CHILD GROUPS AND CLASSES

SuperFox has two handy ways of making collections of children. These collections are used for filtering printed
reports and register pages and for room planning.

Groups

A group is a collection of children that typically participate in an activity together. (Children who have lunch, use the
mini bus, etc.) Children can belong to more than one group.

Classes (These Are Your Rooms)

These are your rooms. If you want to you can use them more flexibly and combine them at quiet times of day,
so we have called them classes, like classes in a school who can and do share rooms on occasions.

A child can only be in one class at a time. For your convenience:

¢ You can set move dates for a child to move up from one class to another.
e You can set temporary variations where a child joins a different class for a day or two. (Taster sessions, etc.)

e You can combine classes to make better use of staff at quiet times of day.

Classes and groups are managed from: o

Go > Home > Family Details > Classes & Groups >

There are 5 tabs on the Classes & Groups form: f . . == R T
ti?*@l — i i — ¢

Child Groupings | Child Classes I Future Class I Combined Class Manager | Class Variations

Tab 1 - makes child groupings

Tab 2 - manages child classes (rooms)

Tab 3 - manages the children's move dates to the next class (room)

Tab 4 - puts together class combinations (e.g. 2 classes sharing a room at quiet times of day)

Tab 5 - manages class variations (taster sessions in the next room up, etc.)
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Addmg Grou pS Child Groupings | Child Classes | Future Class | Combined Class Manager I Class Variations

Add a new group, make a copy of a group, rename or delete a group using the buttons at the top of the form. You
can delete a group whenever you like, it is not in any way associated with the children's bookings.

' ™
Enter grouping/template title M
To ad_d a group click the New button R E—
and give the group a name.
Breakfast dub children j
oK ] ’ Cancel l[ Help ]
" oy

List of groups
Buttons to add, copy, rename and delete groups
Displayed age calculation date
4 . \ /
Child Groupings | C}qild Clazses | Future Class I Combined Class Manager | Class Variations |/ /
Child Groupings /
Grouping Title Members Show fge on date: 04 September 2012 E~
All week PM Free Entitlement 5
All week AM Free Fotilement 5
Breakfast dub child 12 ]
[
Delete
Avalable Children (71) Group Members {12)
Last Mame First Name D.o.B. Age Family Head = Last Name First Name D.o.B. Age Family Head
Rabhbit Daniel 13 Aug 2003 9 Rabbit, Mrs We = Beetle Raif 25Dec 2003 & Beetle, Mrs Alice
Anteater Colin 09 May 2006 & Anteater, MrP|__ Heron Percy 21Jan 2004 & Heron, Dr Carole
Ant Peter 09 May 2010 2 Ant, Miss Melis: Marmot Roger 29Feb 2004 8 Marmot, Mrs Mary
Barracuda Jaqueline 19 Aug 2009 3 Barracuda, Mrs Whale Jack 145ep 2003 8 Whale, Mr Joseph
Bison Mark 30 Mar 2004 8 Bison, Mrs Felic Badger Sarah 19 Mar 2003 9 Badger, Mrs Roxy
Beetle Rudolph 11Jun 2005 7 Beetle, Mrs Alic > Puma Jagues 08 Jun 2003 9 Puma, Mrs Pauline
Doormouse  Jessica 23 Nov 2007 4 Doormouse, Mr Squirrel Clarabel 06 Aug 2003 9 Squirrel, Mrs Sam
Chipmurik Charlotte 02Mov 2006 5 Chipmunk, Mr [ = Gecko Edward 255ep 2006 5 Gecko, Ms Jasmine
Dolphin Clivia 27 Jul 2007 5 Dolphin, Mrs C: Macague Fon 29 May 2007 5 Macague, Mrs Can
Cod Hannah 05 Apr 2008 4 Cod, Mrs Trace Bear Melanie 120ct 2005 & Bear, Mrs Susan
Fox Harry 23 Now 2009 2 Fox, Mrs Alisor Tapir Tony 26 Jun 2005 7 Tapir, Mrs Tamsin
Firefly Linda 15 Apr 2006 6 Firefly, Mrs Cla Whale William 14 Aug 2005 7 Whale, Mr Joseph
Goose Samantha 02 May 2011 1 Goose, Mrs Rel
i m | 3 €| m | 3

To move children in and out of the group you just need to select the children appearing in the two lists and use the
arrow buttons to move them in and out of the currently selected group.

(Group members are in the group, Available Children are not in the group.)

The arrow buttons work as follows: Moves all children. Moves selected children

Note: Double clicking on a child’s name will also move it to the opposite list.
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Selecting Children In A List

When you are setting up group and classes you can sort the list columns by clicking on the column titles.

