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I. Background (Public) 

1. Organizational Structure of the Opportunities in a Professional Education 
Network (OPEN) Initiative 

 

MU

•University of Missouri (MU)
•The University of Missouri's mission is to provide all Missourians the benefits of a world-
class research university; where teaching, research, service and economic development 
work together on behalf of all citizens.

CEHD
•College of Education & Human Development (CEHD)
•HES addresses human needs and enhances individual and family life in a diverse and global 
society by conducting advanced research, preparing professionals and providing outreach.

HDFS
•Department of Human Development and Family Science (HDFS)
•HDFS focuses on lifespan human development and families in a variety of relational, social, 
and cultural contexts.

CFPR

•Center for Family Policy & Research (CFPR)
•CFPR conducts research and disseminates evidence-based findings to inform policymakers 
and to enchance program development; facilitates collaboration and provides leadership 
for systems-building efforts at the local, state, and national levels, and works in 
communities to provide education and support services to programs that serve children, 
youth, and families.

OPEN

•Opportunities in a Professional Education Network (OPEN)
•OPEN's purpose is systems development. OPEN collaborates with partners across the state 
of Missouri in implementing the professional development system for early childhood, 
afterschool and youth development professionals. Workforce data collection is a key 
element in creating a strong professional development system, and OPEN administers the 
MOPD Registry as part of the overall system.
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2.  OPEN Initiative 

We believe that competent, reflective, and equitably compensated professionals provide high quality 
early childhood, school age, and youth development education for Missouri’s children and youth. 
 
Our Core Values: 
 

 Every child is precious and deserves the chance to develop to their full potential. 
 It is important to provide professionals with every asset we can to better help them serve children and youth. 
 We can impact the environment in which children and youth learn, think, grow, and feel secure and safe by 

tracking the professional development of those who provide care. 
 A better early childhood and youth development system in our state produces happier and healthier children, who 

later become contributing members of society. 
 Decisions based on data strengthen all systems that support children and youth. 

 
Our service model: 
 

 To share assets; 
 To value individuals; 
 To foster professional development; 
 To support confidence and competence; 
 To inspire the potential of human greatness; and 
 To enhance the quality of care and education received by Missouri’s children and youth. 

 
We administer projects that support an integrated and seamless career development system for 
Missouri’s early childhood, school age, and youth development professionals.  Currently, OPEN 
Initiative’s projects fall into two key areas: standards development and workforce data collection.  
OPEN Initiative staff members work closely with other key early childhood, school age, and youth 
development partners across the state on the following projects: 
 

 
 
 

 
 

 

II. Organization-Wide Policies (Public) 
 

1. Eligibility/Participation 
 
The OPEN Initiative administers projects that serve both individuals and programs in the fields of early 
childhood, school age, and youth development.  

Workforce Data Collection Standards Development 
 Missouri Professional 

Development  
(MOPD)Registry 

 Core Competencies 
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1.1 Individual Participation 
 
Participation for individuals is available in the following forms: 
 

 
1.1.1 Core Competencies 

 
The Core Competencies serve as a framework that guides what practitioners need to know to 
provide quality early childhood and youth development activities and interactions, and what 
administrators need to know to run a quality program. The Core Competencies are organized 
into eight broad content areas ranging from child development to leadership. Each content 
area is divided into five levels in order to support the entry level practitioner all the way to the 
executive administrator. The Core Competencies are a foundational piece of Missouri’s 
Professional development system and can be used by a variety of professionals in the early 
childhood, school age, and youth development fields. 

 
Uses of the Core Competencies  

 
Practitioners: Use as self-assessment of knowledge and skills, and identification of specific 
areas for future professional development. 
Directors and Program Administrators: Use as part of the overall evaluation process of 
individual staff performance, specify training and education requirements for staff job 
descriptions, establish a salary scale based on staff educational achievement, and develop staff 
training and education plans and policies. 
Trainers and Training Organizations: Use to plan and organize training and education 
opportunities and to promote training and education focusing on specific competencies. 
Higher Education Faculty, Staff, and Administrators: Use to support course development and 
coordinate course content to facilitate transfer and articulation agreements. 
State, and Local Agencies: Use to develop and implement policies that will enhance 
professionalism in the field. 

1.1.2 Missouri Professional Development (MOPD) ID  

A MOPD ID is the industry’s workforce identifier and allows the individual to participate 
in Missouri’s Professional Development System (e.g., using the Workshop Calendar to 
register for training sessions).  To create a MOPD ID, the following data are collected: 

 Legal first and last name 
 Date of birth 
 Last five digits of Social Security number (Last 5 SSN) 
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A MOPD ID may be generated in the following ways: 

 Self creation by  an individual through the Toolbox 
 On behalf of a provider  by an individual with program level access through the 

Toolbox  
 On behalf of a provider by OPEN staff (extenuating circumstances only) 

 

1.1.3 MOPD Registry 

Any early childhood, school age, or youth development professional (including those 
who provide training/technical assistance) who currently works or plans to work with 
children or youth, regardless of current employment status, is encouraged to participate 
in the MOPD Registry.  Professionals working in all programs are encouraged to enroll 
regardless of licensing status.  Examples of program settings include, but are not limited 
to, center-based, home-based, group-home, Head Start, school-based early childhood, 
school age, or youth development.  To participate in the MOPD Registry, one must have 
a MOPD ID and have established a Toolbox account. 

