish Alert Action ltems
Attached please find the Blank Provider Rosters Excel file. Please save a new copy of this file before recording data.
A drop-down menu displays.
3. From the drop- @ BLANK Provider Roster... _
down menu, 87T KB
select Save As. Previcwr
Preview
Pl
Open
Al ¥ Quick Print
E} Save As
.:l”Ja Save All Attachments...
< Remove Attachment
E® Copy
:[*3. Select All
The Save As window displays, as shown on the next page.
Page 16 STSJP: Recording STSJP Data in Excel
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Saving the BLANK Provider Rosters Excel File

Instruction Visuals/Comments

4. Navigate to the Note: The “workspace” location shown below is a sample network
location on your location. You should save the Excel file to your network drive in a secure
network where location appropriate for confidential files. Consult with your supervisor for

you will save the network location for your office.
the BLANK
PrOVider Save As ®
ROSterS Excel “— w 4 » ThisPC » Desktop » Provider Rosters v 0 Search Provider Rosters i
file.
Organize v MNew folder == = 0
5. US|ng the 3 This PC () Name a Date modified Type Size
required
naming I Desktop Mo items match your search.
. =| Documents
convention,
. 4 Downloads
enter a file :
. J\ Music
name in the :
. ) =/ Pictures
File name field. B Videos
6. Click the Save & 0SDisk ()
button_ = workspace \\PL v ¢ >
File name:] STSJP_Youth Excellence Center_Rising Stars_10-2018 to 3-3019 ~
Save as type: | Excel Workbook w
Authors:  Colman, Rebecca (OC... Tags: Addatag
[] Save Thumbnail
» Hide Folders Tools  ~ Cancel

Note: Remember to use the required naming convention that includes
STSJP, the provider name, program name, and the dates for the
applicable reporting period. For example:

STSJP_ Youth Excellence Center_Rising Stars_10-2018 to 3-2019

If the file is an RTA Provider Roster, it must be reflected at the
beginning of the file name:

RTA_STSJP_ Youth Excellence Center_Rising Stars__
10-2018 to 3-2019

Section Summary In this section, you learned how to save a copy of the BLANK Provider
Review Rosters Excel file.
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Completing a Provider Roster: Recording Data Entered by the Provider

Completing a Provider Roster: Recording Data Entered by the

Provider

Concepts:
Introduction

Example
Scenario #1

Example
Scenario #2

In this section, the steps a provider takes to record data on a Program
Roster worksheet are shown.

Note: Example scenarios are shown below and on the next page. For the
purposes of this manual, the steps to complete the JO/JD - Alternative to
Detention (ATD) Program Roster worksheet of a Provider Roster are
shown beginning on page 23.

Scenario: A provider serves multiple youth types within the same
program.

Example: The Youth Excellence Center’s Alternative to Detention (ATD)
program, Rising Stars, serves traditional STSJP JDs and PINS youth.

Solution: Within the same BLANK Provider Rosters Excel file, the
provider must complete two worksheets:

e The JO/JD - Alternative to Detention (ATD) Program Roster
worksheet, and

e The PINS - Alternative to Detention (ATD) Program Roster
worksheet

Note: This same logic should be followed using the RTA worksheets to
track any RTA youth served.

Scenario: A provider has multiple programs.

Example: The Youth Excellence Center serves traditional STSJP youth
through its Rising Stars ATD program and its ATP program, Pathways.

Solution: The provider completed a Provider Roster for its ATD program
in Scenario #1. Now, the provider must complete a second Provider
Roster (meaning a separate Excel file) for its ATP program.

Note: This same logic should be followed using the RTA files to track any
RTA youth served.

Page 18
June 2020

STSJP: Recording STSJP Data in Excel
Professional Development Program



Completing a Provider Roster: Recording Data Entered by the Provider

Example Scenario: A provider is approved as an STSJP-RTA program.

Scenario #3

Example: The Youth Excellence Center from the previous scenarios is
also approved to serve AO youth in its STSIP-RTA ATD program.

Solution: The provider completes the AO - Alternative to Detention
(ATD) Program Roster - RAISE THE AGE worksheet of the BLANK RTA
Provider Rosters Excel file.

Scenario The Youth Excellence Center serves youth through three programs and
Summary should submit three files to the county.

1. ATD Program — serves traditional STSJP JDs and PINS

e Use the BLANK Provider Roster Excel file

e Save file as: STSJIP_Youth Excellence Center_Rising
Stars_10-2018 to 3-2019

e Complete JOJD_ATD tab
e Complete PINS_ATD tab

2. ATP Program — serves traditional STSJP youth

e Use the BLANK Provider Roster Excel file

e Save file as: STSJP_Youth Excellence
Center_Pathways_10-2018 to 3-2019

e Complete ATP tab
3. RTA ATD Program — serves RTA AO youth

e Use the BLANK RTA Provider Roster Excel file

e Save file as: RTA _STSJP_Youth Excellence
Center_ATD_10-2018 to 3-2019

e Complete the AO_ATD — RTA tab

Concepts: Data It is crucial that data be entered on the Provider Rosters accurately. Tips
Entry Tips on correct data entry are shown below, as well as at the top of the
Provider Rosters.

You can press the Tab key to advance to the next field.
Do not enter data in greyed-out fields.
Do not skip over enabled fields.

Use drop-down lists where provided. Do not type or paste data into
fields containing drop-down lists.

If the answer is zero (0), do not leave the field blank. Enter a 0.

STSJP: Recording STSJP Data in Excel Page 19
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Completing a Provider Roster: Recording Data Entered by the Provider

Concepts: Data e If you do not know the answer, do not leave the field blank. Select
Entry Tips (cont.) Unknown or Info not collected from the drop-down list.

Concepts: Tips for Providers choosing to enter youth data throughout the reporting period
Entering Data should adhere to the following:
During the

. : e Enter data in columns C — S (Youth First Name — Program Start
Reporting Period

Date) for any youth who were still receiving services in the
program from the previous reporting period.

e Enter data in columns C — S as each new youth enters the
program.

e Enter data starting in column T (Was the youth still being served
in this program?) either when a youth has been released or at
the end of the reporting period (whichever comes first).

e The county cannot enter their outcomes until the end of the
reporting period, since the Provider Roster must be sent to them
with the TO BE COMPLETED BY PROGRAM PROVIDER section
complete.

Concepts: Before emailing a Provider Roster to the county, the provider should
Using the STSJP complete the Provider Roster section of the STSJP Data Accuracy &
Checklists Consistency Checkilists.

Note: Counties should also complete the Provider Roster section of the
STSJP Data Accuracy & Consistency Checklists upon receipt of a
Provider Roster and before entering data, in case the provider needs to
make revisions.

An updated document is sent each new reporting period. The latest
version of the document is also available via the following link:

https://ocfs.ny.gov/main/jj reform/webinar.asp
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Completing a Provider Roster: Recording Data Entered by the Provider

Concepts:
Using the STSJP Last Updated: 442015

Checklists (cont.) Supervision and Treatment Services for Juveniles

Program (STSJP) Data Accuracy & Consistency
Checklists

The following checklists are provided fo facilitate an assessment of data accuracy and consistency
prior to submission of the County Summary Sheet. They are intended fo help localities identify
potential errors in their Provider Roster and County Summary Sheet data. Please complete these
checklists each reporting period prior to submission of your Counfy Summary Sheet.

Provider Roster

Directions: Complete the following checklist for each Provider Roster received during the reporting
period. If you answer YES to any of the guestions, please follow up with the provider and make any
necessary changes before transferring data from the "For County Reference” section to the County
Summary Shest.

« “Youth should be counted as Raise the Age (RTA) if they received services in a program that
Is listed on:
(1) the county’s approved STSJF Flan for the year AND
(2) the approved Department of Budget RTA Fiscal Comprahensive Plan.
Following these guidelines, please check whether any youth were recorded in the WRONG
Frovider Roster.
o Were RTA youth recorded in the Non-RTA Provider Roster (blug)? CIYES CINO.
Were Non-RTA youth recorded in the RTA Provider Roster (orange)? CIYES CINO.
o If yes to either item (or both), the youth will need to be removed from the incomrect
roster and reentered into the correct roster.

(=]

+ Did the provider enter data into a roster that was created for a different reporting period?
CIYES CINO. If yes, please note the following:

o Provider rosters for the reporting period 10/1/2018 to 3/31/201%9 and beyond now
show the reporting period dates at the top of each tab in the Excel document. New
rosters are created and sent out each reporting period, therefore it is important that
the right one is used when entering data. Using the wrong roster will result in
incorrect data being reported, because rosters also have dates set “behind the
scenes” to grey out certain cells and automatically calculate certain values (e.qg.,
length of stay and ALOS in the County Summary section). If the wrong roster was
used, data must be reentered info the correct version. First, check the OCF3
website (Qiips/iocfs nv.gow/main/ii reformiwebinar 3sp) for the current roster. If the
version you need is not there, e-mail OCFS_SM. STS.JF@ocfs ny gov to obtain a

copy.

