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Preface

The field test efforts for the specific information contained in°tnis paper

should be credited to the Staffs df the Fargo and West Fargo; N.D.-Headstart.

Treir names -are listed as follows for partial recognition. Without this

staff, this. raper would not be in existence.

_

Join Wnaloy, Director
Marcla Anderson, Teacher
:Late BlIrt, Teacher

!,1,ther Larf.o., Teacher'

Sharon Rezar..., Teacher

Larbara Kasi,rick, Aide

Diana :!arks, Aide
Dorcriny Ment:-.1aisir, Aide

Cneryl ::tanley, Aide
Fran Schindler, Teacher Aide
Pennie Hatlestad, Language Specialist & Handicapped Resource Coordinator

Kathleen Rudd, Language Specialist -A

-Julianne H. Littlefield, Paraprofessional (Handicapped)

Lois SoZ.gen: Paraprofesslonal (Handicapped)
Shtron Rieo, Tutor
Donna Roserkracz, Parent Coordinator &,Social Service Aide

Jean Eust, Van Driver
Joan !:arek, Cook

Kathy Rasmussen, Cook
Katherzne L. Helgeland, Custodian
Phoebe Tomlinson, Health Coordinator and Paraprofessional (Haridiblvped)
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This paper outlines one approach which can provide accurate and efficient

cost accounting. This in turn-can provide true fiscal and program

1

account bility. Many of the ideai in this paper should be credited to the

work of 'ouiTi-Inc7Throggs MHC Bronx, New York, Westside MIIC, San Francisco,

Prairi VIL:w MHC=, Newton Kansas, Eastern Pennsylvania psychiatric Institute

and particularly the Southeast Mental Health and"Retardation.Centee in Fargo, ND,
e

'and the staff of the'SECAA - Headstart, Fargo and West Fargo, ND.

Accountability in this p. is viewed as the capacity to achieve

effective,and efficient result ith a given expenditure of resources. It is

an attempt to relate cost and benefit. In the development and implementation

of this one approach to accountability the following elements were considered:

1. That service costs- reflect the amount of service effort and

resources-expanded in behalf of specific individuals and groups

under specif>cond.itions.

2. How and where are resources utilized.

3. What_tasks/activity/functions occur that constitute specific

program comPonent.p.

What information; data and relative costs are needed for administrative

and piQgrammatic-decision making.

5. What information can rapidly recorded 'and tabuldted.

6. How-do we determine the number of people served.

7. ,How do we determine the number of people helped.

8. ,What data needs to be acquired to set standards and to measure.

performance against.

9. What data'is needed to determine resource.requirements:

10. What will provide continuous flexible'feedback system' to staff'.

I

.on time and source. utilizations.
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11. What will provide a supervisory monitoring system..

(

Mlle following steps outliA the proCedureson how to establish, plan

and interpret one accountability system:

:FLP

)

Identify "d11" task, activities and events that consume staff or personAl

time. al:e this listing as extensive and detailed as possible. Once a listing

is made classify individual tasks; activities and functions under

"broad system, categories" as found in the Code List and Coding (Appendix A).

A

The broad "kystem" categories,may be, divided into: 1) Systems Entry,

21) Direct Services, 3) Screening Assessment/Evaluation, 4) Intra-Organizational

Services, 5) Community Se4 rvices, 6) Nutrition Program and, 7) others deemed

approriate to a particular situation. The category codes, definitions and

broad "systems" discussed in this paper were designed for and utilized by

Headstart Centers but with minor modifications can be used in the public

school, children's treatment centers, day care centers, etc...

STEP 2:

Once activities, tasks and events are clearly delineated and grouped under

a broad "system," they should e coded. The code numbering is arbitrary.

STEP 3:

Once code numbers are'assigned is imperative that® staff by concensus define

each of the code categories (Appendix B'for Definition of Activity/Tasks/.

(Th

Functions Codes). This will allow all staff to utilize.the same frame of

reference for interpretation and consequently coding their Daily Event Record

sheets C).



STEP 4:

In order to collect -the appropriate information and data, it's necessary that a

. co L---trs-ed-fik-ppe-netx C). -n-s-etting-up the-form, it should

as potiblc... It L..; he 131:116D-rm-fetntd---1_

Appendix C bu. used initially. It should be modified as deemed appropriate

to meet. ;;ecific needs.

