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Key Terms

What is the Workscope?

Workscope: an entity on DYCD Connect used to store data specific to a DYCD program that
takes place throughout a program period

Switchboard: a navigation panel that enables you to navigate between sections of an
entity that contains various types of data

How do you Bring Your Workscope to Compliance?

Validation: the minimum requirements that must be met to submit a workscope
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Purpose of this Guide

This guide is designed to assist Office of Neighborhood Safety programs in submitting their
workscopes on DYCD Connect.

What is the Workscope?

The workscope stores your program’s plan to achieve programmatic success for a specific period
of time. Itincludes detailed information regarding programmatic goals and staffing at your
program, as well as information used for public advertisement. This data must be added to the
workscope during the workscope development phase of the program year to bring it to
compliance before you can submit it for review to DYCD.

Workscope Stages

The workscope transitions through multiple stages before it is “Approved.” Initially, your
organization will receive the workscope in the “Released” stage. During this stage, your program
must complete data entry in several workscope sections, and then submit the workscope to DYCD
for review. DYCD will send an email to the key points of contact for your program when the
workscope is released for your program to complete.

Approved:

DYCD reviewed
and approved the

Rejected:
DYCD reviewed

Draft:

The workscope has

Submitted:
Workscope has

Released:

The workscope

and is still with released to your to DYCD for required by your schedule require

DYCD CBO to complete review

CBO an unlock

request.

After submission, DYCD will review the workscope and change the status to “Rejected” or
“Approved.” The workscope should be approved before on-site programming begins for the
program year.

Department of
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Navigating to Your Workscope

You may log into the DYCD Connect PTS System by using your DYCD Connect account on the DYCD
Connect Homepage.

NYC  Department of Youth and Community Development 311 | Search all NYC.gov websites

Vo s communny | CONNECT
Development

il CBAdvance % PTS/EMS DYCD Financials

Upon logging into PTS, the first screen you should see is the ‘DYCD Announcements’ page. This
dashboard provides important news and reminders from DYCD.

B7SAVEAS E% NEW e SETAS DEFAULT  se+

DYCD Announcements v

m Welcome to DYCD Announcements, your new dashboard for staying up-to-date
on DYCD news and reminders! To change your dashboard, click the + next to the
Announcements  yCD Announcements dashbaard heading and select your desired dashboard.

|\

Need help? Contoct the ‘onnect Help Center by clicking 'flr'? int ther tap right corner af pour screen.

You may access your released workscope by DYC D Ar“] nouncements ~
navigating to the “ONS PTS Dashboard” in

PTS/EMS. 1

mm Advance and Earn Dashboard

1. Click on the arrow next to the title of the mm CBO Dashboard

dashboard at the top-left of the page. mm  CBO PTS Dashboard

== DYCD Announcements

System Dashboards

L L] . . .
2. Click on “ONS PTS Dashboard” from the mm Literacy and Immigrant Services Dashboard

drop-down options. == Meal Program Workscopes Dashboard

mm ONS PTS Dashboard

== Payroll Dashbeoard

Department of
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3. Select your program type and the current Financial (Fiscal) Year.
4. The WORKSCOPES table will display a chart of assigned workscopes and their current Stage.
Click on the column above a workscope Stage to see all associated workscopes.

ONS PTS Dashboard ~

CMS Cure Violence v Far Financial Year (2025) = "

|y
|

the fiscal year of the program

£ =N
NORKSCOPES - CMS CURE VIOLENCE - 200 Select your program type and ]G-I::;
\ using the drop-down menus |

- -
J" Click on the column above a |

workscope stage to see all
assigned workscopes

5. In the overlay, select a workscope to navigate to your program’s Basic Information page.

WORKSCOPES - CMS CURE VIOLENCE - 2025 1 WORKSCOPE

Draft
# \Workscope Status Program Site Provider
Ready to Release 91041-CMS Cure Violence—&z;,"2024-6z‘30,/2025 Released ONS Test Site FY25  CBO1
Released 1

Submitted

Pending Approval

Note: If your workscope does not appear in the list, contact a Provider Admin at your CBO
for assistance. Additional information is available in the User Access Guide.
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The Workscope Switchboard

Upon opening the workscope, you will see a navigation panel

on the left side of your screen. This is called the workscope
Submit For Review switchboard. It will help you navigate through the various

" GENERAL Check valdstion sections of the workscope.