» Did the provider enter data for youth who were NOT served during the reporting period?
[TYES [INO. If yes, please note the following:
o Data should only be entered for youth served one or more days during the reporting
period. For example, the provider should have included youth with the following
program start and end dates for the 10117 — 33118 reporting period:

Program Start Date  Program End Date

101517 11025017
33118 411518
1517 4/818
Page 1of4
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Completing a Provider Roster: Recording Data Entered by the Provider

Concepts:
Using the STSJP
Checklists (cont.)

Before You Begin

If you answer YES to any of the questions in the Provider Roster section,
make the necessary changes before sending the Provider Roster to the
county.

Last Updated: 44/2019

w77 10117
However, the provider should NOT have included youth with the following dates:

Program Start Date  Program End Date
XTT Q2817
41518 6/2118

» Did the provider enter data into a greyed-out ::EIII INO. If yes, please note the
following:

o The Provider Roster was designed to collect outcome information for youth released
during the reporting period (e.g., 10117 — 331/18). If a youth is still in the program or
was released after the end of the repaorting period, all outcome-related cells grey out to
indicate that data should not be entered. Oufcomes will be collected for thess youth
during a later reporting period when they are released. Any data entered into a greyed-
out cell should be cleared (right click = Clear Contents).

+ Did the provider leave cells blank? CIYES CINO. If yes, please note the following:
o Mo cells should be left blank unless they are greyved out. If information is unknown or not
curently collected, the “Unknown™ or “Info Not Collected” pull-down opfions should be
selected.

« Did the provider paste or type data into the sheet rather than using the pull-down menus?

CIYES CINQ. If yes, please note the following:

o Formulas used fo calculate items (e.g., # Hispanic) in the “For County Reference”
section may not work if the provider failed to use the pull-down menus. Results should
be reviewed carefully before transferring data from the “For County Reference™ section
to the County Summary Sheet. For example, if it looks like the provider pasted or typed
data into the “Ethnicity” column, you should compare the number of Hispanic, Mon-
Hispanic and unknown that appear in the “Ethnicity” column to the “# Hispanic,” “# Non-
Hispanic” and “# Unknown® reporied in the “For County Reference” section. These
numbers should match.

You saved a copy of the BLANK Provider Rosters file using the required
naming convention.
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction Visuals/Comments

1 . O pe n th e . .= . : e STSIP_Youth Exceence Center_Risin

View  Adding  ACROBAT ) Tellme

Provider
Roster (i.e., the
copy of the

A B c o E F G H 1 1 L3
BLANK —
R revs o S wrkaeet e s o o e o A o

Provider o Period | _10/01/2018 10 03/31/2019_| e Fleve woe deopduven evran s srostind Do mokovwe v pee oot ook sosiobire dovp o]
Rosters file you |* Fsmm=]

saved in the O To8
last topic). E—

Note: If the file  [. | ™™ | ™™™ ™ T T o | e | o | o |
is in protected "

view, click the il

Enable Editing

button.

2. Atthe bottom of Prevention | Early Intervention I JOJD_ATD PIMNS_ATD | ATP | Reentry_Aftercare
the Provider )
Roster, click The worksheet displays.

th e correct _ Indher: Please use this worksheat to anber deta for Nor-Ralie the Age youth.

Reminder: Please make sure the Reporting Period dates on this roster (line 4) match the date]

worksheet tab Reporting Period | 10/01/2018 10 03/31/2019 | Reminder: Please use drop-down menus where provided. Do not type or paste data into cell
ider Name |

Note: In this [

example, a f rmrrererenrerenerenneoennrnennerennneenT Tt
JO/JD - e
Alternative to fomeats | Nouhimtone | voufisttome. | - oseotoien enie
Detention
(ATD)
Program
Roster
worksheet is
used.

Street Street Name Apty City Tipcode

BR[| [ [EE

E
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction Visuals/Comments
> Name o " |J0/ID - Alternative to Detention (ATD) Program Roster
Name field,

enter the name - -
of the provider. Reporting Period 10/01/2018 to 03/31/2019

4. In the Provider Provider Name Youth Excellence
Contact field, Provider Contact Andrew Jones, (555) 555-5555
enter the name
and telephone
number of the
provider
contact person.

Note: Enter the
telephone
number in a
(XXX) XXX-
XXXX format.

5. Inthe Youth Note: The Enrollment # column automatically populates.
Last Name
field, enter the
youth’s last
name.

Enrollment # Youth Last Name Youth First Name
Note: You can
press the Tab

key to advance
to the next 1 Green Ed
column. )

6. Inthe Youth
First Name
field, enter the
youth’s first
name.
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction

Visuals/Comments

7. In the Date of
Birth field,
enter the
youth’s date of
birth in
MM/DD/YY
format.

8. Inthe Principal
Household
Address
section, enter
the youth’s
principal
household
address in the
five available
fields.

9. Inthe Gender
field, select the
youth’s gender
(Male, Female,
or Unknown).

Note: When entering dates, only the last two digits of the year are
required. When you leave the cell, Excel will add the first two digits of the
year (either “19” or “20”) for you. Also, you are not required to type a “0”
before single digit months and days. If you do type a “0,” Excel will

remove it once you leave the cell.

Youth Last Name Youth First Name Date of Birth
Green Ed 5/9/2004 A‘)
Principal Household Address
Street # Street Name Apt# City Zipcode
62 W. Elm 5t. 4 Everywhere 12345
Note: After the Zipcode column, data \Male -
(other than dates) is selected via
drop-down lists. Female
Unknown

Gender

Male

STSJP: Recording STSJP Data in Excel
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction

Visuals/Comments

10.In the Ethnicity
field, select the
youth’s
ethnicity
(Hispanic,
Non-Hispanic,
or Unknown).

11.In the Race
section, select
Yes, No, or
Unknown for
each of the five
race-related
columns. You
can select Yes

Notes:

e The Age at Enroliment field automatically populates once you

complete the Date of Birth field (entered in step 7) and the Program
Start Date field (to be entered in step 12).

e The youth’s date of birth and program start date must be entered

correctly so the Age at Enrollment field populates correctly.

NO DATA ENTRY
REQUIRED

Age at Enrollment

Ethnicity

Race
(Select all that apply)

Black/

African American

White

Asian/
Pacific Islander

Native American/
Alaskan

Other

\[Non_Hispanic

No

Yes

No

No

No

N

Note: If the youth is a race that does not fall under the provided
categories, select Yes in the Other column. If you do not know the
youth’s race, select Unknown for all five race-related columns. The FOR
COUNTY REFERENCE section will not count it as unknown unless all
Race fields for that youth have responses selected.

Because multiple selections for race are possible in a Provider Roster,
the sum of the race categories calculated in the FOR COUNTY
REFERENCE section may not equal the total number of youth served.

for multiple

races.
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction

Visuals/Comments

12.In the Program
Start Date
field, enter the
actual first day
of service in
MM/DD/YY
format. For
example, if a
youth was
enrolled in
September but
service did not
start until
November, you
would enter the
November
date. This
ensures that
the LOS (length

Program 5tart Date

10/27/2018

Note: Enter the program start date even if that date falls before the
beginning of the current reporting period.

of stay) is
correct.
13.In the Was the
youth still
being served Was the youth still
in this being served in this
program on program on
04/01/2019? 04/o01/2019?
field, select Yes
or No.
Mo
Note: If you select Yes, the youth will be counted for the current
reporting period, however:
e The Program End Date field will be disabled.
¢ All fields where outcomes are entered (by both the program and
county) will be disabled.
e The Length of Stay (Days) field will not be automatically
calculated.
You will enter the youth again for the next reporting period.
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction Visuals/Comments

Notes: The following are additonal notes regarding the Was the youth
still being served in this program on [Date]? field:

e The date in the field name will change with each new reporting
period and will always be the day after the end of the reporting
period.

¢ If the youth is released during the reporting period (i.e., before the
date specified in the field name), the answer is No — they were not
still being served, because they were released before that date.

e If the youth is released AND returns to the program during the
SAME reporting period, the youth will need to be entered twice on
the worksheet. The first time they are entered, providers will select
No for this field and they will enter the date the youth was
released in the Program End Date field. To account for their
return to the program, the youth will get entered as if they are a
new case. Therefore, if at the end of the reporting period they are
still being served as part of their return to program, then providers
will select Yes in this field.