STEP 5:

When the DER is in an acceptable form it shoul be utilized as follows:

1. Consumer Name/Memo.randum column: LIst the name of the person you had

contact with (i.e., Jack Samuels) or the activity/task/function that you

carried out (i.e., cleaned rolin, etc...). Notations should be as brief

as possible.

C ,

., Consumer No./other column: Indicate _how many were involved in activity/task/

function, 1.6., 40 (talked to a Kiwanis group and 40 persons attended.)

If a specific individual is mentioned, i.e., Jack SaTuels, and he is

in your program and he has a number assigned to him, list that number.

Lf neitrur of these two broad 'functions are applicye, leaveico mn blank.

3.' Acti*Lty Code
di

lumn: List the code number from th e List most

appropriate for the activity/task/function (i.e., w it down 255 in this

column if the activity was a parent meeting).

4. Duration colUmn: Write down the closest "guess-timate" to within

fifteen (15) Minutes for the time invested in a given activity. You

may "cluster" time into blocks to reduce the amount of recording and

writing necessary (i.e., if you travelled, Code #360, 15 minutes in the

morning and you'travelled, bode #360, 15 minutes in the afternoon, cluster

it'and write down 30 minutes for Code #360.)

6
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5. LocatiOn column: Please note location in WErch the activity is occurring.

A code numbershould'be placed here reflecting specific location. j\py pre-

.

determined arbitrari number coding could be used (i.e., 1 for City X,

? for County Z,

:6. 4ecin1 Project column: This should be used to allow staff the ZI.Tpability

of'ririving deLailed Information about projects or types of services

.

which cross the usual event category, organizational unit, etc....

Suppose that someday you Want to monitor everything you do in relation

to identified handicapped children in your firogram. Such being the case you

assign a special project number and make all staff aware of it. Now

. Anytime anyone does anything with am, identiLL0.4 handicappbd child they use

that number in addition to the other routine information.

1.

7. The )per portidn of tL DER should be completed as appropriate.

srEp 6:
V

It is required that the aR be submittedon a daily basis and be as complete

as possible. DER;s shOUld be given to an identified staff member of

the organization who Will thQn have the responsibility for collection,

recording, tabulation) and feedback activities. The assigned DER manager
sm.!

,
.

,
shou at all times be responsible o upper management (i.e., principal in ashou

sch 1, director of' Headstart program, etc.)
40

STEP 7:

t

The,011owing procedures should be. considered for collection, recording, tabulating

and feedback:

1. When DER's d'te received by the DER manager they should be sorted in

alphabetIcal order', by department (if applicable) and by date.

7



2. If organization desires a detailed breakout report of all codes for each

staff, DEP data should be recorded on_the &tailed Code-Individual Staff

.Analysis sheet (Appendix a. )_ Once. complete,_various tabulations can be

(i.e.,Lotals fox month by cach.code, totals, for each day-of month,

I

6vn r-,1 I 1 t I , Lc . . . ) .

3. dcLothA abalysil, 1,, clone ( #2 above), a composite across all staff \

should be made for purpose of feedback and composite analysis. This cap

su.mariz--' on the. CoMpositc DE form (Appendix E).

4. Thu ',tiler option available is to use the Daily Report by Staff foritabulati9n

if j12 is not desired (Appendix F.)

5. If analysis of SpeciaX,Project codes are required, separate'analysis

'need to be made.

G. It is su ested that all -4ta be accurately transferred and tabulation

be made using an adding machine or calculator.

/
STEP 3:

Once'abovedata is collated and tabulated, ib should 4e.duplicated in order

to provide feedback to staff.

STEP 9:

It is recommended that the first six month activity of such a system be-

Utilized as a pilot. This will allow ample time'in which to ac reve sufficient

baseline data on which to baseifuture decisions regarding-the efficacy.of

this accountability approach.