/K Buttons \

WORKSCOPE :
Released

) PUBLIC PROFI|  Copy URL

Key butions

% SERVICE DELIVERY MODS £ . _ _

« | Opens a list with actions that you can

L]
B SCHEDULING N ®  take on the workscope.
&  PARTICIPATION v

Toggles additional sub-sections of

@ STAFFING v

the workscope

\_ J

How do you Bring Your Workscope to Compliance?

When the workscope is released, providers must complete

data entry to bring it up to compliance. The compliance e . . :
standards can be seen by clicking on the “Three Dots Icon” at ) Submit For Review

; . L ) GENERAL Check Validati
the top right on the workscope switchboard and then clicking ksl
“Check Validation”. This will prompt the system to scan the © PUBLIC PROFIl  copy URL

workscope and provide a Validation Summary if any
validations have not been met.

O Validation Summary

1. All Pragrarn Design questions rmust be answered

. Public Info field is required: At lesst one entry in Languages Supported
. Fublic Info field is required: Public Program Description

. Fublic Info field is required: Public Contact Ernail

. Fublic Info field is required: Contact Phone Number

. Fublic Info field is required: Main Point of Contact for Program

o = TR . B Sy I Ry LK)

. Maore Staff rernbers or different staff types are required for following staff titles:

Office of Neighborhood Safety programs must complete data entry in the Program Design, Public
Profile and Staffing sections of the workscope to bring it to compliance and then submit it for
review. Additionally, one Partnership must be added for Cure Violence programs only.

Department of
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Completing the General Section

In the General section of your workscope, you must complete the WORKSCOPE :
following sub-sections: Released
(O GENERAL .

1) Program Design
2) Partnerships (Cure Violence Only)

Program Compliance

Other sub-sections, such as Basic Information and Program Program Design
Compliance, provide additional information about your workscope. Partnerships
The Workscope History section holds Workscope Rejection Notes if Workscope History

your workscope is rejected after submission. Team Members

Program Design

The Program Design section contains questions regarding your programs’ services and strategies
for success. Click on each field to type a response and then click “SAVE” at the top right of the
page to save your answers.

© Program Design Questions {EAVE

91041-CMS Cure Violence-7/1,/2024-6/30/2025

ORGANIZATIONAL STRUCTURE AND POSITION

1. Provide an overview of your organization’s
history and position within the intended service
areas. How is the organization positioned to
provide services and meet the contracted goals
of the CMS Cure Violence Initiative?

Please enter your answer here.

Partnerships (Hospital Responders Only)

The partnerships section of the workscope allows you to list the various types of partners that
your organization collaborates with the provide programming. Partners may be from within or
outside of the DYCD network.

Department of
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Adding a New Partnership from Outside of DYCD Network

Step 1: From General, click on Partnerships and then click “+NEW” at the top right of the table.

WORKSCOPE H 91133-CMS Hospital Responder-7/1/2024-6/30/2025 Fiscal Year R e 7/1/2024 - 6/30/2025
Approved
[ GENERAL B Partnerships + NEW@Q
91133-CMS Hospital Responder-7/1/2024-6/30/202
Basic Information
Program Compliance Partner Name Type of Service Partner Type Partnership
Program Design CBO1 - Academy for Language and Technology Academic/Advocacy Enric... Within DYCD... Open
Partnerships . ; ;
o oo
~
Workscope History

Step 2: Click on the ‘Partnership’ field and select
from the dropdown options. Then, type a

Par‘mership*

Partner Name. *

Within DYCD Network

Outside of DYCDmNetwork

Partner Name and a brief partner description. Partner Description ™
Step 3: Add the Type of Service and Partner Type by clicking on the magnifying glass icon and
selecting from the dropdown options. If you do not see an appropriate option, then you may click
on “Look Up More Records” to see the complete list of options.