14.In the Program Important! Do not adjust the end date to reflect the end of the reporting
End Date field, period. The end date should be the actual date the youth ended their
enter the actual time with the program.
date on which

the youth was
discharged
from the
program, even Program End Date
if that date
falls after the
end of the
current 12/5/2018
reporting Note: If the end date falls after the reporting period, the youth will be
period. counted as served for the current reporting period, however:
e All fields capturing outcomes will be disabled.
e The LOS will not be calculated.
You will continue to enter the youth for each reporting period until their
program end date falls inside the reporting period. At that time, their
outcomes will be entered and the LOS will be calculated.
Page 28 STSJP: Recording STSJP Data in Excel

June 2020 Professional Development Program



Completing a Provider Roster: Recording Data Entered by the Provider

Instruction

Visuals/Comments

15.In the Did the
youth fail to
appear in
court between
his/her
Program Start
Date and
Program End
Date? field,
select the
appropriate
answer from
the drop-down
list (No, Yes, or
Info not
collected).

16.In the Did the
youth
consistently
comply with
program rules
and
standards?
field, select the
appropriate
answer from
the drop-down
list (No, Yes, or
Info not
collected).

Did the youth fail to appear
in court between his/her
Program Start Date and
Program End Date?

No

Note: If your program tracks non-compliant behavior, select No if there

were more than five incidents of non-compliance. If your program does

not track this program component, please begin to track program

compliance in consultation with your supervisor and local district

practices.

Did the youth
consistently comply
with program rules

and standards?
(Select "No" if more
than 5 incidents of

non-compliance)

Yes

STSJP: Recording STSJP Data in Excel
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction Visuals/Comments

17.In the Did the
youth attend
at least 90% of

all required

program Did the youth attend
activities? at least 90% of all
field, select the required program
appropriate activities?

answer from
the drop-down
list (No, Yes, No
Info not

collected, or

N/A).

Note: The shaded Length of Stay (Days) column automatically
populates after the Program Start Date and Program End Date are
entered. Data entry is not required.

NO DATA ENTRY
REQUIRED

Length of Stay
(Days)

18.Click the Save

bUtton (E) Insert Page Layout Formulas Data Review View Add-ins ACROBAT
located above o ¥
Cut S s v = — ® =

the EXCG| D Ba c Calibri -1 A A =B ¥ = Wrap Text General
. S8 Copy ¥ — | =

ribbon to Sa\/.e Pa-ste % Format Painter B 1 U 7 - DA~ === E=3= EMerge&Center ~  § - 4
data for the first Clipboard - - _ R i )
youth.
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Instruction

Visuals/Comments

19.Repeat steps 5-
18 for each
additional youth
served at least
one day by the
program during
the current
reporting
period.

20.If needed, you
can scroll down
to the TO BE
COMPLETED
BY PROGRAM
PROVIDER
section at the
bottom of the
worksheet and
enter a plan
and timeline for
acquiring any
uncollected
program
measures.

21.1f you enter
information in

this section, be

555 | | | | I I I I | I
1000 | | | | | | | | | |

Did the youth fail to appear in court during period of program enrollment?

Total # Youth Served 1
& Male 1
& Female ]
& Unknown o
AgeatEnroliment

14.00

Average Did.
#12 and under o
#1a
#15
#16
817
#18and alder
% Hispanic
# Non-Hispanic
% Unknown
#Black/African American|
& White
# Asian/Pacific Islander
# Native American/
Alaskan

program

Did least 90% of all

e |o|e|le|aln|e|ale|e|e|~

¥

Insert Formulas Data Review View Add-ins ACROBAT

Page Layout

sure to click the < ?C”t Calibri Sl AN == & SewapTe General
EERe -
Paste 2 Copy B I U - &+ fy. A- === = = M B Center ~ $ = 4
Save button = ¥ Farmat Painter = = === 2= [=] Merge & Center
(EI) Clipboard I Font = Alignment = I
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction

Visuals/Comments

22. After you finish
recording data
on the
Provider
Roster,
complete the
Provider Roster
section of the
STSJP Data
Accuracy &
Consistency
Checklists.

If you answer
YES to any of
the questions in
the Provider
Roster section,

Last Updated: 4/4/2019

Supervision and Treatment Services for Juveniles
Program (STSJP) Data Accuracy & Consistency
Checklists

The following checklists are provided to facilitate an assessment of data accuracy and consistency
prior to submission of the County Summary Sheet. They are intended to help localities identify
potential errors in their Provider Roster and County Summary Sheet data. Please complete these
checklists each reporting penod prior to submission of your County Summary Sheet.

Provider Roster

Directions: Complete the following checklist for each Provider Roster received during the reporting
period. If you answer YES to any of the questions, please follow up with the provider and make any
necessary changes before fransfeming data from the "For County Reference” section to the County
Summary Sheet.

+ Youth should be counted as Raise the Age (RTA) if they received services in a program that
is listed on:
(1) the county's approved STSJP Flan for the year AND
(2) the approved Department of Budget RTA Fiscal Comprehensive Plan.
Following these guidelines, please check whether any youth were recorded in the WRONG
Provider Roster.

Were RTA youth recorded in the Non-RTA Provider Roster (blue) CNO.

make the 2 Were Non-RTA youth recorded in the RTA Prowider Roster (orange)? OYES ONO.
5 If yes to either item (or both), the youth will need to be removed from the incorrect
necessary roster and reentered into the comect roster.
changes before . _ _ ] _ .
sending the + Did the provider enter data into a roster that was created for a different reporting period?
. OYES ONO. If yes, please note the following:
Provider o Provider rosters for the reporting period 10/1/2018 to 3/31/2019 and beyond now
Roster to the show the reporting period dates at the top of each tab in the Excel docurment. New
rosters are created and sent out each reporting peried, therefore it is important that
county. the right one is used when entering data. Using the wrong roster will result in
incorrect data being reported, because rosters also have dates set “behind the
scenes’ to grey out certain cells and automatically calculate certain values (e.g.,
length of stay and ALOS in the County Summary section). If the wrong roster was
used, data must be reentered into the correct version. First, check the OCFS
website (https:ocfs.ny.gov/imain/j_reformiwebinar. asp) for the current roster. If the
version you need is not there, e-maill DCES SM.STSJP@octs ny.gov to obtain a
copy.
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Completing a Provider Roster: Recording Data Entered by the Provider

Instruction

Visuals/Comments

23.Email the Note: It is recommended that emails containing attached Provider
completed Rosters be either printed or saved in a secure offline location. These
Provider emails should not be kept in your Inbox or in any other email folders,
Roster to the e.g., Sent, Deleted Items, etc.
county. You
may Want tO Attachment Tools  STSIP_Youth Excellence Center_Rising Stars_10-2018 to 3-2019 - Message (HTML)
Include the Message Adobe PDF Attachments Q Tell me what you want to do...
| = =0 EFe O
name of the oGk B X 5B &
attachment |n Open Quick Send Save Save All Remave Select Copy Show
. Print  Ta- As  Attachments Attachment All Message
the SUbJeCt Actions Selection Message
field of the Wed 4/10/2019 10:45 AM
email. DeMott, Kimberly A
STSJP_Youth Excellence Center_Rising Stars_10-2018 to 3-2019
To DeMott, Kimberly A
@ STSJP_Youth Excellence Center_Rising Stars_10-2018 to 3-2019xlsx
927 KB
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Section Summary In this section, you learned the steps a provider must take to record data
Review in a Provider Roster.
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Completing a Provider Roster: Recording Data Entered by the

County
Concepts In this section, the steps a county takes to record data in a Provider
Roster are shown.
Concepts: Counties should complete the Provider Roster section of the STSJP Data
Using the STSJP  Accuracy & Consistency Checklists upon receipt of a Provider Roster
Checklists and before entering data, in case the provider needs to make revisions.
An updated document is sent each new reporting period. The latest
version of the document is available via the following link:
https://ocfs.ny.gov/main/jj reform/webinar.asp
Last Updated: 4/4/2019
Supervision and Treatment Services for Juveniles
Program (STSJP) Data Accuracy & Consistency
Checklists
The following checklists are provided to facilitate an assessment of data accuracy and consistency
prior to submission of the County Summary Sheet. They are intended to help localities identify
potential emrors in their Provider Roster and County Summary Sheet data. Please complete these
checklists each reporting period prior to submission of your County Summary Sheet.
Provider Roster
Directions: Complete the following checklist for each FProvider Roster received during the reporting
period. If you answer YES to any of the questions, please follow up with the provider and make any
necessary changes before transferring data from the "For County Reference” section to the County
Summary Sheet.
+ Youth should be counted as Raise the Age (RTA) if they received services in a program that
is listed on:
(1) the county's approved STSJP Pian for the year AND
(2) the approved Depariment of Budget RTA Fiscal Comprehensive Plan.
Following these guidelines, please check whether any youth were recorded in the WRONG
Provider Roster.

o Were RTA youth recorded in the Non-RTA Provider Roster (blue)? OYES ONO.

o Were Non-RTA youth recorded in the RTA Provider Roster (orange)? OYES ONO.

> If yes to either item (or both), the youth will need to be removed from the incorrect
roster and reentered into the comect roster.