You can select children to move in and out of groups and classes as follows:

1. A single child by clicking on their name
2. A range of children click the first child, hold down the shift key on your keyboard and click the last child.
3. A collection by clicking the first child, hold down the Ctrl key on your keyboard and click the other children.

Classes

Classes are your setting rooms. You can optionally combine classes in the same room at quiet times of day so we
have called them Classes rather than rooms. The key printed reports can be produced for a given class, this gives
you:

e Room-specific registers.
e Room-specific children's reports, medical & dietary notes, emergency contacts, etc.

¢ Room-specific timelines

SuperFox stores the child's Current Class, and a Future class to be used for the child from a given date.

Addlng Classes Child Groupings | Child Classes | Future Class | Combined Class Manager I Class Variations

Classes are added, renamed or deleted from the Child Classes tab.

Child Groupings | Child Classes | Future Class | Combined Class Manager | Class Variations
Show age on date: 04 September 2012 B~
The upper part of the form is used to ") By Age (monh) o To:[12
filter the children displayed in the © 8y Age (vear) 0 5
lower part of the form. © Find Clacs By Chid: J/
Class Members Class Members
Under 25 - Twos -
LastName  First Name D.oB. Age FamiyHead - LastName  First Name D.0.8. Age FamiyHead
Beetle Ralph 11Apr2012 0 Beetle, Mrs Alice Ant Peter 09May2010 2 Ant, Miss Melissa
Cod Diana 15 Aug 2012 0 Cod, Mrs Tracey Anteater Anita 25 Jun 2010 2 Anteater, Mr Peter
Cougar Carmel M5ep20i1 0 Cougar, Miss Cath Cougar Craig 171n2010 2 Cougar, Miss Catherin
The form WOI'kS by Selecting Children Dingo Benjamin 18AUg 2012 0 Dingo,MrsDee = Dingo Davey 22 Jun 2010 2 Dingo, Mrs Dee
. Doormouse  Jerry 16May 2012 0 Doormouse, Mrs Al = Goose Dermot 285ep2003 2 Goose, Mrs Rebecca
and mOVIng them betWeen the two Ferret Fifi 185ep2011 O Ferret, Mrs Fiona o Mayfly Jane 14Nov 2009 2 Mayfly, Mrs Alison
lists bel Fox sally 050ct2011 0 Fox, Mrs Alison Fox Harry 23Nov 2005 2 Fox, Mrs Alison
ISTS below. Hedgehog  Henry 175ep 2011 0 Hedgehog, Mrs Ha
Kangaroo  Kylie 30Aug2012 0 Kangaroo, MsKath
(lee Setting Up groups ) Kingfisher Bonita 01un2012 0 Kingfisher, Mr Calv
. Liama Annabelle 163u2011 1 Llama, Mrs Lovise
Sparrow Jack 24002011 1 Sparrow, Mrs Susic —
« i B « L v
Rename Class | | Delete Class Rename Class | | Delete Class |

You can choose the contents of the lower two lists to be:
o Members of an existing class.

e Children who are not yet assigned to a class (called Available / Unassigned Children)

&
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Enter grouping/template title @

To add a new class click on the New button at the

bottom of the form and give the class a name EuEraszraiE
(your room name). Under 2s |
The class will be added to the list of available ok || cancdl J[_Hep |

classes you can use.

Use the drop-down lists in the Class Members part of the form to display the current contents of the classes or the
Available / Unassigned children.

Child Groupings | Child Classes | Future Class | Combined Class Manager I Class Variations
Filter children for Available / Remaining Children (see below)
Show age on date: 04 September 2012 B
() By Age (month) o To: | 12
() By Age (year) [1} 5
() Find Class By Child: J
Class Members Class Members
Under 2's V] Twos -
Last Name First Name D.o.B. Age Family Head - Last Name First Mame D.0o.B. Age Family Head
Beetle Ralph 11 Apr 2012 0 Beetle, Mrs Alice Ant Peter 09 May 2010 2 Ant, Miss Melissa
Cod Diana 15 Aug 2012 0 Cod, Mrs Tracey Anteater Anita 25 Jun 2010 2 Anteater, Mr Peter
Cougar Carmel 20 Sep 2011 0 Cougar, Miss Cathu Cougar Craig 17 Jun 2010 2 Cougar, Miss Catherin
Dingo Eenjamin 13 Aug 2012 0 Dingo, Mrs Dee = Dingo Davey 22 Jun 2010 2 Dingao, Mrs Dee
Doormouse  Jerry 16 May 2012 0 Doormouse, Mrs A1 __ Goose Dermot 28 Sep 2009 2 Goose, Mrs Rebecca
Ferret Fifi 18 Sep 2011 0 Ferret, Mrs Fiona Mayfly Jane 14 Nov 2009 2 Mayfly, Mrs Alison
Fox Sally 09 Oct 2011 0 Fox, Mrs Alison — Fox Harry 23 Nov 2009 2 Fox, Mrs Alison
Hedgehog Henry 17 Sep 2011 0 Hedgehog, MrsHal
Kangaroo Kylie 30 Aug 2012 0 Kangaroo, Ms Kath
Kingfisher Bonita 01 Jun 2012 0 Kingfisher, Mr Calv
Llama Annabelle 16 Jul 2011 1 Llama, Mrs Louise
Sparrow Jack 24 Jul 2011 1 Sparrow, Mrs Susie -
€ 1 3 < / 1 3
’ Rename Class ] ’ Delete Class ’ Rename Class ] ’ Delete Class ]