Step 3*: Select an option from the pop-up table by clicking to the left of its name, then click add at
the bottom of the page.

. X
Type of Service™ L Look Up Record
Enter your search criteria.
Partner Type * _& Conflict Mediation and Victim Support... = e —
. Office of Neighborhood Safety Look for Primery Categon ~
PI’Og ram Slte . . i Lock in  Primary Category Lookup View e Filter by related Program Area
Crisis Intervention and Mentorship
Co-Located Pro Office of Neighborhood Safety search (] 2l
_& Cultural Enrichment/Arts (music, codin... Name 4 Program Area 4
Office of \Ielg hborhood Safety ~ | Academic/Advocacy Enrichment Office of Neighb...

_& Cultural Identification and Growth
Office of Neighborhood Safety

_& De-Escalation and Mediation
Office of Neighborhood Safety

_& Education and Employment Services
Office of Neighborhood Safety

Look Up More Records
)

10 results

Department of
Youth & Community
Development

Assistance with referrals to legal and social services
Brief individual and family counseling

Conflict Mediation and Resolution training

Conflict Mediation and Victim Support Services

Crisis Intervention and Mentorship

Cultural Enrichment/Arts (music, coding, theater, or move...

1- 26 of 26 (1 selected)

Add

Office of Neighb...
Office of Neighb...
Office of Neighb...
Office of Neighb...
Office of Neighb...

Office of Neighb...

Page 1

Cancel



Step 4: Review the data entered and then click “SAVE & CLOSE” to create the partnership.

B save ' SAVE & CLOSE FORM EDITOR

COMMURNITY PARTNERSHIP | INFORMATION

New Community Partnership -=

Partnership * Outside of DYCD Network Type of Service ™ Brief individual and family counseling
Partner Name,* Demo Partner Type ® Demo
Partner Description ™ Demo Program Site ™ B John Bowne High School

Co-Located Program @ No

Your new partnership will appear on the table after clicking on the refresh icon at the bottom right
of the Partnerships sub-section.

28 Partnerships +NEW Q
91133-CM5 Hospital Responder-7/1/2024-6/30/2025
Partner Name Type of Service Partner Type  Partnership
- i,
CBO1 - Academy for Language and Technology  Academic/Advocacy Enrichment Within [ Click on the refresh |
icon to see the ‘
Demo Brief individual and family counseling  Demo Outside, newly added data. |

|
=
~

1-20f2 n ~
L=

Adding a New Partnership from Within the DYCD Network

Step 1: Complete steps 1-3 as shown above in Adding a New Partnership from Outside of DYCD
Network and click “SAVE” at the top left of the page to load the DYCD Network table.

Step 2: Find the partner using the search bar and select a partner by clicking on the check boxes
on the left of the Provider column. Then, click “SAVE” at the top right of the DYCD Network table.

= o Ly 1
DYCD Network |’ Click here after selecting ' BSAVE] | 19 Q
\_the provider to add them f e
i i i d - N " . -.-Q
Provider « Program Sites Site Address ip Code Eng" Click the magnifying glass to |
O} ceot A Dhilip Randolph Cam... 443 West 135 Street, Ma.. 10021 7/1/2021 &/ use the search bar to filter the ‘
|\ data table by any criteria listed |
O) ceoi ABE/HSE Site 1 Centre Street, Manhatt.., 10007 7172021 B3 Yy any y
7 ™~
o} / Select from the J Academic Leadership C... 677 East 141 Street, Bronx 10454 7/1/2021 8/31/2021  COMPASS Midd...  500060-CC
P4 : g
Of R .- st 244 West 144 Street, Ma.. 10030 7/1/2021  €30/2022  Beacon 093502 Be
O} ceot BEML/ESOL Site 1 Centre Street, Manhatt... 10007 7/1/2021  §/30/2022  Adult Literacy - ... 767785-Ac
7 . Ty
O} ceot Fatherhoad Prior Involv... 1 Clarkson Street, Manh... 10014 ‘1131 Use these buttons to navigate |op-r
through multiple es
O} ceot MDA Site 1 East 104 Street, Manh... 10029 7417202 _ g ple pag S-Ac
\\j.-’
1-100f 13 (filtered from 15 total entries) n 2 > o]
Department of
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Step 3: Confirm the save on the pop-up window.

