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What is the Evaluation and Monitoring System (EMS)

The Evaluation and Monitoring System (EMS) is an application on DYCD Connect that enables
DYCD to evaluate a program site according to its program criteria. A program’s criteria are divided
into indicators which are typically assessed on a 4-point rating scale or Yes/Partial/No:

Above Standard

. Program
intentionally plans
for opportunities
when participants
are offered to
express their ideas,
concerns, and
opinions in both
structured and
unstructured
opportunities.

. Participants
are listened to and
know that their
input and feedback
(voice and choice)
inform program
design and
implementation.

« Participants
consistently express,
or are asked to
express their ideas,
concerns, and
opinions, in
structured or
unstructured
opportunities.

Below Standard

« Participants rarely
express, or are
asked to express,
their ideas,
concerns, and
opinions; these
opportunities
happen irregularly
or when a problem
arises.

Far Below Standard

- Participants are
never given the
opportunity to
express their ideas,
concerns and
opinions; staff are
dismissive of
participants’
questions, ideas
and feedback.

A rating of No, Below Standard or Far Below Standard will trigger either a Strategic Action Plan
(SAP) or Corrective Action Plan (CAP) for the provider.
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Creating an Evaluation

‘CONNECT

IT Settings

Worksite Application evaluations are
created in the application itself. To get

there' you WIIl need to go to the take Contracts Evaluations
“Worksite Application” section of DYCD s [+ R r; [
Connect and select the workscope # in S R © B

. E Providers @ Performance Evaluatio.
question. T

@ Provider Contacts

Once you arrive at the workscope, you should navigate to the “Evaluations
section of the switchboard, as seen on the right. In this section, you will
see all evaluations that already exist for this workscope. To create a new
one, you will need to click “Ad Hoc Evaluation” and then click “create”
next to the “SYEP FY23 Worksite Evaluation”.

INYC Department of Social Services [404 Pine Street] - Worksite Application - WSA-D000000171 HIVE D trmort o Social Ser s [404 Pino Showct]  SVER Dicer Youth {IY) | 9I0DS RVEHA MAP 472003 5512028

@ supcRvisicn Evaluation Schedule

AND DUTIES
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Main Menu ~ | Worksite Application 3 NYC Departmentof.. >

@ Worksite Employer @ Participant Attendances
@ Worksite Application @ Group Activities

@ Worksite Pre-Assessm... @ Attendance Global Un..
. Seasonal Assignment

W SITE APPLICATION
Approved - Inadtive

= SUPERVISION
= JOB TITLES AND DUTIES
T WORK SCHEDULE
¥ BUSINESS PLANMNIMNG PRACTICES
T CHILD CARE INFORMATION
& NATURE ENVIRONMENT
B TRIFS
I CERTIFICATIONS
W REJECTION NOTES
J PRE-ASSESSMENTS
&L DOCUMENTS
O MONITORING
B EVALUATIONS

M NOTES



After a few moments, the evaluation will have been created and you can either open it from here,
or navigate to the “Evaluation” section of DYCD Connect.

Assigning an Evaluation

An evaluation consists of four sub-sections called Evaluation, Indicators, SAP, and CAP. Evaluators
must first assign themselves to the evaluation before they can begin any work on the evaluation.
To assign yourself as the evaluator, click on Evaluator Actions and then Assign Evaluation.

NVYEC & |BYED iy
Youth & Community ain vienu + Evaluations » EV
Development ‘ CONNECT

EVALUATOR ACTIONS ~ EVALUATION REPORT &  EMAIL A LINK

ASSIGN TO ME

EVL-051377 - Test Eval for Training

Evaluators begin in the Evaluation section, then jump to the Indicators Section to respond to each
indicator. Depending on indicator responses, SAP or CAP action items may be triggered and will
appear in the SAP or CAP sections.

Worksite evaluations are very similar to normal workscope evaluations, except for a few added
features, like the Program Area field. This field allows you to see all worksite applications that are
attached to the specific Program Area.
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Evaluation Progress Details.

