

SAMPLE Document for Reporting Educational Assistant Schedules

Requirements needed:

1) Name of person being funded with Title dollars
2) Total hours an IA is working, including all funding sources (4 hours Title, 2 hours Building, for example)
3) Time, grade, content area, supervising teacher, where services are provided, and funding source
Sally Smith

Educational Assistant

7:00 – 2:45 

7.75 hours (6 hours Title/1.75 hours Building)
7:00 – 7:30

Data Entry for Title Tier 3 Progress Monitoring 




(supervising teacher -----; room -----)
7:30 – 7:45

Arrival Supervision in Cafeteria

7:45 – 8:00

Prep

8:15 – 8:45

3rd Title Math (supervising teacher ------; room -----)

8:45 – 9:15

2nd Title Math (supervising teacher -----; room -----)
9:15 – 9:45

4th Title Tier 3 Reading Intervention 

(supervising teachers -----; room ----- and ------; room -----)

9:45 – 10:15

5th Title Tier 3 Math Intervention

(supervising teachers -----; room ----- and ------; room -----)

10:15 – 10:30

4/5 Recess supervision (Title)
10:30 – 10:45

Break

10:45 – 11:00

Prep

11:00 – 11:30

3rd Title Tier 3 Reading Intervention 

(supervising teachers -----; room ----- and ------; room -----)

11:30 – 12:00

2nd Title Tier 3 Reading Intervention

(supervising teacher -----; room -----)
12:00 – 12:20

2/3 Lunch supervision in cafeteria (Title)
12:20 – 12:40

2/3 Recess supervision (Title)
12:40 – 1:00

Data Entry for Title Tier 3 Progress Monitoring

1:00 – 1:30

Lunch
1:30-2:45

Support for a blended classroom (building fund)
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