The enrollment process for the MOPD Registry collects the following information: 

 Contact Information 
 Demographic/Personal Information 
 Employment Information 
 Education Information 
 Credential/Certification Information 

 
1.1.4 Toolbox Interface 

 
The Toolbox serves as a professional development resource for early childhood, school age, and 
youth development professionals. The Toolbox provides multiple tools (resources, reports and 
assessments) used by individuals, programs, monitoring and funding agencies, as well as 
supports the use of professional development resources such as the Missouri Workshop 
Calendar (administered by Child Care Aware® of Missouri) where individuals can find a variety 
of training opportunities across the state. OPEN and the Missouri Afterschool Network (MASN) 
have combined resources to be able to offer greater value to their customers. 

 
 
 
1.2 Program Participation 
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OPEN provides opportunities for participation in a variety of projects for early childhood, school age, 
and youth development programs and training and technical assistance (T/TA) agencies. T/TA agency 
staff may also be referred to as coaches in this document.  
 

1.2.1 General Program Information 
 
Any person granted program level access may review and edit staff employment 
information, as well as monitor training and other relevant data using the reports provided 
on the Toolbox. 
 

1.2.2 OPEN’s Key Identifiers for Programs and Partner Organizations 
 
1.2.2.1 Organization ID (Org ID) 

The Organization ID (Org ID) is a unique identifier used to categorize any type of 
organization in the professional development system that would have a relationship 
with individuals (e.g., employment) or other organization (e.g., funder/sponsor).  
Examples of organizations include child care programs, school age programs, training 
organizations, independent consultant businesses, technical assistance providers, and 
funders/sponsors.  The Org ID is separate from the DVN of a direct service program. 
When a DVN changes, a new Org ID is created for the new DVN. Note: the Org ID is only 
visible to OPEN administrators on the Toolbox. 

2. Confidentiality (Rights of MOPD ID only individuals, MOPD Registry 
members, and programs) 
 
2.1. Rights of MOPD ID only individuals and members of the MOPD Registry 

An individual has the right to be fully informed about the purpose of data collection and how data are 
used. 

 The MOPD ID Terms of Service outlines the purpose and parameters of confidentiality related to 
the MOPD ID and are available for review on the OPEN website.  By creating a MOPD ID, a 
participant is agreeing to the Terms of Service. 

 The MOPD Registry Terms of Service informs a participant of the purposes of data collection 
and use of data.  These terms of service are part of the release statement that is signed 
(physical or electronic) by a participant before enrolling in the MOPD Registry.  

 OPEN reserves the right to change the MOPD ID and/or MOPD Registry Terms of Service 
without any further notice to participants.  All changes to any terms of service will be posted 
on the OPEN website at least 30 days prior to their implementation. 
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o No action is necessary if an individual accepts the changes to the Terms of Service.  If a 
registry participant does not accept the changes to the MOPD Registry Terms of Service, 
they may request to opt out of the MOPD Registry by contacting OPEN. 

 If a participant would like a specific list of who has permission to view his/her individual data, 
he/she may contact the OPEN office to submit this request. 

Individuals have the right to appeal certain decisions/determinations made by OPEN staff.  If a 
participant chooses to appeal they will need to contact OPEN directly. 

Individuals have the right to expect OPEN staff members to protect participant confidentiality and 
ensure that participant information is only shared with authorized individuals.  OPEN staff members 
sign a confidentiality agreement upon hire and at least once a year thereafter.  Periodically, issues of 
confidentiality are discussed at team meetings.  Additionally, OPEN staff members are encouraged to 
be cognizant of confidentiality issues within the office (self- and peer-monitoring) and to bring any 
concerns to the attention of upper management. 

2.3 Photo Use 

A participant’s presence at a public training session is considered consent for OPEN and the University 
of Missouri to use their likeness and recorded sound and video for promotional purposes. These 
images may be copied, published, or broadcast under the sole authority of OPEN and its partner 
institutions, along with captions or editorial statements. However, a participant’s name will not be 
used without their written permission.  

If a participant requests that their likeness not be included, OPEN will honor his/her request to the 
extent we are able to.  Additionally, OPEN is not responsible for photo or media use by third-party 
participants at approved trainings. Photos or electronic media of children are only included after 
proper release is received. Proper release is defined as the following: 

 The photo or electronic media is purchased commercially. 
 The program releases OPEN to use a photo or electronic media and has a written release on file 

from the parent or guardian to do so. 
 OPEN has a signed release from the parent or guardian to use the photo or electronic media. 

2.4 Rights of Programs 

Any individual with a MOPD ID can be associated with a program/organization in the OPEN database. 
Program representatives have the right to be fully informed about the purpose of data collection and 
how data are used. 
 