STEP' 10: . *,

.«

If programs have been collecting progress data on service,recipientsi one can, but

with great caution, attempt to determine cost-benefit ratios. Details will be

' found in a future paper on Cost/Benefit Analysis.

r.
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AITENDIX A

Code List and Coding

SYSTEM ENTRY (10 - 99)

10 Contact
20 1-ntexrvieW

30 Inquirreening/Referral .-
40 Program Explanation to Potential Clients

DIRECT SERVIES (100 - 199)

100 1),11.,10- confetence

105 Parent/Family Coun,,e1L0g

110 Information/and Referral
'115 Home Visit
120 Collateral Interview

'125 Instruction (Individual Child)
126 Instruction (small group of children
130 InstruotiOn (Group of children) 2:,:)
135 Instruction (Group of parents)
136 Instruction (Individual' parent)

340 Cbserva-ion (Child )

145 Observation .(parent)

150 Meal time with children
155 Parent Meeting

SCREENING /ASSES'SMEN'T /EVALUATION

5)

(200 -.299)

200 Pre-entry Screening (Individual)
210 Pre-entry Screening (Group)
215 Screening (IrldivIdual)
220 Screening (Group)
225 Diagnostic Evaluation
230 Educational Achievement Evaluation
235 Sp'ee4/Language Evaluatibn
240 Hearthg/Vision Evaluation
.245 Physical Evaluation
'250 Dental Evaluation
55 Medical Followup

260 Dental Followup
265 Nutritional Eva ion

270 Teacher-made riterioh' reference Eesting-

NTRA-ORGANIZATIONAL SERVICES (300*- 399)

300 Administrative meeting

305 _Clinical meeting
310 Staff training/Education meeting
312'Discussion participation'
315 POlicy Cot/toil Meeting

320:Cage7-cdiffference

325 Program Planning
326 Program Evaluation',
327 Research'

4,

. 330 Ma r als prep6iation (instructional)
33' aterials review (instructional)
32_ Materials review/prepar37tion (instTuctiona

333 Curriculum Deveropment
335 Client relathd administration
340 Program related adminiStration
345 Supetvisipn. --
3,46- Meeting soi
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0 Writing
35 ecord Keeping
356 Bookkeeping
357 Purchasing materials

ravel

361 Out-of area travel

363 Annual leave /vacation
364 Professional leave
365 Other leave time
366 Other intra-organizational services
368 Room Cleanup

COMMUNITY SERVICES (400 499)

400 Client Cantered Consultation
405 Non-Client Centered Consultation
410 Public Information Dissemination
415 Educational Workshop
420 Collaboration with other Professionals
425 a,fceting with Visitors

430 Meeting with Consultants
435 Technical Assistance/Training
440, Student Supervision
445 Materials Preparation
450 Organizational Meetings
455 Other Community Services

NUTRITION PROGRAM (500 599) e

500 Nutritionplanning/evaluation
510 Food purchasing
520 Food preparation
530 Clean-uP

4
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'APPENDIX B

DEFINTTION FOR ACTIVITY/TASK/FUNCTIONS CODES
a

Et-ry (-6_,99)

jcuic.

oti,,; 1,3r;.;

1.

;:crol.0.- :; (zoo no1,;(1, availablc, opproppiatc,

.o 110,,,,dr.o: I Yc 1(-) infonliem dctall(A infwviat

fOr entlly nce. ll;:ttaly of loNger duration

than inguiry/screening/reerraZ. Basic demographic information
is to he collected from these individuals. Individuals reaching
this stage have 2 high probability of becoming eligible for
program services.

/0 ,creening/i?eferral: This may be by telephone, by site visit, by
:po,:i:v to Tnf)rmation correspondence, and any other communication

,H4test.'i moue.

Progrc.m Exp7.analion for

Th.t:ntizl Clients:

L'irect Services (100-199)

Detailed program explanation to individuals Who
have completed Code ZO and 20. This precludes

, immediate entrance into the program.

Z9C Pare-,-, Conference: Face to face cominunication between parent and staff
regarding any and all program ! components.

l0E,Parenami Counseling: Counseling applied to one or more members of
the famiZY. This may specifically include mother,

children and other family memb r The

target of the counseling is the family stellation

and not simply the relationship o family
members to ,4 specific individual in the p green.

il0 and Referral: Provide appropriate information on direct services
and if appropriate, provide the referral to Other
agencies and individues which would provide
appropriate services to a client and/Or V,s family.-

,

lZ,5 Home visit: Provide direct services through hdme visits. This may take the

'-141.140

ion,v)counseling, etc.

12()--evlateral interview: ith per ens, relatives or collaborarits who
are -sign7ficant members of the individual's constellation
of reZat onships. The focus of the interview is on

d the amity member or collaborant can relate mare
hlpfulll to t e specific individual.