® Are you sure you want to save this program site?

0K CANCEL
(o]

Step 4: Click “SAVE & CLOSE” at the top left of the page to create the partnership.

y  Department of
M Youth & Community m CBO1 - Belmont Sch... >
Development CONNECT
E\ WORD TEMPLATES ~

B SAVE&CLO{%E [§ DEACTIVATE €y SHARE @ EMAIL A LINK

B save

COMMUNITY PARTNERSHIP : INFORMATION

CBO1 - Belmont School =

B Within DYCD Network
Program Site ® @ ONS Test Site FY25

Academic/Advocacy Enrichment

DEr‘lnersh\p*
Partner Description
Co-Located Program @ No

SAVE Q

& DYCD Network
Start End Program Area Workscope

~  Program Sites Site Address
145001D-CMS Youth Enrichment...

Provider
Belmont School 619 Belmont Avenue, Br... 7/1/2024 6/30/2025 CMS Youth Enri...

0O cBo1
B =
c

1-1of1

Your new partnership will appear on the table after clicking on the refresh icon at the bottom right

of the Partnerships sub-section.
+NEW Q

B Partnerships

Partner Type Partnership

Partner Name Type of Service
Within DYCD Network [ click the refresh icon
‘ to see the newly
added data.

~a
L=

CBO1 - ABE/HSE Site Academic/Advocacy Enrichment
Within DYCD Network

CBO1 - Belmont School Academic/Advocacy Enrichment

1-20f2

Department of
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Completing the Public Profile Section - iz rrome

The Public Profile section collects information that may be shared with m

the public when searching for your program via discoverDYCD. Operating Hours

Public Info

Click through the fields to type in responses or select from drop-down options. Then, click “SAVE”
at the top left of the page to store your responses.

Main Menu

COMNNECT
H sa B SAVE & CLO%E ] £S5 H fen  ELAAIL A LINE
W : 91041-CMS Cure Violence-7/1/2024-6,/30/2025
Released
a Py
GENERAL
I armaticn entered here may be displayed oo ghared publichy
FUELIC FELHFILE
Program Fin
T
Public Prograen Descrigtion
Qperating Hours Please type in a beief description of your program bere.
& SERVICE DELIVERY MODS Main Point of Contact for Program
David Palmer
1 SCHEDLULING £ einet Phane Nusnber . Wouw may click on each
(5550 123-1234 1, field to type a response
PARTICIPATION Public Contact Ema
sample@example.com
E STAFFING £ jidear pfogranm O ik
i
BEi EVALUATIONS -
Lamguages Supporied
O DOCUMEMTS
Alherian X | English X Fremch X Select 2l that ape You may click on these
f -
P NOTES & ATTACHMENTS - ebdds wd select -
Prosgram Specializationis) the dropdown options
Meraal Health 0 Social Emotional Lesming x
Facebook Instagram Twmtter
samplei@example.com sample@example.com sample@exam ple.com

Department of
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Operating Hours

The Operating Hours section of the workscope records your programs

hours of operation.

for a program site.