Individuals who request access to program level data are informed of related policies when completing 
the Program Level Access Request form.  They also accept the rights and responsibilities related to 
program level access at that time.   
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Participants have the right to expect OPEN staff members to protect program confidentiality and 
ensure that information is only shared with authorized individuals.  OPEN staff members sign a 
confidentiality agreement upon hire and at least once a year thereafter.  Periodically, issues of 
confidentiality are discussed at team meetings.  Additionally, OPEN staff members are encouraged to 
be cognizant of confidentiality issues within the office (self- and peer-monitoring) and to bring any 
concerns to the attention of upper management.   

2.5 Release Statement for Terms of Service  

All OPEN projects require a signed release statement for the Terms of Service directly related to the 
specific activity with which they are associated.  The Terms of Service outlines the purpose of data 
collection and the parameters by which data are shared.   

2.6 Updates to the Terms of Service 

OPEN reserves the right to change the Terms of Service for the MOPD ID and the MOPD Registry 
without any further notice to participants. All changes to the Terms of Service will be posted on the 
OPEN website (www.OPENInitiative.org) at least 30 days prior to their implementation.   

2.7 Opt Out Options  

2.7.1 Individual Opt Out Options 

MOPD Registry members have the ability to opt out of the Terms of Service at any point in time.  
Opting out will result in termination of their individual membership in the registry and/or 
authorization for program level access. 

2.7.2 Consequences for an Individual Opting Out of the MOPD Registry 
 
If an individual opts out of the Terms of Service for the MOPD Registry, his/her membership in 
the MOPD Registry will be terminated.  The individual’s registry-specific data (including 
education data) will be archived in the data system in case he/she chooses to reinstate his/her 
participation in the registry, but it will not be used for any purpose.  The individual will then be 
considered a MOPD ID only individual.  

 
2.7.2.1 MOPD ID only training data collection 

 
Training attendance data will be collected for MOPD ID only individuals from following 
sources: 

 Missouri Workshop Calendar 
 Online, on demand training partners 
 Certificate submissions (very limited) 
 College Course to Clock Hour Conversion 
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2.8 Use of Individual and/or Program Data 

Each Terms of Service document outlines how data are shared. The parameters for defining the active 
population included in a data request will be determined by the specific use of data.  For example, 
based on the type of data analysis requested, some individuals may be excluded due to incomplete 
information, registry membership status, date of most recent transaction, and/or employment status.   

2.8.1 Sharing Individual MOPD Registry Data 

The MOPD Registry Terms of Service document states that individual data can be provided to an 
individual with program level access, funder, and approved partner organizations (such as the 
Office of Childhood).   

The individual with program level access may use data to support his/her program’s 
participation in quality improvement efforts, such as accreditation, or to document the 
program’s compliance with training requirements.   

Funders/sponsors may use data to track compliance with contract requirements.  A 
funder/sponsor may view any and all data collected specific to the project he/she funds. 

The Terms of Service document identifies that approved organizations, including state funded 
training and technical assistance (T/TA) providers, may be granted access to MOPD Registry 
data.   

Individual data are included in the reports available to individuals with program level access, 
funders/sponsors, coaches, and approved partner organizations. 

If a participant or individual with program level access would like a specific list of who has 
permission to view his/her individual data or program data, he/she may contact the OPEN 
office to submit this request. 

2.8.2 Individual and Program Reports  

Reports for OPEN-administered projects are available in the Toolbox. 

2.8.3 De-Identified Individual-Level and Program-Level Data 

On occasion, OPEN participates in efforts to create a better understanding of workforce issues 
and program quality.  When data analysis takes place outside of the University (e.g., through 
The National Workforce Registry Alliance), a Memorandum of Understanding, which outlines 
the parameters for the use and analysis of data, is agreed upon.  When extracting data, all data 
fields that could link a record to a person’s or program’s name are removed so that individual 
records are not identifiable.   
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2.9 Aggregate Data Reporting 
 
When OPEN prepares reports or responds to a request for data analysis, only summary information is 
provided. For example, no individual name, education, or training data are provided.  OPEN will ensure 
that the sample size is sufficient to ensure anonymity for individuals and programs.  For example, when 
calculating the average salary for lead teachers with at least an associate’s degree for a particular 
county, OPEN will ensure that there are enough teachers included in the data to be statistically 
significant or the geographic area will be increased to include a sufficient data universe.   
 

3. Fraud 

Fraud is the intentional misrepresentation of information to gain an unfair advantage over an 
individual, program, or system. OPEN staff members are expected to identify potential fraud as part of 
the review and update process.  Specifically, examples of fraud include, but are not limited to: 

 Conference or training certificate manipulation 
 Intentional transcript distortion/manipulation 
 Data misrepresentation 

3.1 Reporting Fraud  

Participants in OPEN-administered projects are encouraged to report any suspicion of fraud within the 
system.  OPEN staff members are required to report any suspicion of fraudulent practices within the 
system to their supervisor. 

The suspicion of fraud is documented in the participant’s electronic file.  The issue is investigated by 
including all appropriate parties. 

If additional data are necessary to make a determination, an OPEN staff member will contact the 
participant and the associated program in question.   

Once a decision is made regarding the determination of fraud, it is documented as part of the 
participant’s file.  All supporting documentation is placed in the file as well. 

