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Competency Management Nw School Solutions

ClassMate for adult education allows users to track and assess skill based competencies by course. Users
can globally select the method by which skills are tracked and/or assessed. These include tracking using a
checkbox with no associated assessment, grading using a rubric or grading using a numeric point scale.
Schools that also have the ClassMate secondary application can copy existing duties and tasks/skills in the
secondary database and pull them into the adult education application as a whole or as selected.

What we’ll Learn..... Module & Report Assignments
Pre-Requisites Modules
-Customization Management -Curriculum Management
-Instructional Course Offerings -Instructional Course Offerings

-System Administrator
Reports

-Student Competency Task List

-Student Grade Report

-Curriculum List

Curriculum Management
-Program Management
-Manual Entry
-Copying from Secondary
-Inserting Curriculum
-Editing:
Deleting Non-Graded Items

Student Grading
-Task Completion by Class
-Task Completion by Student
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Prior to using the competency tracking/grading functionality users must establish a
global method for use. This selection impacts all courses utilizing the functionality

T N T T

Getting Started

Q Classmate Report Retrieval

Double click > Modules > Double Click @ Classmate User Management

s . o &] Customization Management]
System Administrator > Click Customization Management > & Data Expor Wizard

i - @ Dynamic Reporting Menus
Grading Tab @ Email Notification Setup

# ID Control
@ Integration Exports

Select the Grading Competency Grading Option

Select the radio button to global enable the type of grading.

Options Include:

Checkbox Tracking: Identifies that the
student has completed
the skill

Numeric Grade Tracking: 0-100 Point Range

Rubric Grade Tracking: Rubric ranges vary, one
must be selected
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Pre-Requisites

Prior to using the competency tracking/grading functionality users must identify the
courses that will be using the competency tracking functionality

1 Modules
= Attendance

+- = Base Data Managemem
7 Calenda

Getting Started

Double click > Modules > Double Click

Curriculum Management > Click Instructional Course Offerings
> Course Tab > Basic Information

B
B
B
B

@ Competency Management
# Industry Credentials Management

At the course level select the TRUE radio in the Duties box. Edinstructional Course Offerings|
A & Instructor Unit Curriculum Mgmt
Save the selection '

THs couts s beatdesind 1 v ot eklevel st sl 1 s Heathg, Velation, A Condionin, and Refitalon Industy. Topcs nchuds dagnoslc d epsi plocsds,
installation methadologies, control mechanisms, testing and toubleshooting, etc. Completers will be able to work with  variety of zoning, diect digitsl iable: driv

tain Location, Campus: Harris Adult Ed Center

eering Design
Certificate
Intermediate

[ » 2
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Prior to using the competency tracking/grading functionality users must establish a
global method for use. This selection impacts all courses utilizing the functionality.

Getting Started
Double click > Modules > Double Click -1 Modules
Curriculum Management > Click Competency Management ¢ T fendance

+-[F) Base Data Management

B
£
E

redential Management

Manually Entering Competencies e
B Corpetency Managemen]

For stand alone ClassMate for Adult Education users @ Industry Credentials Management

. - Instructional Course Offerings
competencies must be manually added to the system. Users @ Instructor Unit Curriculum Mart
first create a duty folder then add skills/tasks/competencies & Program Management

£ Unit Category Weighting

associated with each duty folder.

% Fle Edt Wiew

=o@)ele

-1 Nurse Assistant Pre-Cetification/fHome Health Aide/Ac
-0 Patient Navigator
] Pay Pal Test Course (5) Basic Procedures|
[ Pharmacy Math Conversion & Calculations
Pharmacy Teminalogy & Abbreviations
--C1Video Preduction & Digital Media

Pharmacy Teminclogy Abbreviations Tasks

Task RE_[Status Est-ﬁiﬁi
=-4 Pharmacy Teminology & Abbrevialions@ 2 = =

10 Intreduction To Safety
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Courses must be flagged as using Duties in Instructional Course Offerings prior to using the functionality

Select the Course
Enter the Competency ID number. Must Be UNIQUE to the course

Enter the Sequence number. This number determine the order users will see the folder
Enter the Description (Name of the Folder)

Flag the Folder as False if it NOT a required element for the course
Save the newly created folder. You will see the folder display under the course on the left side of the screen

00000

74 File Edb Miew

2l@)s]s

[0 Nurse Assistant Pre-Certification/Home Health Aide/Act 000020
, . . L

- Patient Navigator

(1 Pay Pal Test Course i

- Pharmacy Math Conversion & Calculations
(D Pharmacy Teminology & Abbreviations

“-[Video Production & Digital Media

Pharmacy Teminology Abbreviations Tasks

=4 Pharmacy Teminology & Abbreviations 2 = =

10 Introduction To Safety

Helpful Hint: By default the Competency Management module will
default to only Active courses. Users can change the radio button to
see “Inactive Duties”

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.