Select the children in the lists you have displayed and move them between the lists using the arrow buttons in the
same way as for the Groups.

You can narrow the number of children displayed in the ‘Available / Un-assigned Children’ list by using the age
filters at the top of the form. This makes it easy to put children into a class, for example, by using their ages at the
beginning of term.

You can easily move the children between classes, or the ‘Available / Un-assigned Children list by double clicking
on their names or selecting and using the arrow buttons as described for groups on the previous page.

Note: there is no ‘Duplicate’ button for classes as children can not be in more than one class at a time.

The classes that you set up here are the children’s current classes. You can also set up ‘future class’ on the Future
Class tab for each child and a date on which they will move into the future class.
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Moving Children Between Classes

You might want to move children between classes on given dates, or on their birthdays. There are several ways to
move the children.

¢ Individually from the Child Additional Details tab in the Family Centre or Children form. You can specify their
next class and a specific date to make the class move.

o As selections of children from the Classes and Groups function’s Future Class tab. Here you can choose to
move the children on their next birthdays or on a specific date.

e You can also move the children to new classes temporarily (for taster sessions in the next class up) from the
Classes and Groups function’s Class Variations tab. This is a simple calendar clicking exercise.

All three options are described in detail below.

Moving Class From The Child Additional Details Tab

You can set up a move date in the Family Centre for individual children. This is a good place to go if you are dealing
with just one or two children’s details.

Go > Home > Family Details > Family Centre > (choose a family) > Child Additional Details >, or
Go > Home > Family Details > Children > (choose a child) > Child Additional Details >

Start by choosing a child. The form will show the child’s current class, in this case Twos.

Child Details | Child Additional Details
Children Additional Child Details

LastName  FirstName * Key person: Nightingale, Mrs Rebecca (13 Apr 19
Ant Adam
Ant Peter Join Date: 04 September 2012 E-
Anteater Anita
Anteater Caolin [CLeave Date:
Badger Elizabeth = N
Badger Sarah Current Class: [Twns "’]
Barracuda Jagueling Mave tao: [}Plus - ]
Barracuda Kelly
Bear Melanie on 09 May 2013 B~
Beetle Raif

To set up their next class move click on the ‘Move to:’ box.

Now choose their destination class and a date to make the move. The chosen date is the date on which they
will arrive in the next class. Remember to press ‘Save’ to save the change.

This child will be handled as being in Twos before the move date and in the 3-Plus class on and after the move
date
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Moving Class From The Future Class Tab

| Child Groupings | Child Classes | Future Class | Combined Class Manager | Class Variations
[

Multiple children can be moved between classes together using the Future Class tab on the Classes & Groups form:

Home > Family Details > Classes & Groups > Future Classes tab >

This is a good choice if you have a common room move date, or if children move on their birthdays.

| child Groupings | Child Classes | Future Class | Combined Class Manager | Class Variations
Filter children for Available / Remaining Children {see below)

@ all Children Show age ondate: 04 September 2012 B

) By Age (month) From: | 0 | To: | 12 | Manths

() By Age (year) From: | 0 | To: | 5 | Years

() Find By Current Class: I j

Class Information

Last Name First Name D.0.B. A... FamiyHead Current Class Move Date Future Class &