B brzgpznzz @ ma
B weayenz 8 mo
- X
Warlsite Applicatians
& -
&-

Apgiication Trpe Satus Emoloyer Address

o5 404 Fiew: Strcet] .. Wiorkste Asshcation  Approved -Inac.. NYC Déportean.. 204 Piee Strect

B Program Manager
B Depaty Director
B

Swoperiie -

HOTES

The Evaluation Sub-Section

This section aims to note the date of the evaluation, note whether the evaluation was conducted
in- person or remotely, summarize the overall performance observed, and provide space for
comments to the provider and your supervisor.

Main Menu  ~

" | CONNECT

EVALUATION REPORT B8 assich @ MAL A LN M FofM TR

T
2

Iz
L
=
g
£
]
B
B

EVL-051326 - SYEP FY23 Worksite Evaluation

EVALUATION INDHCATORS SAP cAp
Created acked Hare

Fusbustin Infarmation

Heney Street Settiement

R PR— [—— § Created T?TAL Nl‘JI.:1EER.0F INDICATORS: 33 OVERALL RATING
otel rrambser of unil éhedklist indicators s their distribution scross sectivns
Euakation Name * B SYLP FY2) Worksite Evaluation Emmpicyer * @ NYC Department of Soclal Services (404 Pime Stie ot Aysilsbie
® B HenryStreet Settemant
& sver Fiscal tear & 2023 ADMINISTRATIGN
& On-Demand
Svalustion Cenducied T - Euziuation Gate ” a - ADMINIETRATION
Vist pe PROGRAM PRACTICE
Mot Auilabrle
nsdrass B 404 Fine Street Srooklyn, 11208
SERVICE QUALITY
Mot amilsble
abate
SERWICE CUALTY
PROGRAN FRACTICE
Evabuation Progress Detais
Svaaat B ezaz0e 5P T & No
ek £
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The Indicators Sub-Section

| BYER | Main Menu

T e e R e

= e ) save s W oee: EumLATDR ACTIORE = SUPERVISOR ACTIONS BTN BE50RT # assen o e a Uy -

EVL-051326 - SYEP FY23 Worksite Evaluation

EVALUATION INDICATORS SeP cap
Lockett oo dare

Onsite Administrative Review [T Ganeral Chsarvatlon/Intendew [[EEE]

ADMINISTRATION

1 Al participant bmeshects were signed daily.
2. Worksite staff approves timeshests on a weekly basis.
3. Timeshests heve been campleted carrectly and kept aczording to DFED rules and regulations,

+. The facility canducts ragular firs drills a5 evidencad hy a fire deilllag.

Section Comments.

Indicators are evaluated to determine an evaluation rating. There are four categories of indicators:
Administration, Program Practice, Service Quality, and Outcomes/Outputs. Each of these
categories has sub-indicators that are evaluated and aggregated to develop a total rating for the
category.

Then, the ratings of each category are aggregated to provide the overall rating of the evaluation.

Completing the Indicators

To complete the indicators,

navigate to the indicators and S _—

Onsite Administrative Review General Observation/Interview [KEJZE)

respond to each indicator according
to the OptlonS ava||ab|e Then, C||Ck 9. Participant feels supported by worksite staff. - TR
Save at the top |eft Of the page. 10. PARTICIPANT 3 SURVEY - Participant has received wages on time. Yos

=z
o

<
B

Fina”y, from Evaluator Actions' Cllck i1 Participant can access their supervisor at the worksite

¥
4
g

LOC k Eva I U atiO n tO ge n e rate th e 12, Participant has regular check-ins with worksite or access to worksite staff to understand

assignments and tasks.

§
=
g
-4 E E =z
3 3

overall rating for the evaluation.

13. Participant feels supported by werksite staff.

¥
4
g
<
3

14.  PARTICIPANT 4 SURVEY - Participant has received wages on time. Yes No N/A

15. Participant can access their supervisor at the worksite Yes | No /A

E

After locking the evaluation, you
16. Participant has regular check-ins with worksite or access to worksite staff to understand

ver  No IS
assignments and tasks. = Y

may review your responses to
indicators in three different
formats.
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Rating Details General Observation/Interview [Efl Activity Observation ([EJE} [ Click here to view the
: 4 KI responses to indicator by

the observation method.

