If staff have 2 or
more codes
and have
activities that
are not set in
firm schedule

\

Time and Effort Reporting

SPED finance manager give %
worksheet of staff to Sped Director

¥

SPED Director verifies/decides on the
method of time and effort to be completed

¥

Staff typical schedule collected by SPED
Director Admin Asst

« 3

If staff have 2
Codes/activities

\

4

SPED Finance Manager
sends a PARS time study
1x/mo that includes 2

weeks, Staff completes &
SPED Director Signs

Staff has their schedule
verified 2x per year* &
SPED Director Signs

If 100% SPED code & activities all day FALC SPED
Staff keep log of time
* gach class period
working on SPED goals
with students with IEP's

SPED Finance develops list of these staff. SPED

\

Staff are recoded if a 5%
or more varance oocurs.
Time will be recoded at the
end of the year if the
variance is less than 5%.

director signs o verify 2x per year for June — Dec
& Jan - Jun--see attachments