Competency Management 72 Y, HARRIS
(=g

After the duty folders have been created the competencies/skills/tasks can be created in the folders

Competency Management Module: Creating New Competencies 3w School Solutions

Select the Course
Select the Duty Folder

Enter the Sequence ID number. This number determine the order users will see the task within the folder
Enter the Task ID number. Must Be UNIQUE to the course
Enter the Task Description (Name of the task)

Flag the Task as False if it NOT a required element for the course. All newly crated tasks default to True

0 PIEEEEC

The following fields default to selections that make sense for newly created items and normally do not
need to be adjusted however certain fields can be edited if needed
Defaults to T=True. Flag the Status as Inactive if the task is not going to be used for the course
Defaults to 0. Enter the Estimate Hours the task will take to learn.
Informational only defaults to date created. Mod Date cannot be edited
Mod User will identify the user that created the competency. Cannot be edited from this field
Competency ID will identify the Duty folder the task resides. Cannot be edited from this field
Loc ID determines the location of the selected course. Cannot be edited from this field

Users can save the competencies as they are created by simply clicking in another field on the grid

Helpful Hint: By default the Competency Management module will
default to only Active courses. Users can change the radio button to
see “Inactive Duties”
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After the duty folders have been created the competencies/skills/tasks can be created in the folders

T Fle Edt Wiew

EIEIEIR)

-1 Nurse Assistant Pre-Cerlification/Home Health Aide/Act
[0 Patient Navigator
[0 Pay Pal Test Course
01 Pharmacy Math Conversion & Calculations
Q Pharmacy Teminology & Abbreviations
(1Video Production & Digital Media

@roduction afety Tasks 0
Task |Task TQS R Est. Hours
=1 Pharmacy Teminology & Abbreviations » & 001005 Hand Washing T JA z 00/18/2018 classmate  |000010 0000C
X010 Iniroduction To Safety 10 001010 Properly Cleaning Tools [T A = 00/18/2018 |classmate (000010 0000¢
20 Procedures and Best Practices 15 001015 Enter Description Here [T A z 00/18/2018 classmate 000010 0000C
" B B

Add competencies to all duty folders until the entire curriculum has been entered. Upon data entry
completion, the curriculum must be inserted using the System Administrator > Master Control module.
(See Slide X) This is a mandatory step. Users will NOT see students unless this step is performed.

Professional Services: Users that do not wish to manually enter the curriculum can request import services.
Please contact the helpdesk for a quote

Helpful Hint: By default the Competency Management module will
default to only Active courses. Users can change the radio button to
see “Inactive Duties”
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Curriculum
ClassMate adult education users that also have the ClassMate " LI Nurse Assistant Pre-Cerification/Home Health Aide/Act
secondar licati i | isti t : El Patient Navigator
y application can simply copy existing competencies T Pay Pal Test Course
from the secondary application by course. Users can choose to Qﬁgz::zg:‘::ﬁg;;fm & Caloulalions
copy the entire course curriculum or select specific Duty folder or 1 Video Production & Digital Media

even a single Task.
After the curriculum has been pulled into the Adult Education
application users can edit, add, etc. as needed.

m Select the destination Course =4 Pharmacy Teminology & Abbreviations
10 Introduction To Safety
Select the Copy From ClassMate button - 20Procedures and Best Practices

m Select the Program/Course you would like to select

curriculum from

E Select the GREEN check mark icon located along the top of
the screen. e
A message will display asking if you would like '
to copy all duties and Tasks? If you would like to
copy the course curriculum in its entirety, select
Yes. If you would like to select portion of the
curriculum, select No

Program/Course |

B Animal Care / Animal Care

() E Animal Care | Animal Care Skills
OaAnimation & Digital Media Design / Animation & Digital Media Skills