WORKSCOPE
Released

O GEMERAL

J PUBLIC PROFILE

Public Info

Operating Hours

(1T

. = Operating Hours

91041-CMS Cure Viclence-7/1/2024-6/30/2025

91041-CMS Cure Violence-7/1/2024-6/30/2025

Program Site Public Name

OMS Test Site FY25

1-10f1

% CERVICE NFLIVERY MONS

0 PUBLIC PROFILE

Public Info

Step 1: From the Operating Hours section, click on “Open” to add hours

Fiscal Vear 2025 = CBOI

Location

1220 East 229 Street, Bronx

7/1/2024 - 6/30/2025

<n>

Open

o,

Q

P ]
L

Step 2: Mark the days of the week your program is open. Then, add From and To times to indicate
when your program is open. Click “SAVE” to store your data entry.

B8 Operating Hours Operating Hours X
Operating Hours
DETAILS
From To
Menday 12:00 PM 08:00 PM
Tuesday Click each cell 03:00 PM A A
to add the times
Wednesday your program is 03:00 PM 8 00 PM
open
Thursday 03:00 PM v
Friday 03:00 PM 06:00 PM e
. -
e
Saturday __ AM/PM _i__AM/P Click to mark the
days of the week that
Sunday __ AM/PM _:__AWN/PL Your program is open
. Department of
Youth & Community
Development

SAVE

Open

(< I <.

8

X
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Completing the Staffing Section e

&= STAFFING

The Staffing section of the workscope holds information related to your Staffing Plan

program staff and key contacts for the program site. Contacts

Staffing Plan

The staffing plan stores information about the program staff at your site. Information about the
individuals listed should mirror the budget submitted in PASSPort, the city’s procurement
platform. Required personnel are listed in the Program Compliance section of your workscope on
the Staffing Requirements table.

Staffing Requirements

# Staff Title Requiremnent Staff Type
1 Administrative Assistant Required Full-time Staff
1 Qutreach Waorker Required Full-tirne Staff

You may also add additional staff that are not required or listed on the budget (e.g. volunteers or
staff not paid through your DYCD Budget). To complete this section of the workscope, providers
will first add titles to the staffing plan and then list a contact for the position.

Adding a Title to Your Staffing Plan

Step 1: From Staffing, click on the Staffing Plan sub-section and then “NEW” at the top right of the
Staffing Plan table.

WORKSCOPE : 91041-CMS Cure Violence-7/1/2024-6/30/2025

Fiscal Year 2025 CBO1 7/1/2024 - 6/30/2025

Released
[0 GEMERAL y & Staffing Plan +nEW | Q
] PUBLIC PROFILE

Title Number of Staff Staff Type Hours per Workscope Range
% SERVICE DELIVERY MODS

Program Director 1 Full-time Staff 950 Open
B SCHEDULING _ N

Program Supervisor 1 Full-time Staff Q00 QOpen
5 PARTICIPATION ’ Fiscal Officer 1 Full-time Staff 850 Open
] . 1-20f2
& STAFFING -30f3 n o

Contacts

Department of
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Step 2: Click the ‘Title’ field, then the magnifying glass icon to view options. Select a title or click
'Look Up More Records' to see the full list. In the popup, select your title and click "Add" at the
bottom.

WORKSCOPE STAFFING : INFORMATION

. x
New Workscope Staffing -= Look Up Record
4 Staffing Plan et -
Look in | Title Lookup View v ).-" Add a * to your search b

Basic Information

e
Search [ *outreach D] .\_to run a keyword search_.,j.

Warkscope * @ 91041-CMS Cure Violence-7/1/2024-6/30/2025
Program Site * B ONS Test Site FY25 Title 4 d
g Outy™ -
Title 2 /" Clickto the left of the title |
Mumber of Staff Members * _% Accountant/Bookkeeper “ 71, to make your selection. J
Vs =

_& Activity Specialist ~' | Qutreach Worker

_% Administrative Assistant Outreach Worker Supervisor

_%. Administrator

1-4 0f 4 (1 selected) Page 1
ook Up More Records
Add Cancel

10 results

Step 3: Complete data entry on the remaining fields and click “SAVE” at the top left of the page.
Be sure that the data matches your submissions on PASSPort.