Wombat Tim 06 Jun 2011 1 Wombat, Miss Wendy Under 2's 06 Jun 2013 Twos

Zebra Deborah 15 Aug 2011 1 Zebra, Miss Mikki Under 2's 15 Aug 2013 Twos

Ant 09 May 2010 2 Ant, Miss Melissa Twos 09 May 2013 3-Plus

Anteater 25 Jun 2010 2 Anteater, Mr Twos 25Jun 2013 3-Plus

Cougar 17 Jun 2010 2 Cougar, M atheri Twos 17 Jun 2013 3-Plus

Dingo 2 Twos 22 Jun 2013 3-Plus

Fox 2 Twos / 3-Plus

Gooss 2 Twos 28 Sep 2012 3-Plus

Mayfly 14 Mov 2009 2 Mayfly, Mrs Alison Twos 14 Nov 2012 3-Plus

Barracuda Jaqueline 19 Aug 2009 3 Barracuda, Mrs Louise - NA ——

Dolphin James 17 Jan 2005 3 Dolphin, Mrs Catherine 3-Flus B - ) | 1

Ferret Frankie 27 Jun 2005 3 Ferret, Mrz Fiona 3-Plus —MfA — ——NA ——

Halibut Jason 13 Dec 2008 3 Halibut, Mrs Philipa 3Plus —MNA —- ——NA-—

Halibut Sophie 13 Dec 2008 3 Halibut, Mrs Philipa 3Plus —MfA —- ——NA-—

Kingfisher Consuela 15 Jun 2009 3 Kingfisher, Mr Calvin 3Flus —MNfA—- ——NA-— -
Remove Future Class ] [ Change Future Class

-

Change Future Class

==

To use the form, filter and sort the displayed list of
children then select the children to change in the

Class Name

Twos
Under 2's

usual way.

Click the 'Change Future Class' button to select
the children's next class from the displayed list.

You can now choose to use a specific move date

Change Occurs:

(@) On Birthday

") On Date:

or to move the children on their birthdays.

Wed, 04 July 2012
You could also use the 'Remove Future Class'

[ oK ” c button to remove the Future Classes for the
selected children.
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Classes And Ratio Planning

SuperFox uses classes to calculate the number of staff required in the setting. It also uses them to perform the
calculation the other way around to check on spare capacity. The classes do not need to align with Ofsted age
bands, although in many settings they will align in this way.

SuperFox will assume that a class occupies a room of it's own and that it will be staffed accordingly. The classes
can contain more than one Ofsted age band. (E.g. many smaller settings operate in a single room.)

If you have a quiet time of day, like early morning or late evening you might choose to combine more than one class
into the same room. In this case you can combine the classes using the Combined Class Manager.

Combined Class Manager

| Child Groupings | Child Clazzes | Future Class | Combined Class Manager | Clazs Variations
I

You only need to set up combined classes if you intend for more than one class to share a room during the day. The
combined classes can be used to filter register and printed report pages and timelines.

(They will also be used for ratio and capacity calculations if any combined classes are scheduled for use.)

| child Groupings | child Classes | Future Class | Combined Class Manager | Class Variations |

Combinations

Included Classes

Mame

Mame

3Plus Under 2's

Twos Twos

Under 2's

Original
classes

The Juniors combined class
is made up of original
classes Under 2's and Twos

’Rename ] [ Delete ]

]

Your original classes will appear in the list of class combinations that you can use. To add a new combined class
use the Add button.

Select the entry in the 'Combinations' list and use the 'Add Class' button to add one or more of your original classes
to the list of classes making up the combined class. (You cannot add extra classes to your original classes.)
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Class Variations

| Child Groupings | Child Classes | Future Class | Combined Clazs Manager | Class Variations
[

If a child goes to a different room temporarily (e.g. for a taster session) this can be set up from the Class Variations
tab.

Scroll the calendar to show the dates in question and select the child you need from the sidebar.

Next click on the calendar to select the days for the variation (they will turn purple). Now right click on one of the
selected days and choose:

'Add Class Variation to Selected Dates'

|Class Variations - | [ﬂ] Calendar Options
E] Maonth View
i Filters
|easetdnn| |toncte ictens) [tz
Monday | Tuesday | Wednesday | Thursday | Friday | Sat/Sun |
September 1
2
8
Marrow View
Widen View 3
- - Add Class Variation to Selected Dates l} ] () All Children
Remove Variations from Selected Dates | @) Individual Child
Print Calendar 16 [A.nt,hdam(l&.&ug 2007) v]
17 18 19 20 21| 22
© ™y
Add Class Variaticn u
You will be asked to choose the child's class for these days
from the list of original classes.
Class Mame
Select the class and click on 'OK'". Twos
Under 2's
In year or month view the calendar day will change colour
to green to show the variation has been saved.
4 3 & [ ok ][ cancel
N oy

11 12] 13

Wednesday, September 05
[ Jerry Mickey Doormouse - Class: Under 2's, Variation: Twos |

In Week view the calendar will list the day's
variations. The child will be treated as if they are in
the variation class for the day - included in the
register page for the variation class for the day, etc.

Here Jerry is visiting the Twos class on 5th
September, his normal class is the Under 2's.
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