» Did the provider enter data into a roster that was created for a different reporting period?
OYES OMNO. If yes, please note the following:

o Provider rosters for the reporting period 10/1/2018 to 3/31/2019 and beyond now
show the reporting period dates at the top of each tab in the Excel document. New
rosters are created and sent out each reporting period, therefore it is important that
the right one is used when entering data. Using the wrong roster will result in
incorrect data being reported, because rosters also have dates set “behind the
scenes” to grey out certain cells and automatically calculate certain values (eg.,
length of stay and ALOS in the County Summary section). If the wrong roster was
used, data must be reentered into the correct version. First, check the OCFS
website (https:/ocfs.ny.gov/main/]] _reformiwebinar.asp) for the current roster. If the
version you need is not there, e-mail OQCES SWM STSIP@ocfs ny gov to obtain a
copy.
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Completing a Provider Roster: Recording Data Entered by the County

Concepts: If you answer YES to any of the questions in the Provider Roster section,
Using the STSJP follow up with the provider.

Checklists (cont.)

| INC If yes, please note the following:

o Data should only be entered for youth served one or more days during the reporting
period. For example, the provider should have included youth with the following
program start and end dates for the 10117 — 33118 reporting period:

Program Start Date  Program End Date

« [id the provider enter data for youth who were NOT served during the reporting period?

101517 112517
331na 41518
91517 4/8M18
Page 1of4

Last Updated: 44/2019

XTMT 10117
However, the provider should NOT have included youth with the following dates:

Program Start Date Program End Date
HTHT Q2817
41518 6/2118

» Did the provider enter data into a greyed-out cell? OYES CINO. If yes, please note the
fallowing:

o The Provider Roster was designed to collect outcome information for youth released
during the reporting period (e.g., 10/1/A17 —3/31/18). If a youth is still in the program or
was released after the end of the reporting period, all outcome-related cells grey out to
indicate that data should not be entered. Outcomes will be collected for these youth
during a later reporiing period when they are released. Any data entered into a greyed-
out cell should be cleared (night click = Clear Contents).

+ Did the provider leave cells blank? CYES CINO. If yes, please note the following:
o Mo cells should be left blank unless they are greyed out. If information is unknown or not
curmrently collected, the “*Unknown™ or “Info Mot Collected” pull-down options should be
selected.

« [Did the provider paste or type data into the sheet rather than using the pull-down menus?
CIYES [CINO. If yes, please note the following:

o Formulas used fo calculate items (e.g., # Hispanic) in the *For County Reference”
section may not work if the provider failed to use the pull-down menus. Results should
be reviewed carefully before transferring data from the “For County Reference” section
o the County Summary Shest. For example, if it looks like the provider pasted or typed
data into the “Ethnicity” column, you should compare the number of Hispanic, Non-
Hispanic and unknown that appear in the “Ethnicity” column to the *# Hispanic,” “# Non-
Hispanic” and “# Unknown” reparied in the “For County Reference” section. These
numbers should match.

Before You Begin You received an email from a provider containing a Provider Roster
attachment.
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Completing a Provider Roster: Recording Data Entered by the County

Instruction Visuals/Comments
1' Open the emall Attachment Tools  STSIP_Youth Excellence Center_Rising Stars_10-2018 to 3-2019 - Message (HTML)
message from Adobe PDF Attachments Q Tell me what you want to do...
the provider - —
-} N =, ENEE=S 4
and save the Bk h X 5B @
. Open Quick Send Save Save All Remove Select Copy Show
PI’OVIdGI’ Print  To- As  Attachments Attachment All Message
Roster Excel Actions Selection Mezzage

Wed 4/10/2019 10:45 AM

file attachment _ ,
. DeMott, Kimberly A
to a deSIQnated STSJP_Vouth Excellence Center_Rising Stars_10-2018 to 3-2019
location on your | et knbery A
network.

Note: For the
steps to save
an attachment,
refer to the
Saving the
BLANK
Provider
Rosters Excel
File topic
beginning on
page 15.

@ STSJP_Youth Excellence Center_Rising Stars_10-2018 to 3-2019xlsx _
927 KB

2. Navigate to and

then open the
saved Provider
Roster.
3 Reminder: Pleass use this warkihest ta anter data for Hen-Raise the Age youth,
der: Please make sure the Reporting Period dates on this roster (line 4) match the date
4 [ Reporting Period | 10/01/2018 to 03/31/2019 | Reminder: Please use drop-down menus where provided. Do not type or paste data into cell
& [Provider Hame [routh Excellence Center
7 Provider Contact Ardrew Jones, [555] 555-5555
Ll
w0
Principal Household Address
ik Enrollment & Youth Last Name ‘Youth First Name Date of Birth Gende
= Sriat # Slreit Narme Agtw City Tipende
13
II: : Green Ed |5/9/2004 IE Elm St &3 [Everpwhere 12345 Male
16 3 I
3. Click through Prevention | Early Intervention JOJD_ATD PINS_ATD | ATP | Reentry_Aftercare

the tabs at the
bottom of the Note: The example continues using the JO/JD - Alternative to

Provider Detention (ATD) Program Roster worksheet from the last topic.
Roster to

locate the first

completed

worksheet.
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Completing a Provider Roster: Recording Data Entered by the County

Instruction

Visuals/Comments

4. Complete the
Provider Roster
section of the
STSJP Data
Accuracy &
Consistency
CheckKlists.

If you answer
YES to any of
the questions in
the Provider
Roster section,
follow up with
the provider.

Last Uipdated: 444/2019

Supervision and Treatment Services for Juveniles
Program (STSJP) Data Accuracy & Consistency
Checklists

The following checklists are provided to facilitate an assessment of data accuracy and consistency
prior to submission of the County Summary Sheet. They are intended fo help localities identify
patential errors in their Provider Roster and County Summary Sheet data. Please complete these
checklists each reporiing period prior to submission of your Counfy Summary Sheet.

Provider Roster

Directions: Complete the following checklist for each Provider Rosfer received during the reporting
period. If you answer YES to any of the questions, please follow up with the provider and make any
necessary changes before transferring data from the "For County Reference™ section to the County
Summary Sheset.

« “Youth should be counted as Raise the Age (RTA) if they received services in a program that
is listed on:
(1) the county's approved STSJF Flan for the year AND
{2} the approved Department of Budget RTA Fiscal Comprehensive Flan.
Following these guidelines, please check whether any youth were recorded in the WRONG
Provider Roster.
Were RTA youth recorded in the Non-RTA Provider Roster (blue) INO.
Were Non-RTA youth recorded in the RTA Provider Roster (orange)? LIYES CINO.
If yes to either item (or both), the youth will need to be removed from the incomrect
roster and reentered into the comect roster.

[N ]

+ Did the provider enter data into a roster that was created for a different reporting period?
LIYES CINOQ. If yes, please note the following:

o Provider rosters for the reporting period 10/1/2018 to 3/31/201% and beyond now
show the reporting period dates at the top of each tab in the Excel document. New
rosters are created and sent out each reporting peniod, therefore it is important that
the right one is used when entering data. Using the wrong roster will result in
incorrect data being reporied, because rosfers also have dates set “behind the
scenes” to grey out certain cells and automatically calculate certain values (e.qg.,
length of stay and ALOS in the County Summary section). If the wrong roster was
used, data must be reentered into the correct version. First, check the OCFS
website (Difpsiiocts nv.gov/mainfi reformiwebinar 3sp) for the cument roster. If the
version you need is not there, e-mail OCFS_SM.STSJP@ocfs.ny.gov to ohtain a

copy.
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Completing a Provider Roster: Recording Data Entered by the County

Instruction Visuals/Comments
5. Locate the first
youth and then
scroll to the
g?zht to the TO Did the youth experience any of the following
: ?
COMPLETED between his/her Program Start Date and Program End Date?
BY COUNTY
section of the Arrestf Detention/Jail
worksheet. ) Warrant Issued? -
Probation Intake? Admission?

Note: This section is for county use only. It is included to provide the
county with a place to track relevant outcomes for youth served by
STSJP programs. The county is asked to select whether a participating
youth experienced an outcome (e.g., warrant issued) during the program
service period—program start date to program end date. Please note
that the outcomes vary by program type.

Important! The data recorded in the TO BE COMPLETED BY COUNTY
section is vital and must be accurate.
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Completing a Provider Roster: Recording Data Entered by the County

Instruction Visuals/Comments

6. Inthe Arrest/ Note: Only record data from the youth’s program start date to the
Probation program end date. No data outside of those dates should be included.

Intike’? field, For example, if the Start Date is 10/3/2018 and the End Date is
m"’ll et_a ¢ 1/1/2019, and the youth was arrested on 10/15/2018, the county would
Selection from select Yes. However, if the youth was arrested on 1/5/2019, the county

t_he drop-do_wn would select No because that date is outside the outcome window.
list for the first

youth on the
worksheet (No,
Yes, or Info

not collected). Did the youth experience any of the following
7. In the Warrant between his/her Program Start Date and Program End Date?