3.2 Corrective Action   

If fraud is indeed evident after review, the fraudulent information will not be entered into or will be 
removed from OPEN’s data system and will, therefore, not be used for the purpose of any OPEN-
administered project or data exchange. 

A letter documenting the decision to not include the fraudulent information in OPEN’s data system for 
the purpose of OPEN-administered projects will be sent to the participant and associated program.   
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If appropriate, a letter will be sent to the entity with monitoring authority. 

The participant may appeal the decision by following the appeal process outlined in section 7. 

4. Accessibility 

The OPEN Initiative assures quality services and complies with the Americans with Disabilities Act 
(ADA) of 1990. 

4.1 Attitudinal Barriers 

The OPEN Initiative staff has access to campus trainings on diversity and cultural sensitivity and treats 
program participants and other partners with respect.  Staff meetings are held on a regular basis where 
staff may discuss issues regarding interactions with OPEN project participants. 

4.2 Communication Barriers 

OPEN staff members are sensitive to language needs and sensory impairments of participants in OPEN-
administered projects.  OPEN staff seek outside assistance for communicating with participants as 
needed.  

The Telecommunications Device for the Deaf (TDD) service is available through the University of 
Missouri. 

4.3 Architectural Barriers 

The University of Missouri addresses the issues of physical accessibility by assuring offices are fully 
accessible. OPEN’s office entrance is on the ground floor, without steps, has wide doorways with 
automatic openers, accessible restrooms, accessible drinking fountains, wide hallways, and accessible 
conference rooms.  OPEN’s office is accessible to employees with disabilities. 

4.4 Transportation Barriers 

OPEN does not normally provide transportation for project participants.   

 

4.5 Access to the OPEN Initiative Office 

OPEN’s office maintains standard business office hours, with voice mail services after hours, on 
weekends and holidays, and when staff is otherwise engaged in other office activities. OPEN staff can 
also be reached via email.  All contact information can be found on the OPEN Initiative website. 
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5. Receipt and Maintenance of Data/Disaster Recovery Plan 

5.1 Receipt of Data in Paper Form 

Even though electronic data are preferred, data in paper form are accepted by OPEN.  Upon receipt, 
documents are scanned, stored electronically, and the paper copies are destroyed.  Any physical data 
are maintained in locked filing cabinets, which are unlocked and locked as needed throughout the day. 

5.2 Receipt of Electronic Data 

Electronic data may be received via email, electronic fax, uploaded through the Toolbox (OPEN’s 
secure web application), or from a data partner.  These data may be archived on secure servers or 
within a secure database maintained by the University of Missouri on behalf of OPEN.  This archiving is 
done in accordance to University of Missouri policies related to data security. 

5.3. Exchange or Transfer of Data 

For each data exchange or transfer, a Memorandum of Understanding (MOU) between the University 
of Missouri and the sending or receiving organization must be in place outlining the specific details 
including, but not limited to: who will have access to the data, how the data will be used and the time 
parameters for using/updating data, and how the data will be securely transferred and stored.  The 
MOU must reference the endorsement of data transfer per the release statement and/or consent to 
participate.  The MOU must be approved by the University of Missouri.  At minimum, any electronic 
transfer of data will meet University of Missouri Department of Information Technology security 
standards. 

5.4 Storage of Electronic Files and Documents 

The OPEN has transitioned from maintaining paper records for active, inactive, and opted out 
members of the MOPD Registry to the exclusive use of an electronic filing system. Individuals currently 
enrolling in the MOPD Registry are automatically assigned an electronic file.  As of September 2017, 
OPEN completed transitioning all paper files to electronic files for those individuals who enrolled in the 
registry prior to the use of electronic files.  Once an electronic file has been established for the 
participant, the paper file is destroyed in accordance with University of Missouri procedures.  
Electronic MOPD Registry participant files are maintained indefinitely. 

The mission of the University of Missouri System four-campus records management program is to 
establish the criteria for retention of records to ensure the university retains the necessary information 
to meet legal, financial, administrative, research, and historical needs and to provide an efficient forms 
management program for the orderly gathering and processing of university information in the most 
cost-effective manner. 

The Records Management Program accomplishes its mission by: 
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 Helping to create records that are necessary for the efficient and successful operation of the 
university 

 Saving records and information that are necessary for the continued operation of the university 
 Creating no more records than are necessary 
 Retaining no more records than are necessary 
 Retrieving stored records when they are needed 
 Establishing effective filing systems 
 Operating an efficient cost-effective records center 
 Operating an efficient and cost-effective forms management program 
 Provide records disaster planning and prevention consulting services 

For information on using our services, or becoming a new customer, email 
recordsmanagement@umsystem.edu.   

5.5 Storage and Disposal of Identifying Documents 

Any time paper documents are received,they will be scanned and added to the appropriate electronic 
file.  When disposed of, documents with identifying information will be shredded immediately or 
destroyed in accordance with University of Missouri procedures. 

