
January 2019 
 
 

1 
 

STARS APPLICATION SITE GUIDANCE & PROCEDURES 

This document contains written guidance for utilizing the STARS Application Site.  Screenshots are included in places as 

examples showing what the tabs look like as you navigate through the site.   

Resource videos that go through all of the screens on the STARS Site and steps for Applying and/or Submitting can be 

found at STARS Site Videos and Resources.   

You must use the “Help” button located within the STARS site in the bottom right corner of each screen 

for all STARS related questions. 

 

Accessing the STARS Application Site 
• STARS consultants and Pyramid Model coaches must log in to the STARS Application site with their email 

address and password.   

• Providers must log in to the STARS Application site with their email address and password.  

 

How to create an Organization ID 
• Go to the Early Childhood Project and click “log in” in the upper right hand corner 

• If you do not have an Organization account, Log into your individual account click on the drop down in the upper 

right hand corner and click +Organization, then click Create Profile.  

 

 

https://app.hhs.mt.gov/forms/frmservlet?config=ccubs_jvmhttp://dphhs.mt.gov/hcsd/ChildCare/STARS/starsvideosandresources
http://www.mtecp.org/
http://www.mtecp.org/
http://www.mtecp.org/
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• Complete the information on the following screen and answer “Yes” to “Are you an Early Childhood/School-Age 

Program” and click “next”  

 

• Complete the information on the pages that follow, clicking “next” on each page once completed.  Click “Submit” 

when prompted.  You will receive an email within 5 days that will contain your log-in information. 

 

PV# change 
If a program has an ownership change, which results in a new PV# being issued, they must create a new Organization ID 

with the new PV# and notify STARS Program Specialists immediately.  Program Specialists will request programmers to 

merge the old PV# with the new PV#.  This will ensure all program submission history is retained.  Please refer to STARS 

to Quality Guidance & Procedures for additional information. 

Status Tab 

• This information is populated directly from licensing data. 

 

Organization Details Tab 
• Displays basic information that is recorded when obtaining an Organization ID and Password.  

https://dphhs.mt.gov/Portals/85/hcsd/documents/ChildCare/STARS/STARSGuidanceandProcedures.pdf
https://dphhs.mt.gov/Portals/85/hcsd/documents/ChildCare/STARS/STARSGuidanceandProcedures.pdf
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• This is where information can be updated in the case of changes to the contact information.  These changes must 

be reported by the child care program to Child Care Licensing as well. 

 

Program Info Tab 

 

A date for the most recent update of Program Profile information, specifically High Needs and classroom information, 
must be entered into the Evidence box at each STAR level for these criteria.  That date must be within 3 months of 
checklist submission.  If it is more than 3 months, the criteria will be marked Incomplete and the program will be required 
to update the information, then resubmit the application.  This date is required at STAR 1, LPM 1 and FCP 1 as well as 
STAR 2-5 FCP 1 for High Needs information. 
 

Program Profile 
• Click Edit on each individual section of the Program Profile 

o Benefit Options  
o Business and Professional Practices  
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o Program Curriculum  
o Program Type  
o Technological Resources  
o Program Planning and Evaluation  
o Family Partnerships  

• After you click edit select all the items that apply to your program in each section 
 

Accreditation 
• If the child care program is accredited, enter that information here.  This is not required unless submitting for a 

STAR 5. 

 
Philosophy Statement 

• All programs must enter a philosophy statement.  The purpose of the Philosophy Statement is to provide 
information to prospective families on your program’s unique qualities, including the learning activities and play 
spaces you provide to children enrolled in your program.  Philosophy statements may be used at some point in 
marketing STARS programs, so it is important to enter a statement that truly reflects your program. 

Classrooms Tab 

 

Enrollment 
• Licensed Capacity is automatically entered from licensing data 

o You may not edit this number 

• Click on Edit next to Program Capacity 
o Enter number of classrooms in your facility (Family and Group programs must enter a minimum of  1 

classroom)  
o Enter number of children in all age groups  

Á This number may be larger than your total capacity due to overlap and part time children 
Á These numbers will reflect your total enrollment 

• Please note: the number of adults does not need to be filled in for staff people (this is for 
an adult care facility only). 
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o Enter the number of High Needs children in those classrooms.   
Á One child may be entered in more than one high needs category (i.e. if a child is an infant that is 

served through Best Beginnings Subsidy and has a special healthcare need, you would count them 
in each of those 3 categories). 