Issued? field,

make a
. Arres Detention/lail
selection from Y Warrant Issued? /

the drop-down Probation Intake? Admission?
list (No, Yes, or
Info not
collected).

8. Inthe
Detention/Jail
Admission?
field, make a
selection from
the drop-down
list (No, Yes, or
Info not
collected).

Mo Mo Yes

9. Click the Save

button : : : :
nse| & Layou ormulas 'ata EVIew ew -Ins
located Insert  Pagelayout  Formul Dat: R Vi Add ACROBAT
above the &D ;;fz”t Calibri -1 - A A T== - BeWapTe General
. =] Q -
Excel ribbon to Paste. "”tp B IU-[EH (D A== == EMegescee - | § - 1
save data for . crma e
the f|rst youth Clipboard ] Font ] Alignment ] I
Page 40 STSJP: Recording STSJP Data in Excel

June 2020 Professional Development Program



Completing a Provider Roster: Recording Data Entered by the County

Instruction Visuals/Comments

10.Repeat steps 5-
9 for every
applicable

youth on the

worksheet. Did the youth experience any of the following

between his/her Program Start Date and Program End Date?

Arres Detention/Jail
. Y Warrant Issued? L /
Probation Intake? Admission?

Mo Mo Mo

11.When you have
finished
entering youth
data, click the

ER Copy ~
Save button Paste B IU-|T. DA === == EMegeliCenter - § -
o ormat Painter

located above

the Excel
ribbon. E

Insert Page Layout Formulas Data Review View Add-ins ACROBAT
L %Cut . v | =

Calibri -1 < A A = —_ & E¢WrapText General

Clipboard ] Font Pl Alignment Pl
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Completing a Provider Roster: Recording Data Entered by the County

Instruction

Visuals/Comments

12.Scroll down to
row 1015 to
view the FOR
COUNTY
REFERENCE
section.

Note: The
information in
this section
automatically
populates
based on the
data entered at
the top of the
worksheet by
the provider
and the county.
Data entry is
not required.

Reminder Note

Section Summary
Review

Served Population Data

Total # Youth Served
#Male
#Female
#Unknown
Age at Enroliment
Average
#13 and under
#14
#15
#16
#17
#18 and older
#Hispanic

(S ) ST

=]

14.75

#Non-Hispanic
# Unknown

#Black/African American
# White

# Asian/Pacific Islander
#Native American/
Alaskan

# Other

#Unknown

Total # Youth Released

# Failed to Appear in
Court

# Consistently complied
with program rules and
standards

#Attended at least 90%
of all required program 1
activities
Average LOS 68.00
Qutcome Data

[ 0 N =1 TV A e S e P e e

=

[SH sl

(=1

b

FHTI’ER{PI’O'DBUQI’&

Intaka

#Warrant lssued 0
# DetentionfJail
Admission

The county is responsible for recording outcomes for released youth in
every Provider Roster. Repeat the steps in this topic for each Provider
Roster you receive from the provider.

In this section, you learned the steps a county must take to record data in
a Provider Roster.
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Completing a County Summary Sheet

Completing a County Summary Sheet

Concepts In this section, the steps a county takes to complete a County Summary

Sheet are shown.

Much of the information a county will enter in a County Summary Sheet
is already calculated and available in the FOR COUNTY REFERENCE
section (which begins on row 1015 on the Provider Roster). County staff
will locate this information and then transfer it to the County Summary

Sheet.

Transfer to County Summary Sheet

Served Population Data

Total # Youth Served

#Male

#Female

pa| b | ds

# Unknown

(=]

Age at Enroliment

Average

1475

#12 and under

#14

#15

#16

#17

#18 and older

[+ I s ) S e

Concepts: e The county will record data on the County Summary Sheet from
Recording Data in every returned Provider Roster.

a County
Summary Sheet

Summary Sheet.

e If a provider completed multiple worksheets in a Provider Roster, the
county must record information from each worksheet on the County

e This means the provider will display multiple times on the County
Summary Sheet, but with different program types, as shown below.
The same applies for providers who complete multiple Provider

Rosters.

Provider Information

Provider Name Funded Slots/
(If Indirect Service Provider, specify Program Type Program Budget Budgeted
position/program funded) Capacity
Youth Excellence Center JO/ID - Alternative to Detention  |$15,000 10
Youth Excellence Center PINS - Alternative to Detention 515,000 10
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Completing a County Summary Sheet

Concepts: e The county should also record data for providers that fall under the
Recording Data in program type of Support Service Provider, i.e., functions that are
a County funded but will not have a Provider Roster. Examples are an
Summary Sheet Educational Liaison or technical assistance.

(cont.)

e Visits with a doctor or mental health practitioner may also fall under
Support Service Provider if the service involves distinct, one-time
visits, rather than the service being part of a program with a continued
LOS/ongoing enroliment.

Concepts: Before emailing a County Summary Sheet to OCFS, the county should
Using the STSJP  complete the County Summary Sheet section of the STSJP Data
Checklists Accuracy & Consistency Checklists.

An updated document is sent each new reporting period. The latest
version of the document is also available via the following link:

https://ocfs.ny.gov/main/jj reform/webinar.asp

If you answer YES to any of the questions in the County Summary Sheet
section, make the necessary changes before sending the County
Summary Sheet to OCFS.

County Summary Sheet
Directions: After transferring data from the “For County Reference” section of each Provider
Roster received during the reporting period, complete the following checklist. If you answer YES to
any of the questions, please revise your County Summary Sheef as necessary before submission.

+ |iis important that data on RTA youth, fracked in the RTA Prowvider Rosfers (orange), make it
into the RTA County Summary Sheets (orange). And, that data on the Non-RTA youth,
tracked in the Non-RTA Provider Rosters (blue), make it into the Non-RTA County
Summary Sheets (blue). Please check for any instances where data may have been
transferred from a Provider Roster into the WRONG version of the County Summary Sheet.

o Vvere data from an RTA Epoyiger Roster (orange) recorded in the Mon-RTA County
Summary Sheet (blue){ CIYESJEINO.
Were data from a Non-R'TA Frovider Roster (blue) recorded in the RTA County
Summary Sheet (orange)? CIYES CING.

If yes to either item (or both), the data will need to be removed from the incomect

summary sheet and reentered into the correct summary sheet.

]

=]

+ Do data appear in any greyed-out cells? CIYES CINO. If yes, please note the following:
o Cells that are not applicable grey out after selecting a “Program Type” (Column C)

Page 2 of 4
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Completing a County Summary Sheet

Concepts:

Using the STSJP
Checklists (CO nt_) from the pull-down menu. Mo data should be entered into a greyed-out cell.

Lazt Updated: 44/2019

« Are any cells blank? COYES CINO. If yes, please note the following:

o No cells should be left blank unless they are greyed out. For example, if a program
served zero Native Americans/Alaskans during the reporiing penod, a zero (0)
should be entered in Column X (“# Native Amencan/Alaskan™). It should not be left
blank.

+ Did you manually enter any program types into Column C, rather than using the pull-down
menu? OYES CNO. If yes, please note the following:
o “Program Type™ should be selected from the pull-down menu. Do not type or pasie
into Column C. Simply select one of the provided program types. If you are not sure

which option to select, send an e-mail to QCFS SM STSIP@ocs nv.goy for
guidance.

= Add Columns H through J (# Male” + “# Female™ + “# Unknown™ =____ ), is your fotal
mare or less than the Total # Youth Served (Column G)? CIYES CINO. If yes, please note
the following:

o The sum of Columns H through J should equal the “Total # Youth Served.” If not,
there was an error in copying the data over from the “For County Reference” section
of the Provider Roster, the provider did not complete all necessary cells, and/or the
formulas in the “For County Reference” secfion did not work propery. If the formulas
did not work, the provider likely pasied or typed data into the Frovider Roster rather
than using the pull-down menus.

« Do any of the averages presentad in Column K (“Average Age at Enroliment”™) seem
nonsensical (e.g., 45 years)? CIYES CINO. If yes:
o “Age at Enroliment” in the Provider Roster is set to calculate automatically once “Date
of Birth" {Column E) and “Program Start Date” {Column S) have been enterad.
Check “Date of Birth® and “Program Start Date” to see if dates were enterad
incomectly. Fixing any incormect dates should resoclve the problem.