-11

126 allruction (sll group' of Any type of instruction
children, 5 or (4 'reflects small

Thatruolion (group of children): Any gr of instruction to sir or, more
inrlividtaals.

11



(group of parent.

-

'Provide specific educational and/or treatment:
services to two or parents at one timb:

T-; --17M 4'5.,:)rt intii*.tri.-ri-arri pl2rent): ryaaida erittett tnibrt t to

?',1,17i7'idua7 pqront 0C.417 'who is in program.

of ier'1)(7/ 1,() b(' 1,4?1"Ordp(1. FOrlita I appi,oppicztenesn
1v1 Iowa,

(papen): observation of the parent irregardless of the situational
setting to be recorded and appropriately noted.
Situation designation significant.

.1,..:Ltz.m..-.3th children: Time devoted to children during the p'rimaryfunction
of mealtime whose objective is eating.

loo P)r-nt:evting: Organi.:30 meeting called to discuss and/or educate parents on

specific issues.

Serecning/APsessment/Evaluation (200-299)

.1.0C Pre-entry screening /individual): -Individual screening prior to child's
entrance into the prO \gram.

21J sCreening (group): Screening of groiltps pf children prior to entrance

info the program.

J2reenn7 Screening of individual children while they are in

the program._______

Screen'n7 tgrbuo
-

4,

entng of groups of children who are presently in the"

program. t,

-I
A

L',6 Oiagnostic evaluatio: An extensive evaluation to determine the strengths and
weaknesse,2 oftehild's functioning on which future /

programming.cin be implemented. , ''

230 Educational achievement evaluation: Extensive assessment' of child's educational
.

,
.

acnNigment of child 'before,. during sand after

program implementation.
,.

. ,,-

/' , ,/
.

20:i Speech-language evaluation: Evaluating the speech and language abilit4s and
deficits of children to assist in programminp.

':,,lo Hearing/vision evaluation: Evaluation of hearing and vision modalities to.
determine appropriate instru tional modes.

.f4.5 Pkjoical evaluation: Evaluate the physical functioning fchi.ld by a ..

....MAPw, physician and /or other medically delegated individual
to...4 1

4:5-1 P./
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\
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33.; :-:otera: 2r-,--,apar,io,i.:Istrcsi.onal): Th preparation by staff of inst. tional

ma erials to assist in the ir-Flem .ration _

of epropriate Programs.

e,,, otentiaZ instructional materl, s

J31 pe:a-
,

which Tray e cividered as a learning act ity

nd/:p an c :oratory activit:, for .a'opt: 4

n

.4 ,-: ,n,... . :evicw mat .: ?:: i...;:::h hivoe -en

;)per.ared r,o c?-,,.o-iep f:r

;:nstruf,tit-r-l::'-:eentation.

se:7uences and/op scones that are not

otep2tion. :his mass also include the

io_ of existing curricula for re:ision considerations.

.7'eview of case materials, oreparat:on of'
arn:.orriate records and other administration
.-1::rect:e related to individuals being served by

%-,44

i'

he review of materials and rreraration of
appropriate records and otkep administration
pe7ated directly4o program scope sequence.'

,:_iel...sr:on: :::ie ca:e:_ is to be used au supervisor to ;e,e track.of his/her_

t----e crec.: in convefsation with staff members '..der kis /her

c;,,vd::::on a,:a. suPervis ion. .17ontent may involve review of

--..ep:';r.--ance and continUing nego:iation of mutual;', acceptable

tac>. .;:efnita:s:

'tk upep,isOr: .FeView of rerance and cOntinuinp negotiation with

on's superisor 'of -rutually accep:able tasks (the"

suPervisee).

: .7:stinguz:shed from dictation in that writing involves aqilities
associated with:preparation of speeches, papers for conference,
professional meeting, journal articles, grant proposals, etc.

record keeping: Ongoing' data mai;:tenance.for existing forms and/or records:

3.(6.3.:qkk,,ent,ng: :ke record keeping cf fiscal accounts related to budget man-agementu,_

Pkrchrwina materials: of reviewing purchasing options and carry out the'

act of urokase.

8 1'0 Lof.al travel: Program-related travel locally.

f .

of area trave. All travel outside of geographically defined area-to which
r.rogram is providing services,

13'



Th
E-ia:uate child's teeth and gums and recommend appropriate

uT action.

Fo7,low-u1 check on recommendations as a result of observations
and phycical evoluations.