I', y Click here to view the -
RATINGS [HIERARCHY L~ responses to indicator by J
_ their hierarchical order
OVERALL RATING B Far Above Standard
v PROGRAM PRACTICE -Above Standard

-] Click here to view the
)\, responses to indicators
# Indicator \ by category.

(! Response Method ID
1. Overall, participants are actively engaged. @ Above Standard Activity Observation PP5.1
2 Overall, program participants and staff demonstrate positive and respectful relationships. B Above Standard Activity Observation PP5.2
3: Qverall, program environment is inclusive. @ Above Standard Activity Observation PP5.3
4. Test CAP indicator just for training purposes B Yes General Observation/Interview PP5.X

What is a Strategic Action Plan (SAP)?

Strategic Action Plans (SAPs) are a feature of the Evaluation and Monitoring System (EMS) that
enables DYCD Program Managers to formally tell a provider that their service needs improvement.
SAPs are not punitive and are often used to track follow-up action items for a provider after an
evaluation. On the provider side, SAP action items can be responded to by a user with a Provider
Program Director or Provider Admin DYCD Connect account.

Completing the SAP Sub-Section

A Strategic Action Plan is automatically created after an evaluation is locked in EMS, and a SAP
triggering indicator receives a rating of No, Below Standard or Far Below Standard. A SAP contains
a series of strategic action items, one per indicator which received the lower ratings.

EVL-051326 - SYEP FY23 Worksite Evaluation

i e o

¥ Strategic Action Plan ENSAVE SRELOAD

Hanry Street Setflement 672472022

an: SAP- 011008

Initial CEO Respanse Dus Date satus@

C0 ks and reguislions Respunse Required? Status @

Q P 2 Paricpanls have acress o ateguaie squipment programs, and malenials i compese wark assignmens Resparise Requined? Status i
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Step 1: Set the Initial CBO Response Due Date. B preal Action tian
Strategic Action Plan: SAP-011197

Initial CBO Response Status @

Due Date *
Open

07/09/2021 | &

< July 2021 >
Sun Mon Tue Wed Thu Fri Sat

04 | 05 | 06 | 07 | 08 10
)
11 | 12 | 13| 14 | 15 | 167 17

18 | 19| 20 | 21 | 22 | 23 | 24

25 | 26| 27 | 28 | 29 | 30 | 31

Step 2: Click into each strategic action item and add evaluator comments. Then click “Save” at the
top right of the Strategic Action Plan table.

¥ Strategic Action Plan Click here to save any | - C RELOAD
and all data entered
into the SAP. -
tic
o » 1 Overall, participants are actively engaged Response Required? * Status @ You may choose to

escalate a Strategic
Action Itemto a
Corrective Action ltem

You may choose to N v
not require a response
from the provider.

pants and staff demonstrate positive Response Required? * Status @&

SAP Actions ¥

~ Draft

Click here to view the
action item details Evaluator Comment *

For each action item, you Y s S sy
must leave comments for SO e - f You may choose to
the provider. ‘ escalate a Strategic Action
Item to a Corrective Action
‘ Item ifthe issue is chronic

C8O Approach to Fix (documented for more than

six months)"”

€8O Completion Date
= -
Note: For each action item, an evaluator must indicate if a response is required from the provider
and leave comments on the issue. After all action items have a response, the evaluator must send
the evaluation to their supervisor for review.

What is a Corrective Action Plan (CAP)?

Corrective Action Plans (CAPs) are a feature of the Evaluation and Monitoring System (EMS) that
enables DYCD Program Managers to formally tell a provider that their service needs major
improvements. CAPs are punitive and may impact a provider’s Performance Evaluation rating. On
the provider side, CAP action items may be completed by a Provider Program Director or Provider
Admin, but the Corrective Action plan must be signed and sent to DYCD by the executive director

of the organization.
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Completing the Corrective Action Plan as an Evaluator

A Corrective Action Plan is automatically created after an evaluation is locked in EMS, and a CAP
triggering indicator receives a rating of No, Below Standard or Far Below Standard. A CAP contains
one or more corrective action items, one per indicator which received the lower ratings.

&2 Corrective Action Plan

Step 1: Set the Initial CBO Response Due Date.