+ Add Columns R through T (“# Hispanic” + “# Non-Hispanic™ + “# Unknown™ = ), is your
total more or less than the “Total # Youth Served” (Column G)? CIYES CINO. If yes, please
note the following:

o The sum of Columns R through T should equal the “Total # Youth Served.” If not,
there was an ermor in copying the data over from the “For County Reference” section
of the Provider Roster, the provider did not complete all necessary cells, and/or the
formulas in the “For County Reference” secfion did not work propery. If the formulas
did not work, the provider likely pasted or typed data into the Provider Roster rather
than using the pull-down menus.

s« Add Columns U through £ (*# Black/African American™ through “# Unknown”), is your fotal
less than the “Total # Youth Served” (Column G)? LYES CING. If ves, please note the
following:

2 Multiple race selections are possible, so the sum of Columns U through £ may be
higher than the “Total # Youth Served,” but it should NOT be lower. If it is lower,
there was an ermor in copying the data over from the “For County Reference” section
of the Provider Rosfer, the provider did not complete all necessary cells, andfor the
formulas in the “For County Reference” section did not work property. If the formulas
did not work, the provider likely pasted or typed data into the Provider Roster rather
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Completing a County Summary Sheet

Concepts:
Using the STSJP
Checklists (cont.)

Saving a County
Summary Sheet

Before You Begin

Last Updated: 442019
than using the pull-down menus.

+ |3 the “Total # Youth Released” (Column AA) greater than the “Total # Youth Served”
(Column G)? OYES COINO. If yes, please note the following:

o Column A4 should never be greater than Column G, since all youth released during
the period must have been served. If Column A4 is greater than Column G, an emor
was likely made when copying data over from the “For County Reference” section of
the Provider Roster.

+ Do any of the averages presenied in Column AE (“Average LOS") seem nonsensical (e.g.,

900 days)? OYES CNO. If yes:
o Confirm accuracy with the provider.

+ With the exception of Column AE, are any of the numbers entered into Columns AB through
AD (i.e., the outcome columns) greater than the “Total # Youth Released” (Column AA)7
CIYES CINO. If yes, please note the following:

o The provider likely entered outcome data for youth who were NOT released during the
reporting period. As mentioned above, we are only collecting outcome information for
released youth; therefore, the number of youth who experienced an outcome should
never be greater than the total number of youth released. Double check the Provider
Raster, any data entered into a greyed-out cell should be cleared (fight click = Clear
Contents).

Each reporting period, OCFS emails the two period-specific County
Summary Sheet Excel files to the county.

Note: The County Summary Sheet Excel files for the current reporting
period are also available via the following link:

https://ocfs.ny.gov/main/jj reform/webinar.asp

Before saving a County Summary Sheet, the county must first verify that
they are using the correct Excel file (i.e., the traditional STSJP or RTA file
as well as the file for the correct reporting period). The county will then
save a copy of the appropriate file using a required naming convention
that includes if the file is for RTA youth, STSJP, the county name, and the
dates for the applicable reporting period. For example:

STSJP_York County_10-2018 to 3-2019
RTA_STSJP_York County_10-2018 to 3-2019

You received an email from OCFS containing the BLANK County
Summary Sheet attachment. You have also finished recording data in at
least one Provider Roster for the current reporting period.
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Completing a County Summary Sheet

Instruction Visuals/Comments

Saving a County
Summary Sheet

1. Begln the s Blank County Summary Sheet - Message (HTML)
pI’OCGSS to save [P insert  Options  FormatText  Review  AdobePDF  Q Tell me what you want to do..
e Cut EE .o'\‘, [UJ U] B |™ Follow Up ~ ’
a copy of the D 3 cop ' Ve Ay o importance | 9
Paste . Address Check  Attach Attach Signature Office
- EopatEaliEy Book Names File~ Item~ — ~ ow Importance | Add-ins
BLANK County Clipboard = Basic Text Names Include Tags 5 Add-ins -
Summary To... DeMott, Kimberly 4; |
=1
Sheet to a =
en
deSIQnated Subject Blank County Summary Sheet
H a7 BLANK County S Sheetals _
location on your sace |G Sy

network.

Note: For the
steps to save a
copy of a file,
refer to the
Saving the
BLANK
Provider
Rosters Excel
File topic
beginning on
page 15.

2. Using the File named | STSJP_York County_10-2018 to 3-2019 xlsx w

requ_ired Save as type: | Excel Workbook (*.xl5x) v
naming

convention,
enter a file [ 5ave Thumbnail
name in the

File name field. | » HideFolders Teols  ~ Cancel

Note: For example:
STSJP_York County_10-2018 to 3-2019
RTA_STSJP_York County_10-2018 to 3-2019

Authors:  Colman, Rebecca (OC Tags: Add atag
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Completing a County Summary Sheet

Instruction Visuals/Comments

Completing a
County Summary
Sheet

1. Navigate to and
then open the
saved County e
Summary

Sheet ‘" —

Reminder: Do not enter data Into greyed-out cells.

t4
. H [ Reporting Period [ 10/01/2018 to 03/31/2019 | Reminder: Do not leave white cells blank - slways type or select an answer.
Note: If the fil :
ote e Tile z
T

is in protected
view, click the P —
Enable Editing |° Provte tame ol

e e 1V T TR Lo Served &Male & Female & Unknewm Average 213 a0
button. I —

fanded) Capacity
2 e Counly | County Summary Sheet (Non-Raise The Age Youth) |
Name field,
select the . -
Reporting Period 10/01,/2018 to 03/31/2019
county from the P E /01/ 31/

drop-down list. County Name York
3. In the Contact Contact Person Sarah Jones, (555) 555-3555

Person field,
enter the name
and telephone
number of the
county contact
person. Enter
the telephone
number in
(XXX) XXX-
XXXX format.

Gunder
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Completing a County Summary Sheet

Instruction

Visuals/Comments

4. Open a
completed
Provider
Roster.

5. Click through
the tabs to
locate the
completed
worksheet.

6. Return to the
County
Summary
Sheet and in
the Provider
Name field,
enter the name
of the provider
that completed
the Provider

A L] < o E ¥ G H 1 1 K
Reminder: Flease make sure the Reporting Period dates on this roster (line 4) match the date
[ Reporting Period | 10/01/2018 0 03/31/2019 | Feminder: Please use drop-dawn menus where provided. Do not type ar paste data inta cell

F
& [Provider Hame [routh Excellence canter
T
Ll

Provider Contact IAmIren'Ju:ln. [555] 555-5555

Principal Household Address

Enrodiment & Youth Last Name | Youth First Name. Date: of Birth Gende

Stret ¥ Strwet Narne gt ity Tipeode

1 1 Green Ed 5972008 62 Elm £t 2 Everywhere 12325 Male

Prevention Early Intervention JOJD_ATD PINS_ATD ATP Reentry_Aftercare

Note: The example continues using the JO/JD - Alternative to
Detention (ATD) Program Roster worksheet from the last topic.

Reporting Period 10/01/2018 to 03/31/2019
County Name York
Contact Person Sarah Jones, (555) 555-5555

Provider Information

Roster. Provider Name
(If Indirect Service Provider, specify Program Type Program Budget
position/program funded)
Youth Excellence Center
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Completing a County Summary Sheet

Instruction Visuals/Comments

7. Inthe Program
Type field,
select the Program Type Pry
program type.

-

Prevention

1 Early Intervention

PIMNS - Alternative to Detention
— Alternative to Placement

Reentry/Aftercare
Support Service Provider

8. Inthe Program Note: The county should enter the total funds a program receives
Budget field, through STSJP in the Program Budget field.
enter the
amount of the
program
budget.

9. Inthe Funded Funded Slots/
Slots/ Program Type Program Budget Budgeted
Budgeted Capacity
Capacity field,
enter the total 10/ID - Alternative to Detention  |515,000 10
number of slots
each program
has been
budgeted to
provide during
this STSJP
reporting
period.

Provider Information
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Completing a County Summary Sheet

Instruction

Visuals/Comments

Note: At this point, most of the information the county still needs to enter on the County
Summary Sheet is already calculated and available in the FOR COUNTY REFERENCE
section (which begins on row 1015 on the Provider Roster). County staff will locate this

information and then transfer it to the County Summary Sheet.

10.Display the
Provider
Roster
worksheet and
scroll to the
FOR COUNTY
REFERENCE
section in the
bottom-left
corner.