5.6 Electronic Storage of Data  

All electronic data are kept in a secure database. The database is housed in the University of Missouri’s 
data center.  Security of the database is provided through three stages; a hardware firewall, Active 
Directory, and Structured Query Language (SQL) Server Authentication.  Additionally, database 
transactions are monitored through SQL Profiler for abnormal activity.   

MOPD Registry member electronic files are stored in the University of Missouri’s Perceptive Content 
system. Security of this system is provided through the University of Missouri’s Division of Information 
Technology. 

5.7 Clearing Hard Drives 

When the disposal of staff computers or removable hard drives is necessary, the protocol established 
by the University of Missouri Department of Information Technology is followed. 

5.8 Maintenance of Data 

Maintenance of data and internal auditing processes are critical to OPEN’s daily business practices.  In 
addition to quality control processes that are implemented throughout the data entry process for 
initial enrollments and established member document processing, OPEN staff created and follow an 
annual internal auditing process to insure that each area of the organization is evaluated to assure that 
challenges are identified and addressed. 

5.9 Recovery of Data 
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All databases are fully backed to a Basic File Share (BFS) daily.  There is also a full Date Protection 
Manager (DPM) back-up performed at hourly increments. 

Incremental, daily, and weekly backups are kept on University storage separate from the physical files. 
The database is stored on a stand-alone virtual server that lives in a redundant Elastic Sky X (ESX) 
hosting environment.  If one ESX host fails, the database hosting server will be moved to another host 
machine in the cluster.  File storage is managed on a Storage Area Network (SAN) allocated for the 
virtual machines.  Recovery time is within a couple hours of a fail. 

 

5.10 Acts of Nature 

The OPEN Initiative is not responsible for loss of data due to acts of nature.  If the electronic storage of 
files were to be compromised (e.g., tornado), OPEN staff would attempt to recover documents but 
would not be held liable for documents unable to be recovered. 

OPEN will make every attempt to recover lost data through the use of electronic back-up of files.  If all 
means of recovery are exhausted, OPEN Initiative will seek to re-recruit existing members and 
participating programs.  

6. Reporting Requirements Related to Health and Safety 

6.1 Child Health and Safety 

OPEN staff, as well as consultants and those working under a contract with OPEN, will notify the Office 
of Childhood if any program that is visited has classrooms that are out of child-staff ratio compliance 
according to the Office of Childhood rules. Additionally, any licensing violations that are deemed to 
negatively impact child health or safety will be reported to the Office of Childhood.  

If OPEN staff and/or contractors/consultants witness licensing violations that constitute a threat to 
child safety, they are to complete an OPEN Initiative: Incident Report (Licensing Violation or Child Abuse 
and Neglect) form and submit it to the OPEN Director within one business day of the incident. 

If OPEN staff and/or contractors/consultants encounter situations of suspected abuse and/or neglect, 
they are required to call the CA/N hotline at 1-800-392-3738.  Staff may request assistance in reporting 
suspected child abuse and neglect by speaking privately with their supervisor.  After completion of the 
hotline call, they are to complete an OPEN Initiative: Incident Report (Licensing Violation or Child Abuse 
and Neglect) form and submit it to the OPEN Initiative Director within one business day of the incident.   

7. Communicating Appeals/Concerns 

Any individual may express a concern if not satisfied with services provided by OPEN.  All appeals must 
be submitted in writing. 
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Anyone with a concern may initiate the appeal process by submitting a letter explaining the issue or by 
submitting appropriate paperwork (e.g., course appeal form) provided.  Some appeals, such as 
education course appeals, may require specific supporting documentation as noted on individual forms 
related to the specific topic. 

The written letter of concern and/or appeal will be reviewed and a response will be sent in writing as 
noted in section 7.1 Timeline for Appeals.  If the issue is not satisfactorily resolved, an additional 
written statement explaining why further action is needed should be submitted. This next level of 
appeal would go to the Director of the Center for Family Policy and Research, or the committee 
providing oversight to the project.  

7.1 Timeline for Appeals 

Generally, OPEN staff will respond in writing to an appeal within ten business days from the time of 
receipt, unless otherwise noted in a particular section of this manual.  If special time consideration is 
requested, the request will be reviewed and granted if possible. 

8. Monitoring and Reporting Services 

OPEN will maintain all required records and make them available to funders for review as requested.   

OPEN reports to individual funders based on the timeline specified in each contract. 

Aggregate statistics are available upon request to the public at the discretion of the OPEN leadership 
team (OPEN Director and CFPR Director).  Note: Depending on the specific data request, inactive or 
incomplete participants or those who have not updated or conducted a transaction within a given 
period of time may be excluded from the data pull.  

9. Input from Participants and Stakeholders 
 
OPEN recognizes the critical role our customers (participants and stakeholders) have in the process of 
designing, implementing, delivering, and evaluating services.  OPEN strives to offer opportunities for 
MOPD Registry participants, as well as other stakeholders, to share their perspectives regarding the 
services provided by OPEN. 

III. MOPD ID (Public) 

1. Information Required for MOPD ID  

The MOPD ID is the workforce identifier used to the track professional development activities of early 
childhood, school age, and youth development professionals in Missouri.  The information required for 
the creation of this unique identifier is the individual’s first and last name, last five digits of the Social 
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Security Number, and date of birth.  The MOPD ID is generated by the system and is not based upon 
any digits included in the last five digits of the Social Security Number or date of birth.   

