
Nonpublic Schools Webinar:

How to Navigate the OSSE 

SQUIRE System

OSSE Division of K-12 Systems and Supports

Nonpublic Payment and Nonpublic Monitoring Teams

Nov. 17, 2017



SQUIRE
Staff Qualifications Information Repository

November 2017



3

SQUIRE: General Overview

Data entry fields are organized into five Sections.

Today we will discuss and demonstrate:

Getting Started: Home Page

Nonpublic Staff Information Entry

Staff Specialties, Credentials, Licensure

Background & Restraint/Seclusion Info

Program Information Form
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SQUIRE: Home Page

HOME
• Add New Staff

• View Missing 

Credentials

• View Credentials 

Expiring within 30 Days
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SQUIRE: Staff Information Entry

Nonpublic Staff Entry

4 Types of Staff Records

1. Related Service Provider 

2. Teacher 

3. Direct Care Provider 

4. Administrator

5. Other
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SQUIRE: Staff Information Entry

Nonpublic Staff Entry:
• Add New Staff
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SQUIRE: Staff Information Entry

Nonpublic Staff Entry: Staff Information
Complete the applicable fields.  To save the staff info record, 

be sure to select the “Add School Provider Assignment” 

button.  



8

SQUIRE: Staff Information Entry

Nonpublic Staff Entry: School Assignments
The School Staff Assignments Section consist of 4 data entry 

fields:

1. Campus Assignment

2. Position

3. Employment Dates 

4. Employee Hours
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SQUIRE: Specialties Credentials Licensure

Specialties & Credentials: Credentials
The Staff Specialties section identifies staff license and 

certification  information

The following information is collected:

• Credential Number

• Credential Status

• Issuing Organization

• Date of Issuance and 

Expiration 

• Supervisory Information

• Credential Image 



10

SQUIRE: Specialties Credentials Licensure

Specialties & Credentials: Supervision

When you select the “Needs Supervision” box, additional 

fields display for supervisory details.

• Supervisory Start Date

• Supervisory End Date

• Supervisory Notes

• Supervisory Letter
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SQUIRE: Specialties Credentials Licensure

Specialties & Credentials: Upload Credential 

Image(s)

• File Uploads
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SQUIRE: Background Restraint Seclusion 

Additional Credentials: 

Background & Restraint/Seclusion 
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SQUIRE: Program Information

Program Information Form
Please update the existing Program 

Information form.  The last section at the 

bottom of the field has updated fields to 

reflect the appropriate information for 

the information sheet.  Previously the 

“Reported Incidents” section displayed 

fields for 14-15 data, it is now 15-16.
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SQUIRE: Updating Records

Updating Staff Records: Changes/renewals

• Open a record

• To update or change staff records click on the “Pencil” icon on the 

left margin
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SQUIRE: Updating Records

Updating Staff Records:

When an employee no longer 

works for your school, 

complete the “End Date” field 

in the “School Staff 

Assignment” section
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SQUIRE: Reports

Reports: Nonpublic Staff Homepage Report

This report is found on the Homepage of the Nonpublic Staff table.  This gives 

you a snapshot of your staff and any potential missing or expired information.
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SQUIRE: Reports

Reports: All Staff Info Report

The All Staff Info Report can be found by clicking on Reports & Charts at the top of the 

Nonpublic Staff table. This gives you more detail than the homepage report.  You can 

see all of the important dates for your staff’s certifications.
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SQUIRE

Database Access & Assistance contact Ms. Jackie Corsey at, 

Jacqueline.corsey@dc.gov

Provide the following information in your email request: 

Name, Email Address, Job Title, Telephone Number

Access & Contacts



Thank you!

Nonpublic Invoice Payment questions: 

Mgr. Yvonne Smith at, yvonneS.smith @dc.gov 

Nonpublic COA or Monitoring questions: 

Mgr. Dr. Edgar Stewart at, edgar.stewart@dc.gov


