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PARENT AWARE – SETTING UP CLASSROOMS 
All licensed programs participating in Parent Aware are required to complete the Classrooms 
Tab in Develop. Classrooms are needed for each infant, toddler and preschool age group. 
Programs must also assign a Lead Teacher for each classroom. Family Child Care programs 
must create at least one classroom and assign a Lead Provider to that classroom. 

HOW TO SET UP A CLASSROOM 
1. After logging into Develop and selecting your organization profile, click on the 

Classrooms tab. 

 

2. Review the Classroom section to verify which classrooms are currently listed. Make 
sure the number of classrooms listed equals the number of classrooms created. 

 

3. To add a classroom, click on Add. To edit, click on the name of the Classrooms. 



Parent Aware - Setting up Classrooms 

Develop Help Desk 1/1/2026 
844-605-6938 or support@develophelp.zendesk.com 2 

 

 

4. When you add a classroom, you will need to enter a classroom name, start date, the 
hours the room is open, and the capacity. Click Save when finished. 

HOW TO ASSIGN A LEAD TEACHER 
1. Select the Classroom to edit.  On the Edit Classroom screen, click on the plus 

(+) sign next to Lead Teacher or Teacher to add a current employee. 



Parent Aware - Setting up Classrooms 

3  

 

2. Click on the Select button to add the individual to the classroom. 

If the Lead Teacher has not reported employment to the organization, they will 
not be listed. If the Lead Teacher does not have the title of Teacher, Education 
Coordinator, Assistant Director of Director reported, they will not be able to be 
assigned as Lead Teacher. 
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3. Enter the date the employee started as the Lead Teacher for the classroom and 
the hours worked per week. Click Next. 

4. Click on Return to go back to the Edit Classroom. 
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5. On the Edit Classroom page, it will confirm the save is complete.

6. To exit the Edit Classroom, scroll down and click Cancel. You will return to 
Classroom Tab. 
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