IV. MOPD Registry (Public) 

1. Enrollment Policies 

1.1 MOPD Registry Enrollment Methods and Requirements 

1.1.1 Paper Enrollment Form Requirements 

As of September 1, 2013, paper enrollments are only available to those who contact OPEN 
because they do not have access to a computer and/or the internet and request a paper 
enrollment form.  

1.1.2 Electronic Enrollment Form Requirements 
 
The completion of multiple data fields is required when an individual chooses to enroll in the 
MOPD Registry using the electronic version of the enrollment form.   An individual will not be 
able to complete the electronic enrollment process without supplying the required information. 

1.1.3 Agreement to the Terms of Service 

A signature (physical or electronic) which confirms agreement to the Terms of Service is 
required for participation in the MOPD Registry system.  OPEN staff members cannot accept a 
verbal confirmation in lieu of a signature. 

The participant’s signature indicates that he/she is verifying that all information provided is 
accurate, and that the participant has read, understands, and authorizes the outlined potential 
uses for his/her MOPD Registry data. 

1.1.4 Impact of Incomplete Information  

One of the main purposes of workforce data collection is to be able to gather enough quality 
data to allow for aggregate reporting and analysis.  The ability to provide state-wide data of this 
nature is paramount to research and policy work.  Poor quality data (incomplete records) 
hinder the larger purpose of workforce data collection.  Additionally, the ability to provide 
longitudinal data regarding the workforce is seriously compromised when an individual does 
not complete all of the requested data fields at the time of initial enrollment. 

Certain data fields are required to be reported in order to participate in the MOPD Registry.  If 
at any time an individual would like further explanation of why a particular data field is 
collected, they are encouraged to contact OPEN for further discussion. 
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1.2 Enrollment Completion and Processing 

Once an individual has completed the registry enrollment process, their enrollment information will be 
reviewed by OPEN staff for completion and will be processed in the order received. Currently, all 
enrollments are processed within 10 business days.  

 

 

1.3 Opting Out of Registry Membership  

OPEN will process individual requests to opt out of registry membership at any time.  When an opt out 
situation occurs, the individual’s registry-specific data will be archived in the data system in case 
he/she chooses to reinstate his/her participation in the registry, but it will not be used for any purpose.  
The MOPD ID will remain active regardless of registry status.   OPEN reserves the right to complete the 
opt out process in the event that the registry member is unable to be contacted after multiple 
attempts.  If the individual does contact OPEN at any time and expresses an interest in active 
membership, they will be opted in at their request. 

1.4 Registry Members and Employment 

Employment status does not impact an individual’s ability to join the MOPD Registry or maintain 
membership. Individuals who are not currently employed will be excluded from most data analysis 
because the employment information is often a critical variable.  Termination of employment status 
may be provided by the participant, an individual with program level access, or by notification from the 
Section for Child Care Regulation that the program has closed.  Individuals are encouraged to update 
employment information on the Toolbox.  If this is not possible, participants may contact OPEN 
Initiative via phone, fax, or email. 

1.4.1 Termination of Employment 
 

Individual MOPD Registry members are encouraged to keep their member profile up-to-date 
using the Toolbox. In the event that an individual is no longer employed at a particular program 
and they have not updated their profile, any individual with program level access can edit an 
individual’s employment record. 

 
Additionally, OPEN receives organization-level data from state data partners, including data 
about programs monitored by the Office of Childhood.  If an organization is designated as 
closed by the Office of Childhood, all individuals with an active employment status with that 
organization will have an automatic change to their employment status as of the date on record 
with the Office of Childhood. 

1.5 Active and Non-active MOPD Registry Membership 
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Individuals are encouraged to review and update their Registry information regularly and, at the very 
least, annually.  A MOPD Registry member who has confirmed or updated personal, employment, 
training and/or education information retains active member status.  Members who have not 
confirmed or updated personal, employment, training and/or education information are considered 
non-active members. Once in the MOPD Registry system, individuals may update their contact and 
employment information online. If this is not possible, information may also be updated via phone, fax, 
or email. Education and credential information must be submitted to OPEN for review prior to being 
updated.  Education and credential information may be uploaded online or faxed, emailed, or mailed 
to the OPEN office.  Training information tracked through the Missouri Workshop Calendar or from 
OPEN’s data partners will be transferred to OPEN electronically. OPEN will continue to accept and data 
enter training certificates that meet required parameters until Missouri’s Professional Development 
Electronic Training Management System has been completely implemented across the state. 

1.5.1 Transaction Records 

Transaction records are kept throughout the database to determine the most recent update to 
core person, employment, education, and training information.  Transaction dates may be used 
to exclude particular individuals from certain data requests based on the parameters of the 
request. 

1.6 Processing Change of Information Requests 

MOPD Registry participants are able to update personal contact, demographic and employment 
information at any time via the Toolbox. Changes to personal identifying information, education, 
credential, and training information requires review by OPEN staff.  Updated information can be 
viewed by MOPD Registry participant via the Toolbox.  

