Title I Personnel School Schedule/Caseload Instructions
1. A schedule must be completed for each Title I Instructional personnel.  This includes Title I Pre-K teachers, Classroom Size Reduction (CSR) Teachers, Interventionists, Graduation Coach, Restorative Practices Facilitator, Temporary Employees, and Master Teachers.  

2. When completing the schedule, include the activity, location, planning, lunch, bus duty, all other duties, and sign-in/out times.  The planning minutes must follow District guidelines.  The times must reflect an individual’s contractual minutes.  There cannot be any gaps in the times.

3. Caseload lists can be generated from JCampus.

4. Scan signed copies of each schedule and each caseload to your school’s Title I coordinator.  Keep original documents in the school’s Title I file at the school site.

5. All Title I personnel must adhere to their schedules promptly and consistently.

6. Please submit a revised schedule to your Title I coordinator if you have changes to your schedule.
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	Monday
(Include Subject Area, Grade, Time, & Location))
	Number of Students Served 
	Tuesday
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	Number of Students Served 
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(Include Subject Area, Grade, Time, & Location)
	Number of Students Served 
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	Number of Students Served 
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	Number of Students Served 

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Total Number of Students Served Daily
	
	Total Number of Students Served Daily
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