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There are eight steps to entering initial data into EZReports.  These steps need to be 

completed before student attendance can be entered.  The steps are (1) create learning 

centers, (2) enter grant information, (3) enter staffing, (4) create activities, (5) set-up 

sessions, (6) enter student data, (7) enroll students in sessions, and THEN (8) take 

attendance.  This guidance is for Step 3, entering staff information. 
 

 

 

 

 

 

 

 

 Website:  www.ezreports.org/nm####/ (Insert the academic year in the # placeholders, for 

example, www.ezreports.org/nm1718/ or www.ezreports.org/nm1819/.) 

 Username and Password:  If you don’t already have a username, please contact the New 

Mexico 21
st
 CCLC Data Support and Evaluation Specialist, Dr. Colleen McGannon 

O’Malley (cmcgannon@gmail.com).  

 

http://www.ezreports.org/nm1718/
http://www.ezreports.org/nm1819/
mailto:cmcgannon@gmail.com
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Staffing Overview 
Staffing information, from EZReports to 21APR 
 

Program staffing data is reported to the US Department of Education.   At the state level, learning center staff data is transferred out of 

EZReports and into the Federal 21
st
 CCLC Database, 21APR.  Several “Staff Types” are used to designate the roles of 21

st
 CCLC 

team members, as is their payment status.  The information needed for 21APR is obtained at the state level through an EZReports-

generated APR Report (see Figure 1*).  This APR Report pulls all data entered by the subgrantee, so the information can be entered 

(at the state level) into 21APR.   
 

*The category “Other” is not pictured due to space constraints.  The site depicted below is shown to have zero site coordinators, one 

community volunteer, three paid program teachers, and three non-teaching staff. 

                                                       
Figure 1 
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How to Enter Team Member Information 
 

All team members working with 21
st
 Century Community Learning Centers (CCLC) should be recorded in EZReports.  “Team 

Members” include both paid staff as well as volunteers.  

 

Failure to 1) enter the required information as noted by the (*) and/or 2) assign staff to sessions accordingly (see Table 1) will 

omit that staff record from the federally-reported Annual Performance Reports (APR). 

 

Add Staff 
Path:  Log in  Site  Manage Site  (Figure 2) Log in to Site  Program  Staff  Add Staff 
 

 
Figure 2 
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Path:  Log in  Site  Manage Site  Log in to Site  Program  Staff  (Figure 3) Add Staff 

 
Figure 3 

 

Path:  Log in  Site  Manage Site  Log in to Site  Program  Staff  Add Staff (Figure 4) 

 

 
Figure 4 
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Personal Information 
The following Personal Information is required for all team members: 

1. Last Name 

2. First Name 

3. Gender 

4. Education Level (drop-down menu provided – Figure 5) 

 
                                                         Figure 5 

5. If the 21
st
 CCLC team member is NOT a district employee (meaning, he or she has not had a fingerprint check already 

conducted by the school district when hired), the Fingerprint Clearance box MUST be selected, and the team member’s 

fingerprint clearance date MUST be entered (Figure 6). 

 
Figure 6 

6. Ethnicity (Hispanic/Latino or Non-Hispanic/Latino) 

7. Race (see Figure 7) 

 
                                                                                                                               Figure 7 
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Work Information 
The following Work Information must be provided for all team members. 

1. Payment Type (Cash, In-Kind or Volunteer)   

2. Staff Type (drop-down menu provided – see Figure 8).  Refer to Table 1 for details regarding proper selection of “Staff 

Types” and Session Assignments. 

 
                                                                                                          Figure 8 

Table 1 

Staff Type 21
st
 CCLC APR Definitions Inclusion in the APR report 

requires this “Staff Type” to 

be associated with a session 

during the semesters in which 

work was performed. 

Special Instructions 

 

 

Center 

Administrator/Coordinator 

Learning Center 

Administrator/Coordinator/Director (If 

this role is nebulous, it can most easily 

be defined as the person who is the 

“go-to” for any situations that arise at 

the learning center during program 

hours.) 

 

 

 

No 

This is the appropriate “Staff 

Type” for a Site Coordinator 

even if that staff member is not 

credentialed as “Administrator” 

as defined within the traditional 

learning day and by the PED. 

(i.e., This person doesn’t need to 

have an administrator’s license.)  
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Staff Type 21
st
 CCLC APR Definitions Inclusion in the APR report 

requires this “Staff Type” to 

be associated with a session 

during the semesters in which 

work was performed. 

Special Instructions 

 

 

 

College Students 

 

 

These team members are enrolled in a 

college or university and do not 

currently have teaching licenses.  

These are team members who are 

working toward careers, possibly, in 

the field of education.  

 

 

 

 

 

Yes 

 

 

 

High School Students 

 

These are team members who are 

currently enrolled in high school, and 

come to the learning center to assist 

with instruction for lower grade levels. 

  

 

 

Yes 

 

High school students reported as 

staff CANNOT also be counted 

as 21
st
 CCLC participants. 