-14 I 4 ,fl rc,ioreriendationc of dmGal evaluation

1 : ,1); fOo,1 itm quaZity, (.0W(t;:, and body's

f7: -1,1.:_:!piter-2s'n reference testing: Ongoing assessment designed and
implemented by reacher for specific
goals and objectives of day to day
programing.

service (300-399)

rian.:e:rative meeting: A meeting priP:arily fo communication which pertains
to departmental and/or institutional maintenance.

3:z7. ::::, 32: meetiog: Meeting primarily for. communication pertaining t icaZ

maintenance of individuals and /;,r r groups and/o es.
111

Z:,-*:,-..::"= :r,2inin2/ed-4cation meeting: In-service training etperience-specifically
- established for teaching purrofes aimed,

at improving staff skills and competence.
May involve 'orientation of new staff mdmbers.

\
\

to various program activities and. unctions.

.7,..; :i.:.---,...3s::--,n Participation: Staff participation with other .organizational staff
..44 in a situation established foil sharing information and
.,, ideas around non-adMinistrativel; related subjects.

3:, Po.:,izl -ittn-i. r,-inc: Time devoted to all the interactions occurring at
recognized policy council meetings.

31J ::)nference: A discussion involving two or more program staff persons during
which the case a particular individual or client is of

concern.

ao. / 4

.326 rir9gram pZanning: Preparation and establishment of prograM'akfectives, preparing
materials and presentations. :

32e Program evaluation Process of reviewing and evaluating program goals and
-,_. accomplishments through quantitative and qualitative

-1 _ methods.

32T R,,,,search planning: "'oorjination and implementation of.activities designated as
research which are based on a predetermined systematic
research design.

14
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362 Sic:< .4..,sence from workbe'cause of illness.

343 A.I;SenCe ,r()M-work on pre-arranged vacation.

361 weave: Absence froM.work to engage in some pre-arranged job-
rPZatedactivitylsuch as professional meetings, professional
grwth experiences,'pedOsional conventions, and other

Jr2Pov(',1

; '?r..`: To :;1,(

366 ):;71eP sevices: To to specified in memorandum column.

30:8 ur: AZ: activities reZated to 'c leaning up the instr-uctional/.
tr.,at7eni srace.

^=ur:Lt? Se' es (40-499)

4,;*2 ::ie:t-2entered consu:tation: Discussion with another professional and/or person
regarding the disposition of a program member's
status.

( 4CJ consultatioc-.: This activity covers a wide, range of non-client
-ralated consultation and education as is
conducted by the' program staff for:the grbwth
and development of people from outside the

-prograw:- This.activity is usually sponsored
by another agency.

4:2 Fublic infornation dissemination: A oneway,edupational process of importing
knowledge to and changing attitudes of the
general public. It includes speeches and
lectures, both planned , eacational campaigns,

.and routine responses to requests ofnformation.
Sr-

ec:1.22 :on with ether professionals: Interaction and/orcoZlaboratioh ws
other professionals on specific tasks

that are non-client related.

425 Meeting wish visitor's: To be used to indicate participation:in hosting or relating
to a consultant or guest who is a visitor to the program.

430 Same as 425 but applies only td consultants.

43t Technical assistance%tivining:, Provide specific training and technical assistance
that 'is determined by prearrecl contractual..
arrangement outlining all objectives, procedures

and evaluation activities,
. -

.

449 Student supervision: Supervise students who are prot3iding volunteer serv ice or

are meeting Rracticum and/or internship'experiiences.%
, .. ,-

445 Naterl,ac.s pr'eparation: Preparation of materials for activities related toP

commUniqeservice that is not-Specifically programed/

education /treatment oriented: .
.

I '
.
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tires: . Participation Aik 'organizational meetings occurring'

in the community which directly afffect program._

45L ;t;,er oom.munir,y service.: (71-Z1 other services not covered by .the above codes.
2

t z' ! t f r. ,3 '' a- it0C-.4)

_

0 vq7uqt-7,on 7# --L'7x#/,:.af:atoPy).

5L : (c31f-x1anatop?).

5"; Poo 4 prepar/at,ion (self-explanaeoi,y).

::ea-: A1 .?I's;:s and clean up activities pertaining to the nutrition
nr,-)gram.

. 16'
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APPENDIX C

4 DAILY EVENT RECORD

Staff Person: Staff I.D.
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