B save Bl SAVE & CLOSE

WORKSCOPE STAFFING : INFCRMATION

New Workscope Staffing =

4 Staffing Plan

Basic Information Work Details

Warkscope ® B 91041-CMS Cure Violence-7/1/2024-6/30/2025 Staff T\ere* Full-time Staff

Program Site ™ B ONS Test Site FY25 Funding Source ™ On DYCD Workscope Budget
Title ™ Outreach Worker Hours per Workscope Range * 1.000

Mumber of Staff Members * 1 Role Description * Demo

Step 4: After saving, the Associated Provider Contacts table will appear. Click “+ADD/REMOVE” to
add a contact for the position.

& Staff Filling This Role + ADD/REMOVE | Q

Full Name ~ Title Email Employment Period
No records found
0-0of -
=
Department of
Youth & Community
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Step 5: Select all contacts to be associated to the role and click “SAVE”. If your contact does not
appear on the table, click “+NEW” and proceed from Step 2 of adding a new contact.

by checking/unchecking boxes here

\ﬁ Associate staff to your staffing plan J

[ Utilize the search bar to narrow your list T

Contacts

BB Associated Provider Contacts l & Add/Remove Provider Contacts xl ~
& Add/Remove Provider Contacts + NEW | Group Leader Q.| X
pr—
Full Name Title + Email Phone Employment Period
Sam Smith Teacher Sam@gmail.com 7187679032 4/3/2000 - 3/3/2020 Open
Andrew Goldberg Teacher Andrew@gmail.com 7/1/2001 - 1/1/2018 Open
¢ { Sarah Kim Parent Aide Sarah@gmail.com 7189906543 2/24/2010 - 2/2/2020 Open
# 1 Tom Hanks Group Leader Tom@gmail.com 2222222222 1/8/2015 - 1/28/2020 Open
= Paul Mayer Fiscal Officer Paul@gmail.com 7188824000 7/16/2012 - 1/1/2101 Open

The contacts section should contain an up-to-date email address and phone number for the key
contacts for the program site. DYCD may reach out to these contacts to discuss any issues that

may arise throughout the program year.

Step 1: From Staffing, click on the Contacts sub-section and then “ADD/REMOVE” at the top right

of the Associated Provider Contacts table.

WORKSCOPE : 91041-CMS Cure Violence-7/1/2024-6/30/2025
Released
[0 GENERAL B8 Associated Provider Contacts

) PUBLIC PROFILE

Full Name = Title
& SERVICE DELIVERY MODS
Jaylen Brunson Program Supervisor
) SCHEDULING )
Maya Angelou Executive Director
&) PARTICIPATION Scrooge McDuck Fiscal Officer
& STAFFING Steph Curry Program Director
Staffing Plan 1-40f4
Professional Development
Department of
Youth & Community
Development

Email

JB@knicks.org
mangelou@fakeemail.c...
smecduck@fakeemail.com

SCurry@3pointorg

Fiscal Year 2025 CBO1 T/1/2024 - 6/30/2025

+ ADD/REMOVE | Q

Work Phone Mobile Phone  Employment Period

(123) 456-7890  (123) 456-7880  5/22/2024 - N/A Open
(646)321-3213 (646)222-2222 4/4/2009 - N/A Open
(646)123-4567 71E111-1111 1/1/2021 - N/A Open
(123) 456-7390  (123) 456-7880  7/1/2024 - N/A Open

[
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Step 2: Check the names of the contacts that you would like to list as key contact for the
workscope and then click “SAVE”.