Corrective Action Plan: CAP-0015
Response Due Date *
07/09/2021 =]

< July 2021 >
Sun Mon Tue Wed Thu Fri Sat

27 28 29 30 01 02 03

Step 2: Click into each corrective action item and add evaluator comments. Then, click “Save” at
top right of the Strategic Action Plan table.

&2 Corrective Action Plan [ Click here to save your | i[5 SAVE| C RELOAD [= CAP REPORT
| " data into the CAP. 4

Corrective Action Items

o @ 1. Test CAP indicator just for training purposes
- et P —
=57 o > Issue *
[ Click here to maximize or
‘ minimize the short answer This CAP is used for demonstration purposes only.
\_sections of an action item

™

Click to type in a short

response to describe the Requested Improvement *
issue and requested
improvement in these fields This CAP is used for demonstration purposes only.

Note: For each action item, an evaluator must indicate if a response is required from the provider
and leave comments on the issue. After all action items have a response, the evaluator must send
the evaluation to their supervisor for review.
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Submitting the Evaluation to your Supervisor

After saving comments onto the SAP and CAP tables in their respective sections, navigate to the
top of the page and click through Evaluator Actions>Send to Supervisor to forward the evaluation
to your supervisor for review.

EH save Q] SAVE & CLOSE EVALUATOR ACTIONS ~ EVALUATION REPORT & EMAIL A LINK
SEND TO SUPERVISCR®

EVL-051514 - Test Eval for Training 99243-Cornerstone-10/1/2020-6/30/2021 = CBOI

What Happens After Submitting an Evaluations?

After an evaluation is submitted, it is reviewed by the supervisor. Upon review, it may be sent back
to the evaluator for modification before final approval and sending it to the CBO. If sent back, then
the evaluator may review the internal communication sections for feedback and modify the
evaluation.

1)
£
o
g
-
B
o
g
E
2
2
E
£
5
2
3
E]
"
i
H
3]
2
@

Locked Approved

8 Bn-s1326
i ser

TOTAL NUMBER OF INDICATORS;
U s =D Tatal rumber of unit checkdict indicator: and thir dicn i

B AV Deguartement o Sucial S

OVERALL RATING
—

Far Below Stancers

LR} ADMINISTRATION

§ UnDemand
Eelow Standsrd

i* @ Remate
& Unanncunced

& a0 ADMINISTRATION
a PROGRAM PRACTICE

@ ,AD4 Pine Street Renokhm 11208
SERVICE QUALITY
33 e e e

SERVICE QUALITY
FROGAAM PRACTICE

After the evaluation is sent to the CBO, the CBO will respond by providing a response plan to any
received SAPs and/or CAPs. Both the evaluator & supervisor must review their response plan and
decide to either approve the plan or send it back to the CBO for a more appropriate response.
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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.

Oepartment of
Youth & Coewnunity
Developrment

CONNECT

Main Menu

Dashboards » p

DYCD RESOURCE CENTER

DYCD Connect is the main resource center to
help organizations communicate and
coordinate with the communities they serve.

[:} DYCD WEBSITE

View DYCD's publi site for

nformation about our funded

c CAPACITY BUILDING
DYCD invests in building the capacity
of nonprofit organizatio
stra o help ensure that youth and

families receive high-quality services

HELP CENTER
Having trouble? Send a message to

our support team through the Help
Center.

FA.Q

Read Frequently Asked Questions to
earn more about DYCD Connect

DYCD HELP CENTER

The DYCD help center is where you can find resources to help with the technical and
operational issues you may come across. Here you can contact DYCD support directly or
look into additonal resources and guides that can help you move forward with your tasks.

& firstname

. phone

= organization

&= programarea

IamaDYCD employee

Select if you need operational or technical help:

NEED TECHNICAL
ASSISTANCE?

If you are having a technical issue related to logging
in, accessing your services, or experiencing a bug,
contact the technical help desk

Detailed Description:

& lastname

¥ email

== program type

NEED OPERATIONAL
ASSISTANCE?

Having trouble performing your existing operations
using the new systems and tools within DYCD
connect? Get in touch with a program specialist
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Alternatively, you may submit a request through the Help Center on the DYCD Connect homepage.
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https://dycdapps.dycdconnect.nyc/HelpCenter
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