Served Population Data

Total # Youth Served

#Male

#Female

S| rafra] g

#Unknown

Age at Enrollment

Average

14.75

#13 and under

#14

#15

#16

#17

#13 and older

#Hispanic

#Non-Hispanic

# Unknown

#Black/African American

#White

# Asian/Pacific Islander

e Ojlwle OO ]

#Native American/
Alaskan

[

# Other

#Unknown

Total # Youth Released

[ERE=1E=]

#Failed to Appearin
Court

[

# Consistently complied
with program rules and
standards

#Attended at least 90%
of all required program
activities

Average LOS

Qutcome Data

!Krrﬁf} Probation

Intaka

# Warrant Issued

#Detention/Jail

Admission
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Completing a County Summary Sheet

Instruction Visuals/Comments

11.Enter data from
the FOR
COUNTY
REEERENCE served Population Data
section on the Total # Youth Served
Provider #Male
Roster in the # Female
following fields # Unknown
on the County

Summary
Sheet:

e Total # Youth
Served: Total Gender
of all youth Total # Youth
served during Served # Male # Female # Unknown
the reporting
period only.

e Gender:

o# Male
o# Female

o# Unknown

=10 I VTN N I
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Completing a County Summary Sheet

Instruction

Visuals/Comments

12.Enter data from
the FOR
COUNTY
REFERENCE
section on the
Provider
Roster in the
following fields
on the County
Summary
Sheet:

e Ageat
Enrollment:
o Average

o# 13 and
under

o#14
o#15
O#16
o# 17

o# 18 and
older

13. Enter data from

the FOR
COUNTY
REFERENCE
section on the
Provider
Roster in the
following fields
on the County
Summary
Sheet:

e Ethnicity:
o # Hispanic
o# Non-
Hispanic
o# Unknown

Served Population Data

Total # Youth Served

# Male

# Female

LiLlnkoouun

=N N N

Age at Enrollment

Average

14.75

#13 and under

#14

#15

#16

#17

#18 and older

=Rl N=1 N e

3

Age at Enrollment

Average

#13 and under

#15 #16

#17

#18 and older

14.75

1 1

1 0

0

| Ethnicig |

# Hispanic 1
# Non-Hispanic 3
# Unknown 0

# Hispanic

# Non-Hispanic

# Unknown
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Completing a County Summary Sheet

Instruction

Visuals/Comments

14.Enter data from

the FOR
COUNTY
REFERENCE
section on the
Provider
Roster in the
following fields
on the County
Summary
Sheet:

Race (Note:
Multiple
selections
possible. May
not sum to
Total # Youth
Served):

o # Black/
African
American

o # White

o #Asian/
Pacific
Islander

o # Native
American/
Alaskan

o# Other

o# Unknown

i Black/African American

# White

# Asian/Pacific Islander

# Native American/
Alaskan

# Other

# Unknown
\L

Race (Note: Multiple selections possible. May not sum to Total # Youth Served)

# Black/ # Asian/ # Native
. ac . # White i =Ll American/ # Other # Unknown
African American Pacific Islander
Alaskan
1 1 0 0
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Completing a County Summary Sheet

Instruction Visuals/Comments

15. Enter data from
the FOR
COUNTY
REFERENCE

Provider
Roster in the
following fields
on the County
Summary
Sheet:

e Total # Youth
Released

o

Total # Youth
Released
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Completing a County Summary Sheet

Instruction

Visuals/Comments

16.Enter data from
the FOR
COUNTY
REFERENCE
section on the
Provider
Roster in the
following fields
on the County
Summary
Sheet:

e # Failed to
Appear in
Court

e # Consistently
complied with
program rules
and standards

e # Attended at
least 90% of
all required
program
activities

e Average LOS

Court

# Consist

with program rules and
standards

ently complied

#t Attended at least 90%
of all required program

Appear in Court

program rules and
standards

activities
\[Average LOS 68.00
r .
# Consistently # Attended at
# Failed to complied with least 90% of all

required program
activities

Average LOS

2

1

68.00

\

Data Entry Tips for Fields AB — AD and AF - AO:

You can type data in these fields or select from a drop-down list.

If the value you are reporting is 1 or more, type the number in the

field.

If the value you are reporting is 0, select None from the drop-

down list.

If you do not know the value and cannot report it, select Info not

collected from the drop-down list.
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Completing a County Summary Sheet

Instruction Visuals/Comments

17.Enter data from
the FOR
COUNTY

REFERENCE Outcome Data
section on the it Arrest/Probation Intake

Provider # Warrant Issued 0

. # Detention/Jail
Roster in the 1

[Admission
following fields

on the County
Summary ‘
Sheet:

e # Arrest/
Probation L
Probation Intake
Intake

e # Warrant
Issued Note: Fields that are grayed out represent outcome data that is not
e # Detention/ tracked for JO/JD — ATD programs.

Jail Admission

# Detention/
Jail Admission

# Successful
Adjustment

#School
Suspension

# PINS Referral # Truancy #Warrant Issued

1

18.When you have
finished
recording data

Insert Page Layout Farmulas Data Review View Add-ins ACROEBAT

L J'E)Cut 2 v | =

for the first Calibri -1 - A A =—_ #- E¢WrapText General
Provid B Copy -~ S
roviaer . Pafte ¥ Eormat Painter B I U- . O A === £=£3= Merge&Center - % - d
Roster, click Clipboard E Font E Ali t E
IpDoar Fl o Fl Iignmen Fl
the Save button
located above
the Excel
ribbon. E
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Completing a County Summary Sheet

Instruction Visuals/Comments
19.To record date [COTNEIAENSR SRR [ o
for another _ _ Reminder: Do n
provider either Reporting Period | 10/01/2018 to 03/31/2019 | Reminder: Do n
from another County Name York :
Worksheet in Contact Person Sarah Harris, (555) 555-5555
tphe S_adme Provider Information
roviaer
ROSter, or from Provider Name Funded Slots/ | h
a dlfferent (If Indirect Service Provider, specify Program Type Program Budget Budgeted TOt:e:rEUt
. ition/program funded) Capaci
Provider o pOsition/program funded Capacity
Youth Excellence Center 10/1D - Alternative to Detention  |$15,000 10 1
ROSter’ Youth Excellence Center PINS - Alternative to Detention 515,000
complete steps
6-18 in this Note: The county must record data on the County Summary Sheet
topic. from every Provider Roster completed by a provider. This means that a
provider could be listed more than once on a County Summary Sheet,
but with different program types.
20 If necessary’ For each out currently llected, pl describe plan and timeline for acquiring such information.
When you have # Arrest/Probation Intake
finished
;ecordlng data # PINS Referral
rom every
completed
PFOVIdeI’ # Truancy

Roster, scroll
to the bottom of
the Worksheet # School Suspension
and, for each
outcome
measure
currently
uncollected,
describe a plan
and timeline for
achiring SUCh 1# Detention/Jail Admission
information.

# Successful Probation Adjustment

# Warrant Issued

# Violation of Probation Filed
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Completing a County Summary Sheet

Instruction

Visuals/Comments

21.When you have
finished
recording data
on the County
Summary
Sheet, click the
Save button
located above

the Excel
ribbon. E
22.Complete the
County
Summary
Sheet section
of the STSJP
Data Accuracy

& Consistency
Checkilists.

If you answer
YES to any of
the questions in
the County
Summary
Sheet section,
make the
necessary
changes before
sending the
County
Summary
Sheet to
OCFS.

Insert Page Layout Farmulas Data i View Add-ins ACROEBAT

alla s A d —

D J Cut Calibri -1 A A T == £~ %WrapText General
o ER Copy ~

aste »  HE . - - = = = €= 3= - -

> ¥ Format Painter B I U = O~ A S E= Merge 8t Center $

Clipboard ] Font ] Alignment ]
County Summary Sheet

Directions: After transfemring data from the “For County Reference” section of each Provider
Roster received during the reporting period, complete the following checklist. If you answer YES to
any of the questions, please revise your County Summary Sheet as necessary before submission.

« |tis important that data on RTA youth, tracked in the RTA Provider Rosters (orange), make it
into the RTA County Summary Sheets (orange). And, that data on the Non-RTA youth,
tracked in the Non-RTA Frowvider Rosters (blue), make it into the Non-RTA County
Summary Sheets (blue). Please check for any instancas where data may have been
transferred from a Provider Roster into the WRONG version of the County Summary Sheet.

o Were data from an RTA Provider Roster (orange) recorded in the Non-RTA County
Summary Sheet (blue)? OYES ONO.

o Were data from a Non-RTA Provider Roster (blue) recorded in the RTA County
Summary Sheet (orange)? OYES ONO.

o If yes to either item (or both), the data will need to be removed from the incorrect
summary sheet and reentered into the comect summary sheet.

» Do data appear in any greyed-out cells] [INO. If yes, please note the following:
o Cells that are not applicable grey out amer selecting a “Program Type” (Column C)

Page 2 of 4
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Completing a County Summary Sheet

Instruction Visuals/Comments
23.Email the s STSJP York Data Sheet - Message (HTML)
com pleted Message Insert Options Format Text Review Adobe PDF Q Tell me what you want to do...
County "'D o Calibri (Boc - [11 = A &7 2 -2 - A Eﬂ .:,,&@ @J (] Q I:‘ :oll:vlvup' D
Cop . High Importance )
Sum mary PE.StE vFor‘n;wat Painter Ty ¥- L4-E== == Ag:::s I\E:::; ,?:tﬁicvh ﬁ:::lj Signfture + Lof\rlm:or‘tance Tgr:l:lv:tes
Sh eet to the Clipboard r} Basic Text [F] Mames Include Tags | My Templates
OCFS STS\]P ) Tou. ocfs.sm.stejp@ocfs.ny.gov
mailbox: =
. Send
ocfs.sm.stsjp Subject [STSIP York Data sheet
@chs.ny.g ov. stacnea | | STSIP-Vork 10201810 3-2010dex _
26 KB
In the Subject
field of the
email, type
STSJP
<County
Name> Data
Sheet.
Section Summary In this section, you learned the steps a county takes to complete a
Review County Summary Sheet.
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Utilizing STSJP Data to Ask Questions

Utilizing STSJP Data to Ask Questions

Concepts In this section, you will explore how providers and municipalities can use
STSJP data to ask questions about their STSJP programs.