OAnimation & Digital Media Design / Animation and Digital Media Design

O Audio Production / Audio Production

O Aute Body/Collision & Repair Technology/Technician / Auto Collision Technician
O Automobile/Automotive Mechanics Technology/Technician f Auto Skills

O AutomaobilefAutomotive Mechanics Technology/Technician | Automaotive Tech...
OAviation Operations / Aviation Operations

OBarbering Technician / Barbering Technician
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Competency Management Module:
Copying Existing Curriculum

The steps below are intended for users wishing
to copy the ENTIRE program/course curriculum

Select Yes when the display message appears

A message will display that the competencies
have been copied. Users can then access the
competencies in the Competency Management
Module

The steps below are for users wishing to only
copy select folders or competencies

Select No when the display message appears.
The curriculum will then display in its entirety

To copy an ENTIRE Duty Folder (this will include
all competencies listed beneath):

E Select the box to the left of the folder.
Note: all the competencies within the
folder are checked

=\
7% HARRIS

ClassMate Adulted E2

Copy all Duties/Tasks?

ClassMate AdultEd B3

Competencies Copied

ClassMate AdultEd [ ]

Copy all Duties Tasks?

When you select the duty folder
all competencies within the
folder are selected

00300 - KENNEL ASSISTANT SKILLS
-z 000301 - Applies praper methods for lifing dogs and cats
-~ 000302 - Prepares proper muzzling technigques for dogs and cats
- @ Q00303 - Selects proper restraint techniques for dogs and cats

- 000304 - Assesses animal behavior and chooses the proper techniques needed
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Copying Existing Curriculum

To copy SELECT items from within a duty folder BN
(only the checked items will be copied to the
destination course):

lmAnimal Care / Animal Care
o ) H 5000100 - SAFETY AND SANITA
(8) Select the individual items you want to - Q000200 ANIMAL BEHAVIOR
. 000300 - KENMNEL ASS|SF
copy. Note: the duty folder will also be ‘ 000400 GROOM

checked

Select individual
competencies.

|:|000403 Performs proper nail clipping protocol
O @00404 - Applies proper procedures for bathing dogs

O PO040%5 - Proficient in entry level grooming skills

= g Q00s00 - SMALL ANIMAL HANDLING

@PO0E01 - Perorms proper handling techniques of hamsters/gerbils

O U002 - Performs proper restraint techniques of hamsters/gerbils

@ PO0E03 - Proficient in sex determination techniques of hamsters/gerbils
O RUO0E04 - Performs proper handling techniques of ferrets

O PO0E0E - Performs proper restraint techniques of ferrets

Using either of copy options listed above (entire
duty folder or individual competencies) users
must then perform the copy function

Select the folder icon located
along the top of the screen

lm Animal Care / Animal Care
[+~ 000100 - SAFETY AND SANITATION
000200 - ANIMAL BEHAVIOR
@ @ Q00300 - KENNEL ASSISTANT SKILLS
-~z 000301 - Applies proper methods for lifting dogs and cats

@ 000302 - Prepares proper muzzling technigues for dogs and cats
-7 000303 - Selects proper restraint technigues for dogs and cats
-z 000304 - Assesses animal behavior and chooses the proper techniques needed
000400 - GROOMING
-~ 000401 - Identifies grooming equipment and their applied use
() = 000402 - Performs proper ear cleaning protocol

0000403 - Parforms propsr nail clipping protecel
~~000404 - Applies proper procedures for bathing dogs

0 000405 - Proficient in entry level grooming skills
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ID Selection
After selecting the folder icon to copy the competencies, a box will display with options for duty and

Task ID numbers and Increments. The entry fields allow users to select the Start ID number for the duty folders
and the tasks/ competencies. These ID numbers must be unique with the course and cannot be replicated.
The Increment fields allow users to determine the increments in which the ID numbers should be created.

Example: As a user | would like to begin the duty ID’s with the number 5 (See 1) and then have the system
create them in increments of 5 (See 2). Same for Task ID’s. (See 3 & 4). Select continue after field entry to

continue
M| 4 KENNEL ASSISTANT SKILLS Tasks
Seq(Task |[Task RE |Status
» 5 000005 Applies proper methods T. =la = 00192018 [classmate  |000005 |0000C
10 |000010 Prepares proper T DA hd 00192018 [classmate  |000005 |0000C
15 |000015 |Selects proper restraint  |[T. ZIA hd 0 0f19/2018 |classmate  |000005 |0000C
20 000020 Assesses animal T A hd 0||0/1972018 |classmate  |000005 |0000C
. = =

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.