BB Associated Provider Contacts & Add/Remove Provider Contacts X

Click SAVE to associate a \'1_:_' SAVE |14 NEW Q ) 4

|.\ contact with your workscope. |
b A

& Add/Remove Provider Contacts

- 4 B
Click +NEW to add a new
contact to your organizations

O Full Name

| coco puff

Dwayne Black

s v ™
__ W/ dlick on the check boxesto |
U | select a contact to be listed. |

S i

Freddie Mercury
(OJ! Hector Lavoe

Maya Angelou

(J] Mister Rogers

~ Title
Art Specialist
Program Director
Education Specialist
Program Supervisor
Counselor
Executive Director

Program Director

Email |
-

contact list.

dblack@gmail.com
eroosevelt@fakeemail.c...
fmercury@fakeemail.com
hlavoe@cbo1.org
mangelou@fakeemail.c...

mrogers@fakeemail.com

6462555555
(212)123-7890

(012)345-6789

(646)321-3213

Adding New Contacts to your Organization’s Contact List

ONS providers can add new contacts by clicking “+NEW” in any of the staffing sections. This
section will describe how to add a staff member using the blue navigation bar in DYCD Connect.

The data entry process is the same after clicking any “+NEW” button.

Step 1: From Navigation Bar, click on the arrow next to “Main Menu” and then click on “Provider

Contacts”.

> 931110V-Food Pant...

y  Department of
NVYEC St
Development

DYCD
CONNECT

Admin

Intake

Department of
Youth & Community
Development

hain Menu Workscopes

Training

* Program Areas
Program Types

Prograrm Sites

BRED

PPl Provider Contacts

]

E Evaluations |.|—1.] Worksite Employer Contracts
E Incident Reports |.|—+1 Worksite Application m Iy Profile
E CAPs |.|—+1 Wforksite Pre-Assess.,

Performance Bwvaluati..

17



Step 2: Click on “+NEW” at the top left of the page to add a new contact.

Department of 0
Youth & Community m Main Menu Provider Contacts

Development CONNECT

=+ MEW = EMAIL & LINE v m EXCEL TEMPLATE: = B, EXPORT TO EXCEL

>

+ Active Provider Contacts ~

W Titke Full Marne 4 Ernail Address Wiork Phone

Principal of S hool

Program Dirsctor

Step 3: Click the ‘Title’ field, then the magnifying glass PROVIDER CONTACT : INFORMATION
icon to view options. Select a title or click 'Look Up More New Provider Contact =
Records' to see the full list. “Provider Contact
Provider ™ CBO1
Title
Salutation _& Accountant/Bookkeeper
First Name ™® _& Activity Specialist
Last Name ™ _& Administrative Assistant
Email Address [gs Administratar
Mobile Phone _& Art Specialist
Woark Phane L Assistant Coordinatar

Look Up More Records

W

10 results

Step 3*: If you chose to “Look Up More Records”, then click to the left of a title & click “Add”.

WORKSCOPE STAFFING : INFORMATION

New Workscope Staffing -= Look Up Recora "

Enter your search criteria,

c r Look for | Title b
4 Staffing Plan S

Look in | Title Lookup View ¥/ Adda*to your search Y

Basic Information — k d h |
Search [ *gutreach D] 0 run a keyword searc

Workscope * B 91041-CMS Cure Violence-7/1/2024-6/30/2025

Program Site @ ONS Test Site FY25 e Z

* Outp”
Title L '/ click tothe left of the title
Number of Staff Members _@ Accountant/Bookkeeper “ g to make your selection.

~ | Outreach Worker

_ﬁ Administrative Assistant
[ Administrator

Look Up More Records

Outreach Werker Supervisor

1 -4 of 4 (1 selected) Page 1

a Add Cance
0 results
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Step 4: Complete data entry for the mandatory fields (noted with red stars) and click “SAVE” at
the top left of the page to unlock the fields for the remainder the page.

Hsave | @lsavE&close o MEW [ DEACTIVATE e EnalLa UMK ] WORD TEMPLATES +

PROVIDER CONTALT - INFORMATICN

Jackson, Phil -=

4 Provider Contact

Provider* CBO1 Employment Start Date ™ 2/11/2020
Titde ™ Assistant Program Director Employment End Date

Salutation

First Mame* Phil

Last Mama * Jackson - - 5 Line Staff * Mo

Email Address* pjackson@chol.org [ Enter Contact information for

Mokile Phone 646-555-1262 any staff person who is a key

Wark Phone 718-457-8956 \_ point of contact for DYCD J

Fa |

Does this staff person fill any of the following roles?