2. Education, Credential, and Training Policies (Public) 

2.1 Education, Credential, License, and Training Information must be verified 

At the time of enrollment in the MOPD Registry, the participant is required to report their highest level 
of education.  OPEN requests the submission of transcript, credential, license, and training information 
for verification purposes prior to entry into the MOPD Registry data base.  

2.1.1 History and Assignment of Education Matrix Designation 

As the National Workforce Registry Alliance began the process of formalizing a guide for multi-
state data analysis and preparing best practice recommendations for data collection in the early 
2000s,  there was much discussion about how to assure that the most accurate and consistent 
education data could be collected.  Because of the significant variances in establishing degree 
criteria between states, it was decided that the best approach for collecting consistent data 
would be to review and evaluate education documentation at the course level rather than the 
degree level. 



 

Revision September 2021 

                                                                                                        Page 23 of 27 

 

In an effort to comply with the National Workforce Registry Alliance’s recommendations, as 
well as to create a meaningful tool to be used throughout the state in regards to reporting 
education information for those working in the early childhood and school-age professions, the 
Education Matrix was created.  It is used today as a tool for validating education information for 
those seeking to earn Missouri’s Director’s Credential and NAEYC Program Accreditation. 

2.1.2 Acceptable Documentation for Verification of Education and Assignment 
of Education Matrix Designation 

Official and unofficial transcripts (or copies thereof), as well as grade reports, are accepted as 
educational documentation. Documents may be uploaded online or received by mail, 
scanned/emailed, or by fax. College credits must appear on documentation issued by the 
college or university. This can be an official transcript, unofficial transcript, or a grade report 
that includes the following information printed as part of the original document content: 

Name of School (in full) 

Name of student on every page 

Semester Completed 

Course Code 

Course Name 

# of credits 

Grade earned 

In progress credits labeled (if applicable)  

In very few cases, it is possible to accept a degree diploma along with transcripts as verification 
that a degree has been conferred.  If the transcript received is full and complete in all aspects 
but the degree has not yet been recorded, it is acceptable to take a copy of the diploma if the 
date on the diploma corresponds with the ending date of the transcript.  An example of this 
would be if someone just graduated and requested a transcript with their final grades, but the 
school had not yet had time to add his/her degree to the transcript. 

2.1.3 Acceptable Documentation for Verification of Credentials and Licenses 

Original or photo copies of credentials may be uploaded online, mailed, scanned/emailed, or 
faxed to the OPEN office. 

2.1.4 Acceptable Documentation for Verification of Clock Hour Approved 
Trainings   
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OPEN continues to receive training data from a variety of sources, including data exchanges 
with approved partners, as well as submissions by individuals or directors.  

 
2.1.4.1 Data Exchanges 

OPEN negotiates Memorandums of Understanding for data exchanges from approved 
training sources.  The source of training data is noted on the training reports. 

2.1.4.2 Training Certificates 

Original or photo copies of training certificates that are approved, but do not meet the 
criteria for electronic tracking may be mailed, scanned/emailed, or faxed to the OPEN 
office.  OPEN will return certificates that they will not enter with information explaining 
how to utilize the electronic training verification system. 

2.1.4.3 Date Range for Submission of Training Data 

OPEN collects training data for the current and previous calendar year. 

2.1.4.4 CDAs and Course Conversions to Clock Hour Credit 

12 clock hours are granted to any individual who submits an initial CDA certificate or 
CDA renewal certificate that was granted in the current or previous calendar year. In 
addition, OPEN will review official transcripts (or copies of official transcripts), unofficial 
transcripts, and grade reports for the purpose of converting courses to clock hours to 
fulfill the annual clock hour training requirement (see 2.1.2). An acceptable course 
completed in the current or previous calendar year will be added to the individual’s 
clock hour training record. 

2.2 Higher Education Institution Accreditation  

As recommended by the National Workforce Registry Alliance, college courses to be evaluated for 
Education Matrix determinations must be completed at an institution that is regionally accredited as 
defined by CHEA (www.chea.org). 

Course hours obtained at non-regionally accredited higher education institutions will not be 
honored.  These courses will be entered into the system but marked as non-regionally accredited.  The 
participant will be notified that the non-regionally accredited coursework is not recognized. 

If transfer hours are shown on an accredited institution’s transcript, but the original institution is 
entered as “Institution Unknown” or is unaccredited, the transfer hours will count as accredited if the 
accredited institution gave credit for the hours.  The institution will be entered as “Unaccredited but 
accepted by an accredited institution.” 
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Note: Participants may unknowingly submit degree information and transcripts from “diploma 
mills”.  Participants will be notified that the document submitted does not meet OPEN’s criteria.  
The information will be entered as an unaccredited institution for the purpose of tracking the 
frequency of non-regionally accredited coursework. This does not meet the definition of fraud 
and corrective action is not taken in these cases.  