Competency Management Y, HARRIS

Inserting Curriculum: I‘\\. School Solutions

After duty folder and competencies are created, users must then insert the curriculum. This is a mandatory
step in the process. If this step is missed, users will see the folders and competencies but will NOT see
Students and any type of tracking or assessment will not be possible

@ Sisiem Administration >
----- # Classmate Report Retrieval
. # Classmate User Management
Gettl ng Sta rtEd ----- & Customization Management
Double click > Modules > Double Click | 2 Do Reporing Menus
H H # Email Notification Setup
System Administrator > Click Competency Management | 21D control
# Integration Exports
g Select the Misc. Tab |~ 8 i atesoge Meanegenen
—_ fmeort ALL DIHITV/TACK CLIRDRICILILLIRNA L & Merge Duplicate Students
Select True for 1. Insert Tasks = To insert ALL DUTY/TASK CURRICULUM | 5 o e ergmments
E.] Select the Save icon located along the top of the screen
= Qe
e

Curriculum will then be available for use. See the Instructor modules:
Instructor Task by Class
Instructor Task by student
See the Administrator Modules:
Task by Class
Task by Student
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After competencies have been entered (either manually or through the copy function) users can delete
ungraded unwanted items. Ungraded items can also be edited or adjusted as needed.

Getting Started

Double click > Modules > Double Click
System Administrator >

Click Competency Management

i1 Modules
Aftendance
=-F Base Data Management

=RE] Curriculum Management
& Assessment/Credential Management
@ Industry Credentials Management
# Instructional Course Offerings
@ Instructor Unit Curriculum Mgmt
& Program Management
& Unit Category Weighting

Deleting an ungraded competency ==
EREIEE

Select the Course

=-# Good Morning Petlin

Se | ect Duty FOIder @ Administration of Medications and Pharmacology of the
-1 Administrative Aspects of the Pharmacy Tecnician & Pt
-1 Aspscts of Hospital Pharmacy and Pharmacology of the

Se | ect t h e Co m pete n cy/Ta S k D Aspects of Retail Pharmacy and Phamacology of the Ne

.- Basic Math Skills

GHEe &

Right click the Competency
/Task and select Delete

KENNEL ASSISTANT SKILLS Tasks

Task RE [Status
Applies proper methods [T

Administration of Medications and Pharmacology of the Endocrine/L .5 10005
@5 KENNEL ASSISTANT SKILLS: 0) < 010 Prepares proper
15

T =
10 GROOMING 000015 Selects proper restraint |[T. =
T =

| | Seq |Task

B B

20 /000020 |Assesses animal

[KAMEAN RIENNEN

*
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Competency Reporting

Helpful Reports:

o Curriculum List

o Student Competency Task List
o Grade Report

o Grades by Student Report

Curriculum List

Printed on: 10/19/2018 Page 1 of 12
Administration of Medications and Pharmacoclogy of the Endocrine/Lymphat
000005 KENNEL ASSISTANT SKILLS
000005 Applies proper methods for lifting dogs and cats
000010 Prepares proper muzzling techniques for dogs and cats
000015 Selects proper restraint techniques for dogs and cats
000020 Assesses animal behavior and chooses the proper techniques needed

000010 GROOMING
000005 Performs proper ear cleaning protocol

Aspects of Hospital Pharmacy and Pharmacology of the Unrinary and Repol
000100 SAFETY AND SANITATION
000101 Demonstrates proper hand washing procedures
000102 Demonstrates proper sweeping protocols
000103 Demonstrates proper mopping protocols
000105 Demonstrates and evaluates proper safety and sanitation procedures
000106 Calculates dilution for disinfection
000107 Identifies safety issues when working with animals

000200 KENNEL ASSISTANT
000204 Properly places and removes dogs/cats from cages/runs
000206 Demonstrates proper sanitation of dirty cages
000207 Demonstrates proper sanitation of litter pans
000208 Performs disinfection of dog runs
000209 Performs disinfection of food and water bowls
000211 Operates washer and dryer
000212 Assesses animal behavior and demonstrates kennel maintenance skills
000213 Sets up and maintains cat cages

000300 BATHER/FLUFFER
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