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HOW TO APPLY FOR KEYSTONE STARS DESIGNATIONS

Note: To apply for the Keystone STARS Designation, you will need to have a registered organization
within the PD Registry. To find a tip sheet on how to claim an unregistered organization, visit the
Pennsylvania Key website.

1. Go to www.papdregistry.org.

2. Click Login on the top right corner.

-

3. Enter your email address and password, then click Login.

4. Asthe Director\Owner, click on the name of your organization from the top right-hand corner
drop-down menu.

@ Alec Tester =

5. Within your organization’s profile, select Keystone STARS/Grants tab and click Quality
Dashboard underneath.

_ a———
Status | Org Details | Program Info | Classrooms [GEGHEIEESIEERIGE Employees | Coaching | Reports | Document Vault

A\ The quality tab has moved

Your Quality Dashboard can be accessed from the menu on the left side of your screen. Or just click the button
below!

Quality Dashboard
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Note: You may also access the Quality Dashboard from the left-hand menu by selecting Quality

Overview shown below.
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*  Quality Overview

6. Click Applications.

STAR 4
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Case History

7. Click on Apply on the section noted as Keystone STARS.
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8. Click on Review for each section marked as review and confirm that information is correct.

* Designation Application

Genaral Information

ers] organization informatio

Licensing & Affiliations

OrgaNIZaTion ICensing, SMIBGONS, 8nd aDpiCaB KANCINCatN HnBHE

Accreditation

OrgANiZaTion SCCredications and BpRlicate expinTions

Capacity & Enralimant

acity Bnd rumiber of children enrolied.

Classrooms

Classroam hours, bead teachers and

Pathways and 5TARS

Additional Site Questions

wing GUEston regarding this site

Activities and Initiatives

TS B SEIBTIVES i which THS Qrpanization is invohwed

Program Yearly Changes

Program changes since the last apalication or renews

@ incomplete

[Peden ]

0 [

9. Click the Review button for on Pathways and STARS.

Pathways and STARS

Pathway and STAR rating infarmation.

O incomplete

10. Click the appropriate selection whey applying for a STARS designation and the requested Star

Level that your organization is seeking to obtain.

Keystone STARS Application

Pathways and STARS

Why are you applying for a STARS Designation?

To Move In: My program has not had a STARS Designation within the last 30 calendar days
To Move Up: My program is seeking a STARS Designation higher than cur current designation
To Maintain: My Program is seeking a new STARS Designation equal to our current designation

To Mave Down: My program is sesking a STARS Designation lower than our current designation.

Requested STAR Level:
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11. Once the required selections are made, select Save & Confirm at the bottom of the screen.

Save & Confirm

12. Click the Review Button for on Additional Site Questions.

Additional Site Questions O incomplete Review

Answer the following guestions regarding this site.

13. Answer all questions regarding the site, when finished click Save & Confirm at the bottom of the
screen.

Save & Confirm

14. Click the Review button for Activities and Initiatives.

Activities and Initiatives 0 incomplete

Activities and initiatives in which this organization is involved.

15. Check all applicable options regarding the activities and initiatives at the site, when finished click
Save & Confirm at the bottom of the screen.

Keystone STARS Application

Activities and Initiatives

This site is involved in the following activities and initiatives: (check all that apply)

Nutrition and Physical Activity Seif-Assessment for Child Care [NAP SACC)

B child Adult Care Food Program (CACFP) Participant
Multi-Site {Chain or Franchise]

Mind in the Msking
Use of Positive Behavior Interventions and Support (PEIS)
Teacher Education and Compensation Helps [TEACH) and Tuition Assistance Program (TAP)
Use of After School Quality (ASQ)

B keystone Kids Go
PA Eco Healthy Child Care

Nene at this time

Save & Confirm
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16. Click the Review button for Program Yearly Changes.

Program Yearly Changes @ incomplete Review

Program changes since the last application or renewal.

17. Answer all questions regarding any changes withing the past year, when finished click Save &
Confirm at the bottom of the screen.

Save & Confirm

18. Once all application review options have been completed, they will be denoted as confirmed on
the screen and the application will be ready for submission.
To Submit the Application, click on the Submit Application button at the bottom of the screen.

% Designation Application [ cios: |

All portions of the application must be reviewed and confirmed in order to submit.

General Information ™ confirmed

General organization information such as contact information.

Licensing & Affiliations W confirmed
Organizstion licensing, s iistions, and spplicatle identificstion numbers.
Accreditation W confirmed

Capacity & Enrollment ™ confirmed

Organization capacity and number of children enrolled.

Classrooms  confirmed

Classroom haours, lesd teachers and other classroom related information.

Pathways and STARS ¥ confirmed

Psthway and STAR rating information

Additional Site Questions + confirmed

Answer the follawing questions regarding this site.

Activities and Initiatives ™ confirmed

Activities and initiatives in which this organization is invehed.

Program Yearly Changes ' confirmed

_ P———

Program changes since the |last application or renewal,
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19. Once you have reviewed the terms and conditions, select | Agree and click Continue.

¥ Terms and Conditions
* Des 1gn atiQ atestation for All Keystone STARS Providers:
All portions of the apg|
General Inform:
Genersl arganizatio
Licensing & Al
Crganization licensil

sy be suspanded or removed if DHS init
Compliance. {for programe with DH

Accreditation

Crganization accred
1 agres to the attestation for All Keystone STARS Providers

Capacity & Enro)
Orgarization capaci

20. Be sure you are ready to submit the application and click Yes.

Submit Application?

Once submitted, the application will no longer be available.

-1 - |

21. You will receive a confirmation that your application has been successfully submitted, click OK.

Application Submitted

Your Keystone STARS application has been successfully
submitted.

You will be notified onc: application has been r:

OK

22. The application for Keystone STARS how now been submitted at this point, you are now ready
to complete the Quality Indicators for this application.