2.3 MOPD Registry Only Review of College Courses for Education Matrix Designation, 
Business Credit Recognition, and Credit to Clock-Hour Conversion 

Each education document is reviewed to determine the number of early childhood (EC) and school age 
(SA) courses that support the Core Competencies for Early Childhood and Youth Development 
Professionals: Kansas and Missouri.  The number of EC or SA course credits will determine the 
individual’s designations on the Missouri Education Matrix.  Each participant will receive two 
designations on the Missouri Education Matrix; one for EC and one for SA.   The number of approved 
course credits may also inform the requirements for other initiatives such as accreditation. 

Education documents are also reviewed to determine the number of business courses that have been 
completed by an individual.  Courses that are counted separately in the business category are general 
in nature and do not count towards an EC or SA designation on the Education Matrix because they do 
not meet the criteria that a course must be directly beneficial to the professional and at least 50% of 
the course content must directly relate to EC and/or SA as related to the Core Competencies. Similarly, 
courses are reviewed for Infant/Toddler (I/T) specific credits. These I/T credits may count for EC 
credits, and do not appear on the Education Matrix as I/T specific credits.  

Additionally, each education document is reviewed to determine eligibility for converting course 
credits to training clock hours for the current and previous calendar years. 

2.3.1 Selection of EC and SA Approved College Courses 

The term ‘approved college courses’ refers to college coursework that supports one or more 
content areas from the Core Competencies for Early Childhood and Youth Development 
Professionals: Kansas and Missouri. 

The Core Competencies are: 
1. Child and Youth Growth and Development 
2. Learning Environment and Curriculum 
3. Observation and Assessment 
4. Families and Communities 
5. Health and Safety 
6. Interactions with Children and Youth 
7. Program Planning and Development 
8. Professional Development and Leadership 
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Many courses count for both the Early Childhood and School Age Education Matrices because 
the content relates to both early childhood and youth development. Examples of differences 
between the course lists include Infant/Toddler courses only counting toward the early 
childhood portion of the Education Matrix and adolescent-focused courses in Parks & 
Recreation, Juvenile Justice, and Adolescent Development only counting toward the school age 
portion of the Education Matrix.  

OPEN maintains documentation of courses that have been reviewed for EC, SA, I/T, and 
Business credits.  These lists are NOT exhaustive as the potential number of courses that could 
be considered is far too large.   

  2.3.1.1 History of the EC and SA course lists 

The original EC and SA course lists resulted from committee work (EC with the Office of 
Childhood and SA with MASN) and were based on the first edition of the Core 
Competencies which were separate documents for early childhood and youth 
development.  The lists were created to accommodate the varied educational pathways 
that professionals take to enter the field of early childhood and school age and youth 
development.  The field of early childhood has become more defined over the last 15 
years, resulting in the EC course list becoming more specific.  Revisions to the EC course 
list took place in 2003 and 2007.  Because the school age/youth development fields 
accommodate a variety of entry points, the committee allowed for a broader list of 
courses to be counted.  As the school age fields become more defined, the course list 
will be reviewed and revised accordingly. 

2.3.1.2 Adding Courses to the Course List 

Additional approved EC, SA, Business, and I/T courses are added by OPEN’s transcript 
review staff based on information found in the course description in the institution’s 
catalog.  In order for a course to be added to the EC and SA approved lists, the course 
must be directly beneficial to the professional (i.e., will the course provide knowledge 
and/or skills that he/she can take directly into the program), and at least 50% of the 
course content must directly relate to EC and/or SA as related to the Core 
Competencies.   

If sufficient information (i.e. course title, course description, or syllabus) is unavailable 
to determine if the course should be approved, the course will not receive EC or SA 
credit.  The participant may appeal the decision as outlined in section 2.4.1. 

2.3.1.3 History of Change of Education/Re-review 

Any time additional education documentation is submitted by an individual, staff review 
documentation and make any appropriate updates.  Occasionally, groups of files are 
targeted for re-review.  A MOPD Registry participant can contact OPEN and request a re-
review of their education documentation at any time. 
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2.3.2 Courses Approved for Training Clock Hours 

Transcripts are also reviewed to determine eligibility for converting course credits to training 
clock hours for the current and previous calendar years.  

2.4 Appeal of Education Determinations 

OPEN currently allows for coursework appeals. 

2.4.1 Coursework Appeals 

Appeals for counting specific courses for EC and SA credit require additional 
documentation.  The appeal request and the documentation will be thoroughly reviewed 
before a decision is made about a specific course.  There are three options for supporting 
documentation for education course appeals:  

Syllabus:  If the course is a topics or issues course or a course that is not clearly child-related, a 
copy of the course syllabus can be provided as documentation that the specific course 
completed was early childhood or school age focused. 

Statement from Instructor:  If a copy of the course syllabus from the specific course completed 
is not available, a written statement signed by the course instructor may be submitted 
documenting that the course was early childhood or school age focused.   

Core Competencies: Additionally, you will need to list the specific Core Competencies covered 
in the course as outlined in the course appeal form.  

Once an appeal is received by OPEN, the registrant can expect a final decision within two 
weeks. The verdict of the appeal will be provided in writing to the registrant. However, OPEN is 
not responsible for delays in communication on the part of the educational institutions or 
organizations providing required verification and supporting materials, which may delay a final 
decision.   

END OF PUBLIC INFORMATION 