Concepts: Utilize  Providers may find it useful to review their completed Provider Rosters,

Your Provider particularly the FOR COUNTY REFERENCE section, which automatically
Rosters to Ask aggregates the youth-level data they entered. Below are some questions
Questions providers may want to ask when reviewing their data.
[RRR RFORCOUNTVREFERENCERSINN ; s...cq Population
N Data) Who are we
Served Population Data A .
Total # Youth Served 1 serving in our
#Male 1 program?
#Female o
e ra— 5 Q2. (Sex_/Gendgr) Are
Age at Enrollment oo our services tailored to
Average : meet the needs of
#13 and under o yOUth of different
il g sexes?
#15 [V
#16 0 Q3. (Average LOS) Are
:i;andulder 3 i;?(;";l:asﬁt]aylng In our
:::m:mi: i shorter/longer than
#Unknown o expected?
#Black/African American 1] Q4 (OutcomeS) Why
FWhite ° might these outcomes
# Asian/Pacific lslander 4] be OCCU”ing?
#Mative American, o )
Alaskan
#0ther 0
#Unknown |
Total # Youth Released
#Failed to Appear in o
Court
#Consistently complied
with program rules and [}
standards
#Attended at least 905
of all required program [}
activities
Average LOS #HOIV/O!
Outcome Data
#Arrest/Probation Intake| 4]
#Warrant lssued
# Detention,Jail .
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Utilizing STSJP Data to Ask Questions

Concepts: Utilize
Your County

Summary Sheets
to Ask Questions

Concepts: Utilize

The county can use its County Summary Sheets to help them complete
their annual STSJP County Plans. They can compare their funded slots
with how many youth they served and how many youth were released to
see if they need to revise their allocation of funds for the coming year.

Q5. (Funded Slots/Total Youth Served/Released) How can we better
allocate funds on next year’s STSJP County Plan?

Reporting Period[10/01/2018 to 03/31/2019 |

County Name
Contact Person

Provider Information

Provider Name

. . Funded
(:‘r:n‘::::tSSZr;;:’e Program Tybe Program Slots/ Total # Youth
) SP g yp Budget | Budgeted Served

position/program

funded) Capacity

The capture below shows part of the Monitoring Report municipalities will

the STSJP receive from OCFS at the end of each reporting period, including the
Monitoring demographics of youth who were served at least one day during the
Report to Ask reporting period. Just as providers are able to ask questions about who
Questions they were serving in their programs, this question can also be asked at
the county level. This table can also be helpful in identifying where
services along the continuum are being utilized, and where additional
services might need to be added.
Q6. Who are we serving in our county?
Q7. Where along the continuum are we providing services?
Table 1. Characteristics of Youth Served by Program Type
Program Type
Fictitious otal
County Prevention Inte:::'“on JO/ID ATD PINS ATD ATP :;:'r'::i Served
# % # % # % # % # % # % # %
Total Served a0 0% 3 4% 57 T9% 4 6% 8 11% 0 0% 72 100%
[Sex Male a 0% 2 67% 22 39% 2 50% 6 75% 0 0% 32 A4%
Female ] 0% 1 33% 35 61% 2 50% 2 25% 0 0% 40 56%
Unknown 1] 0% 0 0% 0 0% 0 0% 0 0% 0 0% 4] 0%
Ethnicity Hispanic 0 0% 2 | % | 6 11% 2 50% 4 50% 0 0% 14 | 19%
Non-Hispanic a0 0% 1 33% 51 B9% 2 50% 3 I8% 0 0% 57 79%
Unknown 1] 0% 4] 0% 1] 0% 1] 0% 1 13% 0 0% 1 1%
Race Black (1] 0% 2 67% 42 745 2 50% 4 50% 0 0% 50 69%
White a 0% 0 0% 9 16% 1 25% 4 50% 0 0% 14 19%
Asian/P| a 0% 0 0% a 0% i) 0% 0 0% 1] 0% a 0%
Mative American/Alaskan 1] 0% [i] 0% 0 0% [i] 0% 0 0% 0 0% ] 0%
Other 1] 0% 1] 0% 3 5% 1] 0% 1] 0% 1] 0% 3 4%
Unknown 0 0% 1 33% 3 5% 1 25% 0 0% 0 0% 5 7%
Average Age at Program Start 0.0 . 16.0 - 14.6 - 14.4 . 153 . 0.0 . 14.7 -
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Utilizing STSJP Data to Ask Questions

Concepts: Utilize

the STSJP
Monitoring
Report to Ask

Questions (cont.)

Section Summary

Review

Look at the unknown columns in the report below to see how much
information is missing. You can use this to improve the quality of the data
you are collecting. The Yes responses will show municipalities how many
youth experienced each outcome during their time being served in the
community. With the exception of Successful Adjustments (a positive
outcome), if Yes percentages remain high from reporting period to
reporting period, this may be an area that needs focused attention to
figure out why this is occurring and what corrective actions can be taken.
Higher No percentages for all unfavorable outcomes suggest that things
are going well.

Q8. What was the average length of stay for youth in our county
across the service continuum?

Q9. Are youth staying shorter/longer than expected?

Table 2. Average Length of Stay for Youth Released by Program Type

Program Type

Fictitious prevention | 5™ | 1o/ipaTD | PiNs ATD ATP Reentry/ | Released
County Intervention Aftercare
%° # % # % # % # % # % # %
Total Rel d 0 0% 2 67% 27 47% 2 50% 5 63% 0 0% 36 50%
lAverage Length of Stay (days) 0.0 - 90.0 - 126.2 - 63.0 - 31.4 - 0.0 125.0

Q10. Are there any outcomes with a large % of unknowns?

Q11. Look at the Yes columns. Which percentages are particularly
high? What could be done to see improvements in these numbers in
the future?

Fictitiows 10D ATD PINS ATD |
County Yies Mo Uniknawn Tatal Yt L] Unknown Total

Frogram Involvemant
Cansistently complied with
program rules ard standards
Alterded at beast 909% of all
riquired program activites
Outcomis

19 | 70% | B |30 | O | D | 27 |100%| O 0% | 2 100%| O | O | 2 [100%
17 | 63% | 10 |37 | O | O | 27 |100%| O | 0% | 2 100%| O | OW | 2 [100%

FINS Referral

Truancy

Schoal Suspension
Successful Adjustment

Fallure to Appear n Court 4 iI%% | 13 |48% | 10 |37T% ) 27 |100%| O o 2 100%| O % 2 L0
Warrant bsued | 5 19% | 12 |44% | 10 | 3™ ) 27 |100%| O o 2 |100%| O 0% 2 |100%
Arrest/Probation Intake | 12 | 44% 5 19% | 10 | 3™ | 27 (100%| O 0% 2 |100%| O % 2 |100%
Detention lail Admission | 2 T 15 | 56% 10 [37% | 37 (100w O 0% 2 [100%| O o 2 | 1003

Wisilation of Probation Filed
Idiray [P LisZ sl
Rétiaim b PLE aresil

In this section, you learned how providers and municipalities can use
STSJP data to ask questions about their STSJP programs.
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Getting Help with Recording STSJP Data

Getting Help with Recording STSJP Data

Concepts The following people can assist you with recording STSJP data. You can
either call or email them at ocfs.sm.stsjp@ocfs.ny.gov.

STSJP Data Analysis

e Ashleigh Hodge — OCFS Research Scientist 2
(518) 473-4515

STSJP Unit

e John Johnson — Director
(518) 486-4665

e Nadine Kayajian — Program Manager
(518) 474-6603

e Geneva Hilliard — Program Support
(518) 486-1819

Note: If you choose to send an email, type Question in the Subject field
of the email.

Section Summary In this section, you learned how to get help with recording STSJP data.
Review
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Conclusion

Conclusion

Conclusion The topics in this manual explained how to record STSJP data in Excel
and share this information among STSJP providers, the municipalities,
and OCFS.

By reviewing/completing the sections in this manual, the following
learning objectives have been met:
¢ |dentify the purpose of the STSJP database

e Describe how municipalities and providers use the STSJP
database to collect and record STSJP data

e Save and complete a Provider Roster in Excel

e Save and complete a County Summary Sheet in Excel
e Learn how to utilize STSJP to ask questions

e |dentify how to get help with recording STSJP data

Resources This manual was developed with the aid of the STSJP Excel files as well
as consultation with OCFS Office of Community Partnerships (OCP) and
Bureau of Research, Evaluation, and Performance Analytics (BREPA)
staff.
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