Á Click the next to a high needs box to read a definition or be directed to a link for more 
information. 

 
o The definition for High Needs in STARS to Quality is as follows: 
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Director of Record 
• Click on Edit next to Director of Record 

• Click on Add Director  
o To add a Director of Record the individual’s Practitioner Registry Employment position title must be one 

of the following:   
Á Director 
Á Program Administrator 
Á Registered Family Home 
Á Registered Group Home 

• If the system gives you a message stating that you may not be added as director of record, you must check your 
employment on your Practitioner Registry application.   

o If your employment does not have one of the four position titles listed above, you must update your 
employment record by filling out a new Employment Verification Form and sending it to the Early 
Childhood Project. 

• Only one Director of Record may be added 

• Directors of Record should provide past employment in this record that reflects early childhood business 

management experience.  This can be done by sending an updated Employment Verification Form for each 

employment record so ECP can verify and business management experience will be counted for BAS and PAS 

assessments. The form is available at the Early Childhood Project under Quick links. 

Classrooms/Groups 
• Click on Add New Classroom next to Classrooms/Groups 

o Enter Classroom Name and Start Date 
Á If you have a school age specific classroom, note that in the Classroom Name (ex. Hedgehog 

School Age classroom).  This will help assessors and ECSB Program Specialists to know which 
classrooms/groups require assessments, as school age groups do not require an assessment.   

o Click Save  

• Your classroom name will now show up under Classrooms/Groups 

• You may not enter more classrooms than the number you have entered in your Program Capacity information. 
 

To add Teachers and Assistant Teachers to your Classrooms 

• Click on the name of the classroom  

• Click Add Lead Teacher/Primary Family Provider or Add Teacher 
o Select the individual from the employee list  

http://www.mtecp.org/
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o Enter the start date and how many hours per week employed 

• Click Next 

• Click Return after you have been shown the ‘Success’ message  

• If you accidently select the wrong individual or need to move an individual to a different classroom, select delete 
to the right of the individual’s name and information.  

• Return and repeat for each classroom added  

• Note: You may not add an individual as a Lead Teacher in more than one classroom.  
 

To add staff not on the Practitioner Registry (due to hire date) 
If key staff are NOT on the Practitioner Registry (or an individual does NOT appear on the list) the process is more 
complex. Follow these directions:  

 

• If there are staff that do not have an ECP Registry employment record, the director will need to help the individual 
go in and create an ID and Password (if not previously done) and enter their employment information under the 
Employment Tab.  The individual will then show up on your employee list as necessary.  
 

THIS DOES NOT MEAN THAT AN INDIVIDUAL IS CURRENT ON THE PRACTITIONER REGISTRY OR 
HAS SUBMITTED AN APPLICATION!  It simply allows the director to add the individual to a classroom, which is 
necessary prior to an assessor being scheduled.  

 

• To get an ID and Password and create an employment record follow these directions:  
o Go to the home page at the Early Childhood Project and click on Log In 
o Under “Don’t have a user account?” click on individual 
o Fill in the required information, click Continue 
o Fill in your email and security question, click Create Record 
o Go to your email and get your ID and Password 
o Log into your account  
o Click on the employment tab 

Á If no tab appears you will need to click ‘Become a Participant’ and save and continue until you 
reach the employment section.  

o Click on Edit Employment 
o Click on Add Employment 
o Search using your program’s PV# 
o Click on the name of the program 
o Enter in all required information and Save 

 

• After this has been done they will now show up on the employee list and you will be able to select them for a 
specific classroom. 
 
 

STARS Tab (all tabs that are included under STARS) 

 

Status Tab 
• All administrative information; not editable by program 

• This page will look different depending on what Status the program has 

• STARS Notes may be added here by STARS administration, programs, and/or STARS Consultants. 

 

http://www.mtecp.org/
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Assessments Tab 
• Once the summary report(s) is available, the ECSB Program Specialist will notify the director and consultant via 

email that the report(s) is accessible on the site in the Assessments tab.  This email will state whether or not the 

required scores were met for the assessment(s). 

o Note: Baseline assessment reports will not be uploaded to this site; they will be sent directly to the 

consultant to review with the program. 

• Programs may request their consultant to go through the assessment report with them.  The ECSB Program 

Specialist is also available to discuss reports with programs if further clarification is needed.   

• Confidentiality of assessment reports is crucial.  

ECP/CCUBS Employee Tab 
• Data regarding staff is populated from ECP & CCUBS.  CCUBS (Child Care Under the Big Sky) is the Child Care 

Licensing database where all staff information is stored.    

• It is crucial that Child Care Licensing has the program’s updated staff list.  

o If the CCUBS data side of the ECP/CCUBS Employee Tab is not correct with role types, the Director must 

contact their licensor to update the information.  

o The staff listed on the ECP/CCUBS Employee Tab are the staff that ECSB will verify trainings, etc. for. 

• ECP data includes staff that are current on the Registry or were ever current.   

o If there is no ECP information that means they are not current on the Registry and have never been.  

o From this tab, you can click on individuals (their name will be in blue) and it will pull up their ECP 

Professional Development Record.  

• Questions about ECP Data on the ECP/CCUBS Employee Tab must be addressed to the ECP. 

Below are screen shots that explain each section of the ECP/CCUBS Employees tab. 
 

What does this mean?  

 

 

This is a view of an individual on the ECP/CCUBS employee list that is fully complete.  They have all current information 

in CCUBS and they are also current on the Practitioner Registry with updated employment information within their 

Registry application.  

What does this mean?  
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This individual does not have a Caregiver Approval date within the CCUBS database.  The program will need to call their 

licensor to check on this individual’s licensing status. 

What does this mean?  

 

 

This individual is not attached to this program in CCUBS.  The program will need to call their licensor to update this 

information in CCUBS.   

What does this mean?  

 

 

This individual is not on the Practitioner Registry.  The individual will need to apply and become current for information 

to show under both columns.  

What does this mean?  

 

 

This individual is current on the Registry but is not attached to this program within their Registry application.  The 

individual will need to add their program and position to their online application and fill out a current employment 

verification form and send it to The Early Childhood Project to update this information.   
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What does this mean?  

 

 

This individual has indicated that this program is their employer but is not yet current on the Registry.  The individual will 

need to look at their online application and ECP staff notes and send in any missing documentation if the application is 

incomplete.   

STARS Checklist Tab 

• STARS Checklists can be edited by programs that are in “applied” status at any time. 

o You will find the following acronyms on the STARS Checklists.  They stand for the following: 

Á EQT – Education, Qualifications, and Education 

Á FCP – Family and Community Partnerships 

Á RGS – Staff/Caregiver-to-child ratio and group size 

Á LPM – Leadership and Program Management 

Á HQE – High Quality Supportive Environments 

o All STARS criteria are listed in order directly out of the STARS Standards so that you can easily follow the 

checklist from the Standards.  The number behind the acronym (ex. EQT 1, simply keeps them in order).  

Each acronym/number will be followed by a short description of the criteria. 

 

• As you are going through the checklist items, be sure to hover over the green question mark (as shown 

below) in each evidence box.  This will tell you exactly what is required for evidence.  There are very few 

documents that must be uploaded.  Much of the evidence required can be typed into the Evidence box without 

having to upload documentation 

                                                         
o Any documentation that requires a STARS required form will have an * next to the form in the STARS to 

Quality Standards.  There is also an * next to any required document in the STAR Kits. 

 

Employees Tab 
• This tab is only Practitioner Registry data.   

o It includes staff which has ever been on the Practitioner Registry, or are current on the Practitioner 

Registry, and attached to the program.   

o It is NOT linked to licensing information for individuals 

• Programs will be able to update this information and end date an employee that no longer works at that facility by 

clicking “Update” next to the individual’s name and entering their end date. 
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TA Module Tab 
This tab is for use by the STARS Consultants and Pyramid Model Coaches to log their program visits and upload any 

documents (such as action plans) that may have been part of a visit.  Programs will see a list of visits that have been 

entered for their program. 

 

 

Training Grid 
• Programs should view the ECP/CCUBS Employee List side by side with the Training Grid (or by printing off the 

staff training grid PDF and viewing beside the online ECP/CCUBS Employee List).  By doing so, discrepancies in 

the ECP/CCUBS Employee List and and/or the staff Training Grid will be easier to see. 

• If a training does not show up on a Professional Development Record (PDR) it WILL NOT appear on the Training 

Grid.   

o The individual may need to send the ECP a certificate of completion for the training to be added to their 

PDR.  

o If a training taken via CCT and is not appearing on the PDR, it is possible the training has not been 

completed and the individual should check their email for any communication from the instructor of the 

course OR the individual’s name does not match between ECP and CCT.  The individual should contact 

CCT if they have completed the training to ensure this can be corrected. 

• If an individual employed at the program does not show up they may have a duplicate identity in ECP if the 

training shows on their PDR, OR the training may not be a STARS qualified training if it is showing on their PDR.  

This must be submitted through the Help button in order to be solved. 

• Trainings must be completed PRIOR TO the appropriate submission deadline, unless there is a current training 

plan in place 

• If required trainings are not completed, or training plans not current at the time of submission, the application 

will be denied and the program will be unable to reapply until the following application period. 

http://www.childcaretraining.org/
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Application to Apply for STARS and to Submit/Renew for a STAR Level 

Applying to participate in STARS to Quality 

If a program is applying to participate in STARS to Quality, they must do the following: 

• Once logged in to the STARS Application site, go to the STARS tab 

o Click “Apply for STARS” and complete all pages, clicking “Submit” when done 

 When asked for your CACFP number during the application process, enter your PV# if you do not know/have a 

CACFP number. 

• Programs must be in the “Applied” status in order to Submit for a STAR rating.  Whether a program is renewing 

for a STAR level or submitting for a new STAR level rating during a particular application period, they must note 

the deadlines below and Apply for STARS within that time period. 

o Programs must apply between July 1 and December 31 for the January application period; and between 

January 1 and June 30 for the July application period. 

Once a program has applied to participate in STARS, the following occurs: 

• A formal agreement will be sent to the program along with a W-9 to be returned to the ECSB Program Specialist.  

A voided check must also be returned along with the W-9 to set up direct deposit.  The CCR&R will be copied on 

this email so they are aware a new program in their area is applying to participate in STARS to Quality. 

• The program will be put into “Waiting List” status in the STARS site pending the following: 

o Return of the completed and signed STARS to Quality program agreement; 

o Return of completed and signed W-9 (with direct deposit information completed) and a voided check; 

o Completion of the Program Info and Classrooms tabs in the STARS site 

• Once the agreement, W-9, and voided check have been returned, and completion of the Program Info and 

Classrooms Tabs have been verified, the ECSB Program Specialist will notify the program of their acceptance and 

copy the CCR&R.  The CCR&R must notify the ECSB Program Specialist of who will be the STARS Consultant for 

the program so they may be assigned in the STARS site.  All program information will be updated in the STARS 

master list and added to the Baseline assessment tracker. 

• The program will be moved to “Applied” status in the STARS site.   

 

Submitting for a STAR level Rating 
Once a program has verified that all criteria for STAR level(s) have been achieved, and all required documentation is 

uploaded to the STARS site checklist along with required components of the site being completed, the program can submit 

for a STAR level within the appropriate deadlines.   

All required trainings for staff not on a current training plan, MUST be completed prior to submitting for a rating.   

This means that the training must either be showing on the training grid, or a training certificate may be uploaded 

at time of application.   

This does not include training that a staff person can be “enrolled in” at time of application.  Proof of enrollment 

in these courses (Certified Infant Toddler Course, Certified Preschool Teacher Course, Inclusion I, Inclusion II) 

must be included with required documentation.   

If training is required and not completed on time, the application will be denied and the program will not be able 

to re-submit until the following application period, potentially resulting in a loss of incentives. 

Programs must be meeting all criteria at STAR levels below which they are submitting /renewing for (i.e. if a program is 

requesting an assessment in order to submit for STAR 3, they still must complete their self-assessments at STAR 1). 

http://www.mtecp.org/
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Programs may submit for a STAR level rating at any point during the application period by specified deadlines; however, 

awards will occur 2 times per year.  Programs can only submit for one STAR level with an application period.  STAR levels 

will be awarded the 1st of the month following the deadline (January 1 and July 1).  STARS incentives are paid quarterly, 

and the percent increase for Best Beginnings Scholarships (state paid child care) will be made monthly.  

• The program will click “Submit for Rating” from the STARS status page to begin the submission process (must be 

in the Applied status in order to do this).  Programs must choose the STAR level they are applying for, and then 

click “Begin Submission”. 

o All checklists through STAR 5 must be completed, regardless of STAR level being applied for. 

Á Programs have the option of checking “I am not applying for this level and do not need to meet 

this criterion at this time, so I opt out of this criteria”. 

• If a program is submitting for a level higher than STAR 2, use the “opt out” answer for the 

Budget/QIP item and the Assessment items at lower levels. 

Á Programs may not use the “opt out” option for criteria at levels below which they are submitting 

for. 

o Once the checklist is complete, the program will click “Submit for Rating”, which will send the application 

to a STARS Rater to review.   

Á The ECSB Program Specialist will review the application.  If there are any checklist items marked 

as “Incomplete” an email will be generated to the program stating which items were marked as 

incomplete.   

Á The program can then go back to the application and update those items if possible, and then 

resubmit by the deadline given in the email. 

Á The Monitor will review again and if there are still items that are marked as incomplete, an email 

will be generated to the program stating which items were marked as incomplete.  The program 

must resubmit by the deadline given in the email.  This will be the final submission the program 

receives.  

Á The Monitor will review again, and if the items have been corrected or addressed will mark them 

as “Met” in order to approve for a STAR level. 

• If an y  items are marked as “Not Met” by the Rater, the program will not have a second 

chance to resubmit and the STAR level will be denied.   

o Two examples of items being marked “not met” would be incomplete trainings 

and/or individuals not current on the Practitioner Registry.  If trainings and/or 

Practitioner Registry statuses are not current at the time of submissions, they 

will  be marked “not met” and the STAR level will be denied. 
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APPLICATION PERIOD CHART 
 
 
 

 
 
 
NOTE:   

• Programs submitting/renewing for STAR 2 and above must submit at an earlier deadline.  Submission for STAR 2 
must be complete, including the Budget and Quality Improvement Plan document, at time of submission.   

• For STAR 3 and above, the initial submission is to request assessment(s).  For STAR 3 and above all criteria, other 
than the assessment completion and uploading the Budget & QIP, must be met at the time of the March 
10/September 10 submission in order to receive the required assessment(s).   

 
Programs are encouraged to submit for rating early in the application period in order to have time to correct any potential 
problems with an application.   
 

Required Documentation 
 

All Programs will be required to upload the following documents for respective STAR levels: 

• Budget and QIP document, with the Cost of Care Calculator tab completed as well (STAR 2 and above) 

• Copy of Accreditation Certificate (STAR 5 only) 

Application 
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Enrollment 
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Desired STAR level 
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for Rating or Assessment  

Timeline to Resubmit Incomplete Applications  
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Programs have 3 submissions before an application will be 
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If applying for a 

STAR level 
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enroll between: 

July 1 & 

December 31.  

Deadline is 

December 31 to 

Apply for 

STARS 

1  
Submission 

Deadline:  

June 1 

• Submit in January: 20 days to resubmit 

• Submit in February: 10 days to resubmit 
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Submission 
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• Submit in January: 20 days to resubmit 
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Submit March-April 1: 1 day to resubmit 
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5 

Request Assessment 

for STAR 3-5 by:  

March 10 

• Submit in January: 20 days to resubmit 

• Submit in February: 10 days to resubmit 

• Submit in March: 1 day to resubmit  

Budget/QIP at STAR 3-5 due by date given by ECSB Program Specialist after assessment.   

Completed Budget and QIP must be uploaded at time of submission for STAR 2. 
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STAR level 
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enroll between: 

January 1 & 

June 30. 
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June 30  to 

Apply for 

STARS 

1  
Submission 

Deadline:  

December 1 

• Submit in July: 20 days to resubmit 

• Submit in August: 10 days to resubmit 

• Submit September-December: 1 day to 

resubmit 
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2 
Submission 

Deadline: 

October 1 

• Submit in July: 20 days to resubmit 

• Submit in August: 10 days to resubmit 

Submit September-October 1: 1 day to 

resubmit 

3 

4 

5 

Request Assessment 

for STAR 3-5 by: 

September 10 

• Submit in July: 20 days to resubmit 

• Submit in August: 10 days to resubmit 

• Submit September: 1 day to resubmit  

Budget/QIP at STAR 3-5 due by date given by ECSB Program Specialist after assessment.   

Completed Budget and QIP must be uploaded at time of submission for STAR 2. 
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• Any other documentation through all levels which provides evidence for criteria.  Hover over the green question 

mark at each criteria evidence box to view what is required as evidence.  The criteria may not require a document 

to be uploaded. 

 

For all STAR levels: Staff working less than 500 hours per year are exempt from Practitioner Registry requirements.  

 

For STAR 3 and above only staff which are working 1040 hours annually/minimum 20 hours per week are required to 

complete trainings.  Documentation must be provided for any staff that may not meet this requirement. 

 

If any other training waivers have been approved by the ECSB, documentation of this approval must also be uploaded.  

Waivers must be requested prior to an application being submitted. 

If any required documentation is missing at the time of submission, the application may be denied and the program will 

be unable to reapply until the following quarter. 

The system only supports the following file types:  

• Doc 

• Docx 

• Xls 

• Xlsx 

• Pdf 

• rtf  

• jpg 

• png  

 

If you are not using one of these file types, you will either be unable to upload it to the site or Administrators will be unable 

to open the document.  In order to tell what kind of file type you are using, look at the document in your file folder and see 

the extension at the end of the saved document after the period. 
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