 

 

 

 

 

Other Community Members 

 

 

Individuals from a diverse population 

within the community, actively 

involved in the implementation of the 

awarded grant program; volunteers, 

parents, or others from organizations 

within the community. 

 

 

 

 

 

 

 

Yes 
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Staff Type 21
st
 CCLC APR Definitions Inclusion in the APR report 

requires this “Staff Type” to 

be associated with a session 

during the semesters in which 

work was performed. 

Special Instructions 

 

Non-school-day staff with some 

or no college 

(SUBCONTRACTORS) 

 

Subcontractors do not have a W-2 on 

file.  They have a W-9 or 1099 on file.  

Subcontractors pay their own 

employment taxes. 

 

 

 

 

Yes 

 

This Staff Type will be reported 

as Subcontractor in the APR 

Report. Do not select this Staff 

Type if the team member is not 

a subcontractor. 

 

 

 

Other Nonteaching School Staff 

 

Non-direct instructional 21st CCLC 

program staff, either paid or volunteer, 

involved in services or activities such 

as security, custodial, clerical, athletic, 

or transportation. 

 

 

 

 

No 

 

 

 

 

Parents 

 

 

 

Families of students enrolled in the 

21
st
 CCLC  program 

 

 

 

 

Yes 

 

 

 

 

School-day Teachers 

 

 

21
st
 CCLC instructors who also teach 

during the traditional learning day.  

 

 

Yes 

 

Only select this Staff Type if the 

21
st
 CCLC team member also 

works for the district during the 

traditional learning day and is 

teaching during the 21
st
 CCLC 

program. 
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Staff Type 21
st
 CCLC APR Definitions Inclusion in the APR report 

requires this “Staff Type” to be 

associated with a session during 

the semesters in which work was 

performed. 

Special Instructions 

 

Youth development 

workers/other non-school-day 

staff with a college degree or 

higher 

(SUBCONTRACTORS) 
 

 

Subcontractors do not have a W-2 on 

file.  They have a W-9 or 1099 on file.  

Subcontractors pay their own 

employment taxes. 

 

 

 

Yes 

 

This Staff Type will be reported 

as Subcontractor in the APR 

Report.  Do not select this Staff 

Type if the team member is not 

a subcontractor. 

 

 

Other 

If none of the categories above can be 

selected for a 21
st
 CCLC team 

member, record him/her here, in the 

“Other” Staff Type.  

 

Yes 

 

 

3. Is this person funded by the 21
st
 CCLC grant?  You should select “Yes” if the team member is PAID using 21

st
 CCLC funds.  

4. Job Title 

5. Start Date 

 

 

 

 

 

 

 

 

  
Figure 9 
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Contact Information 
You will need to provide the following Contact Information for all team members. 

1. Address (the address of the learning center is acceptable) 

2. Email 

3. Phone (the phone number of the learning center is acceptable) 

 
Figure 10 

Work Experience 
You will need to provide the following Contact Information for all team members. 

1. Years of experience in youth development/child care programs 

2. Years of experience in out of school time (“afterschool”) programs 

3. Years of experience teaching 

4. Whether or not this team member has a teaching license/certification 
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Figure 11 

 

Assigning Staff to Sessions. 
Staffing structure is federally reported in the Annual Performance Report (APR) by summer, fall, and spring terms.  In order to ensure 

that all staff is appropriately included, staff must be assigned to sessions based on their Staff Type. 

 

With the exception of Center Administrators/Coordinators and Other Non-teaching School Staff, staff are ONLY counted in the 

Federal APR Staffing Report if they are associated with at least one of the sessions scheduled within the selected semester.  

 

Staff  who have been listed as  ‘Center Administrators/Coordinators’ or ‘Other Non-teaching School Staff’ are included in the 

Federal APR Staffing Report only if they are have an active status during the Semester selected for the report. It is not mandatory to 

associate these two categories of “Staff Types” with a session. 
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Designate the Site Coordinator as the Administrator 
During the EZReports Grant setup process (ref. guide #2), Site Coordinators were named and saved.  This created an incomplete staff 

record for this person at the site level.  This record is noted in bold within the site level staff list.  In order for the Site Coordinator to 

be named as an Administrator AND included in the Federal Annual Performance Report, open and edit the record, entering the 

mandatory information. 

 

Login to the Site  Program  Staff  Select the edit icon  in the action column by the Learning Center Coordinator’s name 

(which is already in bold) and be sure to select the following information in the drop-down menu:

 
 

 

If you encounter any technical difficulties, contact the New Mexico 21st CCLC Data Support and Evaluation Specialist, Dr. 

Colleen McGannon O’Malley (cmcgannon@gmail.com). Due to the technical nature of data entry, if possible, please include a 

screenshot visually showing the issue you’re encountering in EZReports (Ctrl + Print Screen to copy, then Ctrl + v to paste).    

 

 

mailto:cmcgannon@gmail.com