Select all that apply

Note: To list a contact in the Contacts section, contacts must have a phone number and email
listed.

Step 5: Complete the remaining fields by selecting from the drop-down options and save.

Does this staff person fill any of the following roles?

L’,elect all that apply

Education Specialist

On-Site Program Director ‘

Program Director's Supervisor WA§
Languages

English X | | Ttalian X | Select all that apply

Select all that apply

Opt into DYCD Communications

Staff can also select the types of communications they would like to receive from DYCD and its
partners. To receive communication, a valid email address must be entered.

Department of
Youth & Community
Development
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Opt into DYCD Communications (Please specify which types of communications this staff person should receive from DYCD and its partners)

financial communication X = Select all that apply

Select all that apply

Note: Certain staff will be included on communication regardless of selections made. For example,
performance letters will always be sent to the Executive Director, Fiscal Officer, and On-Site
Program Director.

Entering Staff Clearances (Optional)

4 Clearance Detalls

OCFS SCR Submitted DOHMH Fingerprint Submitted DOE Fingerprint Submitted
9/6/2017 10/11/2017 10/12/2017

OCFS SCR Clearance Received DOHMH Clearance Received DOE Clearance Received
9/21/2017 10/18/2017 10/12/2017

For any staff working directly with young people, clearances may be listed on DYCD Connect.
These clearances are updated to reflect the most recent municipal policies. When a new staff
person is hired, you may document the date the clearances were submitted, and update once the
clearance is received.

How do you Submit the Workscope?

After completing the General, Public Info and Staffing sections of the workscope you may proceed
to submit the workscope.

e . At the top right of workscope switchboard, click on the “Three
L ;&,j' dots icon” and then on “Submit For Review”. Confirm on the
GENMERAL Check Vvalidation

pop-up window and your workscope will be submitted to

Program Compliance

Program Design

A successful submission will be indicated by the workscope stage WORKSCOPE
updating to display "Submitted". Submitted

Department of
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What if your Workscope is Rejected?

If your workscope is returned to you in the rejected stage, then it typically means that you must
make a few changes to the workscope before it can be approved.

Click on Stage of the workscope at the top of the workscope NORKECOPE
switchboard and you will be brought to the Workscope ;i.ej cted
History section.

L2 1)

4 Workscope History

Rejection Notes

Rejection Type  Rejection Reason Requested Date for CBO to Resubmit By
Reject Final 2 edits 1. Please changgﬁismissal time to /23/2019
Reject Please refer to email sent by Program Manager /26,2019

Once here, double click on a row to review the rejection notes, make the necessary changes on
your workscope, and then submit the workscope again.
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DYCD Connect Help Center

If you have questions or concerns, please submit a help request to the DYCD Connect Help Center.
You may reach the Help Center direct from the banner at the top of DYCD Connect by clicking on
the question mark, as shown below.

e | DVED -
n Tty V13 ._|‘_' J o athboards
e A : COMNECT Main Menu Dashboar

Alternatively, you may submit a request through the Help Center on the DYCD Connect homepage.

DYCD Connectis the main resource center to
welp organizations communicate and
dordinate with the communities they serve
& Tt & et eew

( /¢ DYCD WEBSITE
View DY\ w o G phone B el

CB CAPACITY BUILDING
WD lrvest : p o 8 wogremeve B rogrem hype

| s 4 DYCD ampioyee

Setect If yeus need cper ationel re toc b of hely

@ HELP CENTER NEED TECHNICAL NEED OPERATIONAL
¥ hi? Send am : ASSISTANCE? ASSISTANCE?

toan theough

Oetaded Desiripton
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https://www.dycdconnect.nyc/Home/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter

