4

SPLECIAL SCHEDULING

CHECKLIST
Part 2

ELEMENTARY

(2026-202%)




O CCPS |52 FEcus
Elementary Special Scheduling Checklist — Part 2 (2025-2026)

Table of Contents

TRINGS YOU WIll NEEA ... ..ot e e e et e e e e e e e e e e ettt e e e e e e e e e e ataa e e eaaeas 3
Review Data ColleCtion ShEEtS......... oot a e e e e e e et e e e e e eaeeeennes 4
Completing the Section Room Assignment Sheet.............ooooiiiiii e 4
Primary INStructor FIeldS ... 4
Inclusion Tab VS. CoUrses & SECHONS..........iiiiiiiiiieee ettt eeeeees 5
LI =3 LT3 0= 1o TR = 1o 5
Creating INCIUSION SECLONS .....ooviiiiii it e e e e e et e e e e e e e e a et e e e aaaeas 5
Assigning Students to Inclusion Sections Created using the Inclusion Tab...........ccccccoooiiiiiinnnn. 5
Removing an Inclusion Section from a Students Schedule ...............cccooooii 7
Assigning Students to Inclusion Sections Created using Courses & Sections .............ccevveiiiiieenieennns 8
Verify and Update the Students Schedule ... 8

o I [T =Y =3 o PO URRPPPPRRRIN 9
Resource and Reading COAChES .........coii i 13
SPECIAI EUCALION ... et e e e e e e e e e e e e e e e e e eaaa 18
Speech, Language, OT, PT, Hearing, and ViSION ..............uuuuuuuuiiiiiiiiiiiiiiiiiiiiiiiieeeee 23
FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling) Page 2 of 28

Collier County Public Schools Revised 8/27/2026



W CCPS

Elementary Special Scheduling Checklist — Part 2 (2025-2026)

Things you will need

F@cus

School Software

e Student Support Facilitators and Therapy Service Teacher list for each grade level (including PK
if applicable)

o Updated school map
e Completed Data Collection Sheets (where applicable)
e Section Room Assignment Sheet

You have the option to use either the Inclusion tab or create individual course sections. Below is the
basic outline if you are creating individual course sections.

Teacher: ELL Immersion

1.

Create Courses

2. Create and Copy Sections
3. Verify Sections

4.

Add Course to Students Schedule

Teacher: Resource

S

Create Courses

Create and Copy Sections

Verify Sections

Add Course to Students Schedule
Delete Days No Services Received
Update Class Weekly Minutes

Teacher: Special Education

NogRr~WN >

Create Courses

Create and Copy Sections

Verify Sections

Add Course to Students Schedule

Update Student Exceptionality Code on Schedule
Delete Days No Services Received

Update Students Current Minutes on ESE Tab

Teacher: Speech, Language, OT, PT, Hearing, and Vision

NoOR~WN >

Create Courses

Create and Copy Sections

Verify Sections

Add Course to Students Schedule

Update Student Exceptionality Code on Schedule
Delete Days No Services Received

Update Class Weekly Minutes
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Review Data Collection Sheets
Review your data collection sheets, determine which sections you will use, and write them down on
your Section Room Assignment Sheet.

Completing the Section Room Assignment Sheet

ELL/Immersion/Resource Teacher = Language Arts courses - unless otherwise stated on the sheets.
OT/PT or Vision/hearing = Social Studies
Speech/Language = Science

Sections are to be numbered using the teacher number the first 3 digits and A M for the 4" digit.

For example 412A means this is the inclusion section for the Grade Level teacher with section short
name 412,

Inclusion (1) vs. Pull Out (G)

G Individual or Small Group Instruction — Teacher meets with an individual student or small group of students in a
separate classroom setting.

| In-Class One-on-One — Teacher meets with an individual student or small group of students on an individualized
basis within a traditional classroom but not as a co-teacher.

https://www.fldoe.org/core/fileparse.php/20844/urlt/2526-171525.pdf

Primary Instructor Fields

Confirm whether or not primary instructor should be checked (yes) or unchecked (no) for the following.
ELL Immersion (G/l) G, YES - they are the only teacher in that room working on that course with
those students

ESOL Course 5010017 YES — regardless if they are a G or |

Resource (G/l) G, YES - they are the only teacher in that room working on that course with those
students

ESE (G/l) G, YES - they are the only teacher in that room working on that course with those students
Speech, Language, OT, PT, Vision, Hearing (G/l) (YES)

Co-Teachers (YES)

FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling) Page 4 of 28
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Inclusion Tab vs. Courses & Sections

You have the option to use either the Inclusion tab or create individual course sections. Keep in mind,
the inclusion tab can only be used once for a course section. This includes both regular and special
scheduling. Therefore, this may present the need to incorporate both methods. Decide on the method
that is right for you.

The Inclusion Tab

Sections built using the Inclusion tab will automatically subtract the Inclusion minutes from the
correlating course and will only need to be manually adjusted IF the individual student requires LESS
than %2 the minutes assigned. In this case, those minutes will need to be ADDED back to the correlating
course in the same period.

Do not create duplicate course sections. For example, duplicate usage of a short name in multiple
course sections using the inclusion tab (715a in room 2-102 and under another course section you
have used 715a in room 2-109). This type of error will not display as it does when creating sections
using courses & sections.

Creating Inclusion Sections Using the Inclusion Tab
If students will be receiving in-class support from Special Teachers (ESE, ELL Immersion, Resource,
etc.) for a course, you can use the Inclusion tab to create the Inclusion section.

From Courses & Sections:

1. Select the Subject, Course and Section that will have the Special Teacher assigned.
2. Click the Inclusion Tab.

a. Inclusion Teacher: Select the Special Teacher from the drop-down. The Teacher
History Log window will appear, click the X in the upper left corner to dismiss.
Gradebook Permissions: Select None, Read Only, or Modify.

Scheduling Method: Select “| — In-Class One-on-One”.

Team Teacher Training: Select “B-Has Training”.

Primary Instructor: No.

Report to DOE: Yes.

Course Number: Enter if different than Primary course number.

Section Number: Use the first 3 digits of the special teacher number and A-M for the 4"
digit.

i. Inclusion Minutes Weekly: Enter the standard minutes of 75.

j- Days: Select M, T, W, H, F then modify on the individual student’s schedule.
3. Click Save.

S@me a0 T

CoTeachers History Florida  Vocational/WDIS  Ind
Inclusion Teacher Permissions Scheduling Method P 9 Team Teacher Training

Bassing, Gisele Asalgado v | Read Only v | |- In-Class One-on-One v B - Has training v No ) 100E s 20202020 |(|meeaw@

Assigning Students to Inclusion Sections Created using the Inclusion Tab
If the Inclusion section was built using the Inclusion Tab, the inclusion section is added from the
student’s schedule.

FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling) Page 5 of 28
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From the Students Schedule:

1. Ared X will appear in the Inclusion column on the schedule indicating the course has an
inclusion section but the student is not assigned to it.

Course Period - Teacher
EIRST GRADE 00 00 - 100 - Danielle Manziano
MATH GR; 0101 - 100 - Danielle Manziano

MUSIC - GRADE 1

MUSIC - GRADE 1 0202 - TH - 100X - Austin Julio Gomez
ART - GRADE 1 02 02 - MW - 100 - Christina M Lonergan-Harris
ART - GRADE 1 02 02 - MW - 100X - Joanne Marie Rose.

ART-GRADE 1

PHYSICAL EDUC,
SCIENCE GRADE ONE
ANG ARTS GRADE

0202 -TH - 100 - Carol S Jensen

TION 1 0303 - 100 - Isaac D Fuller
04 04 - 100 - Danielle Manziano
05 05 - 100 - Danielle Manziano

06 06 - 100X - Danielle Manziano

SOC STUDIES 07 07 - 100 - Danielle Manziano
HEALTH - GRADE 1 07 07 - 100 - Danielle Manziano
Total

inclusion column.

ANG ARTS GRADE 1
LANG ARTS GRADE 1

05 05 - 100 - Danielle Manziana

05 05 - Bassing, Gisele

02 02 - MW - X100 - William P Saladino
0202 - F - 100 - Elizabeth Davis Nelson
0202 - F - 100X - Bobbi Bates Sutton

0202 - F - X100 - Dana Guske Morgan

Click the red X twice.
Click Save.
The inclusion section will

Meeting
Days

MTWHF
MTWHF
™

™

MW
MW
MW

F

F

F
MTWHF
MTWHF
MTWHF
MTWHF
MTWHF

MTWHF

MTWHF

Room

6-108
6108
2-105
2-105
11-104
11104
11-104
4-1008
4-1004
4-1004
3-101
6-108
6-108
6-108
6-108

6-108

Term

Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year
Full Year

Full Year

Enrolled

Sep1
Sep1
Sep1
Sep1
Sep 1
Sep1
Sep 1
Sep1
Sep1
Sep1
Sep 1
Sep1
Sep1
Sep 1
Sep 1

Sep 1

217
2017
2017
2017
2017
2017
2017
2017
2017
2017
2017
2017
2017
2017
2017

2017

Course
Number

5100070
5012030
501307
5013070
5001020
5001020
5001020
50020001
50020001
50020001
5015030
5020020
5010042
5010042
5021030

5008030

Section Dropped

100

TE
Winutes  gstimation|

Exclude Class
from  FEFP Number ELL Instructional Model

FTE Weekly
« 101 - K-3 Basic NA 0

A 130 - English for Speakers of Other Languages C - Mainstream/Incl - Core/Basic Subj Areas 300
ey 101 - K-3 Basic NA 50
x 101 - K-3 Basic NA 50
kS 101 - K-3 Basic NA 50

X 101 - K-3 Basic NA 50

x 101 - K-3 Basic NA 50
x 130 - English for Speakers of Other Languages ~C - Mainstream/Incl - Core/Basic Subj Areas 50

x 130 - English for Speakers of Other Languages - C - Mainstream/Incl - Core/Basic Subj Areas 50
X 130 - English for Speakers of Other Languages - C - Mainstream/Incl - Core/Basic Subj Areas 50

X 101 - K-3 Basic NA 150
X 130 - English for Speakers of Other Languages ~C - Mainstream/incl - Core/Basic Subj Areas 225
x 130 - English for Speakers of Other Languages | - Mainstreamvinc! - English 450
A 130 - English for Speakers of Other Languages | - Mainstreamvinc! - English 250
x 130 - English for Speakers of Other Languages - C - Mainstreamyincl - Core/Basic Subj Areas 200
v 101 - K-3 Basic NA 0

1975/
1925

8236

School Software

Inclusion

NIA

NA
NA
NiA
NiA

NA

NiA
NIA

NA

NA

NA

NA

be added to the students schedule with a green checkmark in the

6-108

Full Year Sep1, 2017 5010042

100

130 - English for Speakers of Other Languages | - Mainstreanyincl - English

130 - English for Speakers of Other Languages | - Mainstream/Incl - English

ars

1663

0313

«

«

Note: The green checkmark for the Inclusion section is controlled by the regular section.

applicable.

Update the Enrolled Date to the date services began.

Note: This date should not be left to the date in which it was physically scheduled. Be
consistent with the date usage.

7.

For special teachers (ESE), attach the exceptionality code to the course.

Verify and adjust the Meeting Days and Class Weekly Minutes for the Inclusion section if

Meetin: Course Exclude Class FTE Student
Course Period - Teacher Days 9 [Room  Term Enrolled INumber Section Dropped from FEFP Number ELL Instructional Model Minutes Estimation Inclusion Exceptionality|
v FTE Weekly Code
FIRST GRADE 00 00 - 100 - Danielle Manziano MTWHF |6-108  Full Year] Sep 1, 2017 §5100070 100 - « 101 - K-3 Basic. NA 0 N/A
MATH GRADE ONE 0101-100 - Danielle Manziano MTWHF |6-108  Full Year] Sep 1, 2017 5012030 100 - N 130 - English for Speakers of Other Languages C - - Core/Basic Subj Areas 300 1250 N/A -
MUSIC - GRADE 1 0202 -TH - 100 - Carol S Jensen TH 2105 Full Yea Sep 1, 2017 5013070 100 N x 101 - K3 Basic N/A 50 0209 NIA
MUSIC - GRADE 1 0202 -TH - 100X - Austin Julio Gomez TH 2-105  Full Year) Sep 1, 2017 [5013070 100X - -~ 101 - K-3 Basic. N/A 50 0209 N/A -
ART - GRADE 1 02 02 - MW - 100 - Christina M Lonergan-Harris | MW 11-104  Full Yeaq Sep 1, 2017 5001020 100 - P 101 - K-3 Basic. N/A 50 0209 N/A
ART - GRADE 1 02 02 - MW - 100X - Joanne Marie Rose Mw 11-104 Full Yeard Sep 1, 2017 |5001020 100X - " 101 - K-3 Basic N/A 50 0209 N/A -
ART - GRADE 1 0202 - MW - X100 - William P Saladino Mw 11-104  Full Year] Sep 1, 2017 |5001020 X100 - P 101 - K-3 Basic N/A 50 0209 N/A
INTROD TO CPTRS 0202 -F - 100 - Elizabeth Davis Nelson F 4-100B Full Year) Sep 1, 2017 [50020001 100 - A 130 - English for Speakers of Other Languages C - ;. Core/Basic Subj Areas 50 0209 N/A -
INTROD TO CPTRS 0202 - F - 100X - Bobbi Bates Sutton F 4-100A Full Yeaq Sep 1, 2017 150020001 100X - S 130 - English for Speakers of Other Languages C - Mair - Core/Basic Subj Areas 50 0209 N/A
INTROD TQ CPTRS 0202 - F - X100 - Dana Guske Morgan F 4-100A Full Year Sep 1, 2017 50020001 X100 - ~ 130 - English for Speakers of Other Languages C - - Core/Basic Subj Areas 50 0209 N/A -
PHYSICAL EDUCATION 1 03 03 - 100 - Isaac D Fuller MTWHF |3-101  Full Year] Sep 1, 2017 §5015030 100 - ~ 101 - K-3 Basic N/A 150 0625 N/A
SCIENCE GRADE ONE 04 04 - 100 - Danielle Manziano MTWHF |6-108  Full Year] Sep 1, 2017 5020020 100 - P 130 - English for Speakers of Other Languages C - - Core/Basic Subj Areas 225 0938 N/A -
LANG ARTS GRADE 1 05 05 - 100 - Danielle Manziano MTWHF §6-108 | Full Yeafl Sep 1, 2017 15010042 | 100 - X 130 - English for Speakers of Other Languages | | - - English 375 1563 </ -
LANG ARTS GRADE 1 05 05 - Bassing, Gisele MTWHF §6-108  Full \’4 Sep 1, 2017 FMO(M? 100E - X 130 - English for Speakers of Other Languages | - Mainstream/Incl - English 5] 0313 “
LANG ARTS GRADE 1 06 06 - 100X - Danielle Manziano MTWHF |6-108  Full Year] Sep 1, 2017 5010042 100X - ~ 130 - English for Speakers of Other Languages | - - English 250 1042 N/A
SOC STUDIES 1 07 07 - 100 - Danielle Manziano MTWHF  6-108  Full Year Sep 1, 2017 5021030 100 - ~ 130 - English for Speakers of Other Languages C - - Core/Basic Subj Areas 200 0834 N/A -
1975/
Total 1925 8237
FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling) Page 6 of 28
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Removing an Inclusion Section from a Students Schedule
From the Students Schedule:

1. Click the Green checkmark twice in the inclusion column by the primary course section.
Note: the checkbox field should be blank.
2. Click Save.
The inclusion section will be removed from the students schedule.

Demographic  Enroliment |Schedule] Requests Grades Gradebook Absences Activities Referrals Fees & Payments  TestHistory
Effective Date:| October v [2 v [2017 v Inc five Courses Course List. Weekly Flanner ‘
17 Classes | Customize Columns
Course Pariod - Teacher MSSINO poom Tem  Emvones  SSUIES, secton oroppes Erg‘é:”“' FEFP Number ELL Instructionsi Mods! faﬂi}:ﬂ.: ETE on inclision
ST GraDE 0000100 vt Margions MTUHE 5108 Fulves Sept 1 SO0 100 v wkasmc n . i
MATH GRADE ONE. 01 01- 100 - Danielle Manziano MTWHF  6-108  Full Year Sep 1, 2017 5012030 100 x 130 - English for Speakers of Other Languages € - Malnstreamiinel - Core/Basic Subj Areas 300 1250 NiA
MUSCOGRADEY  1202.TH- 10 Gorol 5 Jersem T 205 Follves Sept 2017 s0rOT0 100 K 0 Kamse i @ om o owa
MUSC.GRADEY  0202.TH.100K-AwiniiGemee  |TH 2105 Fulltew Sept 201 sarioTo 106 X 01Kamasi i 0 om
s67 cRape 1 0202 M0 - 100- Chisina W Loneganbaris | M 11-104 FullYoar Sep 1, 2017 5001020 100 X ks wa 0 am wa
ART-GRADE 1 02 02 - MW - 100X - Joanne Marie Rose M 11-104  Full Year Sep 1, 2017 5001020 100X x 101 - K-3 Basic N/A 50 0208 NiA
ART - GRADE 1 02 02 - MW - X100 - Wilkam P Saladino L 11-104  Full Year Sep 1, 2017 5001020 X100 X 101 - K-3 Baslc WA 50 0209 NiA
INTROD TO CPTR 0202 - F - 100 - Efzabsth Davis Melson F 4-100B Full Year Sep 1, 2017 50020001 100 > 130 - English for Spaakers of Other Languages. C - Mainstream/inc] - Core/Basic Subj Areas 50 0209 Nia
IIRGO TOCPTRS  1202-F - 100X. Bobbi Bate Sutan F o 40a Fulves Sept o SO o0 K 130 ik for Speskers of O Lanuages € - alesvemiol - CoroBasic St ress 51 009 A
INTROD TO CPTRS 02 02 - F - X100 - Dana Guske Morgan £ 4-100A Full Yesr Sep 1, 2017 50020001 X100 x 130 - English for Speakers of Other Languagss € - Mainstreamiinei - Core/Basic Subj Arsas 50 0209 MiA
PHYSICAL UCATION 1 03 03 - 100 - Isaac D Fuller MTWHF  3-101  Full Year Sep 1, 2017 5015030 100 x 101 - K-3 Baslc WA 150 0625 NiA
SCIENCE GRADE ONE 04 04 - 100 - Danislle Manziano WMTWHF  6-108  Full Year Sep 1, 2017 5020020 100 S 130 - English for Spaakers of Other Languages C - Mainstreamiinc] - Core/Basic Subj Areas 225 098 NiA
NG ARTS GRADE 1 9505 100 Daiete areions MToHE 58 Falves St 1 o100 R 120 Ergiah or Speskoes o O Lanuges, 1 Maarearaine g =

G 05 05 - Bassing, Gisele MTWHF  6-108  Full Year Sep 1 2017 5010042  100E e 130 - English for Speakers of Other Languages. | treamvinel - English 75 0313 o
ANGARTS GRADE T 0506 10X - Dol Moo MTVHE 6108 Fulvemr Sept 2017 SutIoG | 1o0x R 190 Eralan or Spohors o O Lanuagos 1 Malsteami - Engl ™ na A

School Software

Mass Update | 5]
ar-

Rouna/Extenden

Schaol Year

FTE

FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling)
Collier County Public Schools
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Creating Inclusion Sections Using Courses & Sections

Schools can also build separate sections for the Special Teacher as is done for the grade level
teachers and then add the section to the individual student’s schedule or Mass Add the course to a
group of students. Sections for HI, VI, Language, Speech, Occupational and Physical therapies are
created and assigned in the same manner.

From Courses & Sections:
1. Select the appropriate Subject and Course folder.
2. Inthe Section list, click the + (plus sign) at the bottom of the column to add a new section.
3. Complete the top part of the section information for the Special teacher in the same way as for
the grade level teacher, making sure to uncheck takes attendance and grade eligibility.

a. Inclusion Teacher Name: Select the Special Teacher from the drop-down. The
Teacher History Log window will appear, click the X in the upper left corner to dismiss.
Gradebook Permissions: Select None, Read Only, or Modify.

Scheduling Method: Select “| — In-Class One-on-One”.

Team Teacher Training: Select “B-Has Training”.

Primary Instructor: No.

Report to DOE: Yes.

Course Number: Enter if different than Primary course number.

Section Number: Use the first 3 digits of the special teacher number and A-M for the 4"
digit.

i. Inclusion Minutes Weekly: Enter the standard minutes of 75.

j. Days: Select M, T, W, H, F then modify on the individual student’s schedule.

S@me a0 T

4. Click the red save button after completing all fields.

Note: When assigning the section short name, it should start with the 3-digit short name of the teacher
in which it will be attached and include the letter A-M for the 4" digit. For example, 412A means this is
the inclusion section for the grade level teacher with section short name 412.

Assigning Students to Inclusion Sections Created using Courses & Sections
Students can be assigned to the separate Inclusion section individually or en mass using Mass Add
Course. Schedulers should verify/update Meeting Days and Class Minutes Weekly on the student’s
schedule after assigning the section.

The Inclusion section will be added to the existing student schedules. There will not be a red x on the
schedule in the Inclusion column because the section was not built using the Inclusion tab.

Verify and Update the Students Schedule:

1. Meeting Days: if not 5 days a week, adjust the meeting days on the Inclusion section
Enrolled Date: Update the Enrolled Date to the date when services began; this date should not
be left as the day it was physically scheduled. This will either be the 1st day of the current
school year if the student rolled from last year, or if the student was made eligible and placed
this school year, it should be the Placement date from the ESE tab
3. Class Minutes Weekly: should be 75;
4. Subtraction of Class Minutes Weekly: subtract the Inclusion section minutes from the correlating
section in the same period
5. Exceptionality Code: attach to Inclusion Section if section is for the Special (ESE) teacher
Note: If working from a list of students, use the search box or the small arrow next to the search bar at
the top right of the schedule to navigate to the next student OR click on “Back to Student List” to select
the next student.

FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling) Page 8 of 28
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ELL Immersion

Review your data collection sheets, determine which sections you will use, and write them down on
your Section Room Assignment Sheet.

Reminders:
o ELL Immersion Teachers will be scheduled as pull-out (G) or inclusion (1).
e ELL can be scheduled during Language Arts, Math, Science, and Social Studies. DO NOT use
PE, Lunch, or Related Arts sections.
¢ You can have more than one teacher in a room with different students, but you cannot have
more than one teacher with a single student during the same mod/period.

You will need to:
1. Create Courses
2. Create and Copy Sections
3. Verify Sections
4. Add Course to Students Schedule (Mass / Individual)

Course Information:
Create the appropriate course for all ELL Immersion teachers.

ELL Immersion Teacher
LY = Course# 5010017
Non-LY = academic course

If these courses are not listed you will need to create as needed.

Section Information:
Create the appropriate course section for each ELL Immersion Teacher.
Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

Sections are to be numbered using the teacher number the first 3 digits and A M for the 4 digit.

From Courses & Sections:

ELL Immersion Teacher

6. Select the appropriate Subject and Course folder. LY = Course# 5010017

7. In the Section list, click the + (plus sign) at the bottom Non-LY = academic course
of the column to add a new section.

FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling) Page 9 of 28
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Search | Saw

I c Mi—
. - ESOLELL oaname v

o (13 - - —

rrrrrrrrrr

= Optianal

Grades Calgnaar

N
R
N

Select the Teacher.

Enter the Room#

Beg =?? and End = ??

Bell Schedule = Regular Bell Schedule

Days: Select M, T, W, H, F then modify on the individual student’s schedule (as needed).

Seats = 25

Short Name = Teacher# ending with the proper suffix A-M

Course History Term = Full Year

Takes Attendance = N (uncheck)

10. Grade Eligible = N (uncheck)

11. Calendar = E1 (Elementary)

12. Class Weekly Minutes = Enter 75.

13. Scheduling Method = G (G = pulling out of the classroom) OR [ (I = In the classroom)

14. Exclude from FTE = N (uncheck)

Note: Exclude from FTE means the course doesn’t get transmitted to the state. DO NOT check
this field when scheduling these teachers.

15. Primary Instructor = ELL Immersion (G/l) G, YES - they are the only teacher in that room
working on that course with those students; ESOL Course 5010017 YES — regardless if they
areaGorl.

16. Team Teacher Training = B — Has Training (if scheduling method is “I”)

17. Click Save.

CoNOORhwWN =

Note: If the teacher is servicing both LY and Non-LY students, you will need to create a separate
inclusion course section for the Non-LY students.

Copy Sections

Once you have created the first section, you can copy that section for the remaining sections needed.
Sections are to be numbered using the teacher number the first 3 digits and A — M for the 4" digit.
Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

Select the section you want to copy.

Click the Copy button in the upper right corner.

Click OK to confirm section or course copy.

Update the Short Name (Teacher#) to reflect proper suffix A-M.

Update the Beg End (Mods).

Update Room. Room number which ELL teacher will service.

Note: If scheduling method of |, then room number will be the same as the academic teacher.
Click Save.

ouhwbh-~

N
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ESOL E 5010010: 05 05 - T00E - Kathleen A Lawler List Students in this Section List Unfilled Requests in this Section Search | Copy | |Delete | |Save |
Lawler, Kathleen A - ; - - T00E
(1000008770} 21024 W oo | 0505 MTWHE Full Year 26 Er  Esouew | Gmed | Full Year
oo™ Boom Room 80 End | Bai Sehedus Meeting Days iarking Fariod i - Pk Boires Htiary
Optional Term
~ None s e Elemeantary PK-2 Grade  Elementary PK-2 Grads None

o o G ¥ Gander oremsl® Scale Stale El . e

skes Atiendance Graded =, Active Restriction ::: ;:5 Grading Seale Sfandards Grading Scale “SRMET Barent Section

Co-Teachers History Florida Vocational /WDIS Inclusion Subs

14 Subjects 7 Courses 4 Sections
Subject Course Course Num Section
0 - PK walk-in ESOLE 5010010 02 02 - T00E - Kathleen A Lawler
00-PK EXP CORE COMPET.PK-5 T763080 02 02 - B700 - Kathleen A Lawler
000 - Kindergarten EXP SKLS:PK-5 763090 03 03 - 700C - Kathleen A Lawlar
001 - First LANG THRPY: PK-5 7783040 05 05 - 700E - Kathleen A | awler
N02- Second OCCL THRPY: PK-5 TTRAN50 +

Verify Sections
ELL Immersion teachers are scheduled as pull-out (G) or inclusion (1).

You will need to change the scheduling method to “G” and change the
building and room number to reflect the room number they will be in or taking
the kids to OR “I” for inclusion and the building and room would reflect the
room they are visiting.

From the Master Schedule Report:
1. Click Filter by Subject in the upper left corner
2. Select Electives subject folder
Note: This will display only the courses & sections in the Electives
folder.

€ c

Setup | Students | Users Scheduling\f

© Master Schedule Report
Filter by Subject v

[ Fier by Subiect

000-Kindergarten

Electives wu‘_" 5,6, 7 Show All
002-2nd Grade
003-3rd Grade
004-4th Grade
005-5th Grade
00-Pre-k

| 001-1st Grade

[ train.focus.colliersc

purse

FTENDANCE
ST HEAD START

3. Enter the teachers name in the search field on the right and press enter.
4. Verify the Short Name, Beg End, Room, Scheduling Method, etc. for correctness and update as
needed.
F@cus Sheryl Priester (Master Scheduler) Calusa Park Elementary 2015-2016 Quarter 1
Setup | Students | Users | Scheduling | Grades | A Attend, e| Discipline| Billing | Eligihilitv| Florida Reports ‘ Reports |
© Master Schedule Report
Electives M Hide Florida Fields | Save
6 Sections | Customize Columns | | Mass Update | | Filter | |Search
) . . Standard Cl
Subject Course ﬁﬁ:{gg[ Period Teacher IS[)ectlon Room Days gggl_,’ Ele"a?g (SStr:i;llielllg Graalr:jil?; s gg“edule L?tt%sdance Graded \w?illj
cale eel
Elec e ESOLE 5010010 %2 %8  paumgardner Juie Amne | 700F 01113 MIWHE 25 0 E £ Demut X X 1
FECVE Langhipy:pics 7763000 0303 aiseo Denisemaie | 108C 01633 MTWHE 25 0 E E Default X X oam

Schedule Students

Mass Adding a course allows for enrolling a select group of students into a specific course. Remember
the key is to have your list of student ID numbers ready for quick entry/selection.

From Mass Add Course:
1. Click the Search button on the simple student search screen.

2. The Mass Add Course screen appears listing all students currently enrolled at your school.

Select Students
1. Select the students that are to be enrolled in the selected course.
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Note: To quickly search and select students, enter all student ID number in the search field
separated by a space and press enter. Only the specified students will be listed.

2 Mass Add Course

Locked

Course Section(s) to Add Choose Coylse
Start Date | September ¥ |19 ¥ | 2015 3

Marking Period | Full Course Enroliment *

Setup |5tudents ‘ Users | Scheduling ‘ Grades |Assusment | Attendance| Discipline ‘ Billing ‘ Eligihilitv| Florida Reports | Reports |

4 Add Course(s) to Selected Students

Search Screen (Simple List Customized List
\ 5 Students [ 1
r Student
Aot

Ah

355618 375965 402506 4042
Grade Relevance
03
KG
KG
05

PK

Search Screen /Simple List Customized List
5 Students | 5 Selected

¥ Student

Aci

Ah

Avi

Ca

AL A AL A4

Fo

Add Course to Students Schedule

355618 375965 402506 40421
Grade Relevanc
03
KG
KG
05
PK

1. Click Choose Course to select the course and section into which students will be scheduled.

The popup window will open.

2. Select the appropriate Subject (Electives), Course (5010017 or academic course), and Section

(Teacher).

3. The popup window will close automatically.

4. The selected course section will display in the Course Section(s) to Add field.

5. Select the appropriate Start Date.

Note: The Start Date should reflect the first day the student sat in the course.

6. Click Add Course(s) to Selected Students button.

A "

Setup

© Mass Add Course

Students

Scheduli

Grades

Users

Attend e| Discipline

Florida Reports | Reports |

Start Date | August

Locked

+ Choose more Courses

v [17 vzm_r.vJ‘\

Marking Peried | Full Course Enroliment ¥

Course Section(s) to Add A ESOLE-0606- ?UUFMaumgardner

Add Course(s) to Selected Students

** If the teacher is not seeing the student for a minimum of 150 minutes a week, adjust the individual
students schedule based on the total minutes on the data collection sheet. **

Delete Days No Services Received

Change each students schedule to reflect the days the student is receiving services and class weekly

minutes noted on the scheduling sheets.
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Resource and Reading Coaches

Review your data collection sheets, determine which sections you will use, and write them down on
your Section Room Assignment Sheet.

Reminders:
o All Resource Teachers will be scheduled as pull-out (G) or inclusion (I).
¢ You can have more than one teacher in a room with different students, but you cannot have
more than one teacher with a single student during the same mod/period.

You will need to:

Create Courses

Create and Copy Sections

Verify Sections

Add Course to Students Schedule
Delete days no services are received
Update Class Weekly Minutes

oubhwnN-~

Course Information:
Create the appropriate course for all Resource teachers.

Resource Teacher
Course#t = academic course

If these courses are not listed you will need to create as needed.

Section Information:
Create the appropriate course section for each ELL Immersion Teacher.
Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

Sections are to be numbered using the teacher number the first 3 digits and A M for the 4 digit.

From Courses & Sections:

1. Select the appropriate Subject and Course folder.
2. Inthe Section list, click the + (plus sign) at the bottom of the column to add a new section.

Search | Saw

WA (1) @ B w@swm @ v omaonsao B c M, G ¢ ]
Tazchar Room 5:21/3'%"' Beg Era el Schedue S M T wHE = Marking Fariod e s ;i;s—ﬂ GhotNams  Course History
u] [} [} ~]
D ® n.@ =
Co-Teachers History Florida  Vocational /WDIS  Inclusion m
101 - K-3 Basic | | |
PEP Namtar .
w ) @
et Dusl n Type ag 1 = lag 2
VHN.“A O
o Faas Comtlicomsurstuni Sishs Highy Ouslbed cosnmien
0 u] [Z- Not Applicable (L) e ]
et PUAN Pt Teserar T i rauchon Provis
O \z NA Thlsrs nota vHNo EOC Exam v] N/A v
e Leaming Eorsa Gy o
Semastr Caniem
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1. Select the Teacher.

2. Enter the Room#

3. Beg=7?? and End =77

4. Bell Schedule = Regular Bell Schedule

5. Days: Select M, T, W, H, F then modify on the individual student’s schedule (as needed).

6. Seats =25

7. Short Name = Teacher# ending with the proper suffix A-M

8. Course History Term = Full Year

9. Takes Attendance = N (uncheck)

10. Grade Eligible = N (uncheck)

11. Calendar = E1 (Elementary)

12. Class Weekly Minutes = Enter 75.

13. Scheduling Method = G (G = pulling out of the classroom) OR [ (I = In the classroom)

14. Exclude from FTE = N (uncheck)
Note: Exclude from FTE means the course doesn’t get transmitted to the state. DO NOT check
this field when scheduling these teachers.

15. Primary Instructor = I, N (uncheck) G, YES (check) — they are the only teacher in that room
working on that course with those students

16. Team Teacher Training = B — Has Training (if scheduling method is “I”)

17. Click Save.

Copy Sections

Once you have created the first section, you can copy that section for the remaining sections needed.
Sections are to be numbered using the teacher number the first 3 digits and A — M for the 4th digit.
Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

Select the section you want to copy.
Click the Copy button in the upper right corner.
Click OK to confirm section or course copy.

Update the Beg End (Mods).
Update Room.
Click Save.

Nogh~wDN -~

Update the Short Name (Teacher#) to reflect proper suffix A-M.

Setup | Students ‘ Users | Scheduli | Grades ‘ Attend

| Discipline | Billing ‘ Eliﬂibilitv‘ Florida Reports | Reports |

D Courses & Sections

List Students in this

Speech Thrpy: PK-5 7763030: 04 04 - 001D - Candice R Agnew -
Section

copy - copy

Agnew, Candice R EJQ'MQJ Epiay Roo!
Eacher ull shons
5~

04 04

Beg Ena [ Wigsiing Dajs

fiftcis GRA Getiter Resmction U8 LSVELS

MIWHE . UL Y ERE
o

E
L
None Gre y E
5 Grada Levals) Sracting Sexs

8 Subjects
Subject

00-Pre-k
000-Kindergarten
001-1st Grade

002-2nd Grade

003-3rd Grade

Vocational/WDIS

List Unfilled Requests in this

ection

Soarch Copy Delete

Save

0010 - Copy - €
5'\:"(1\51)Eﬂpy Py,

E1 None
Célendar =

6 Courses
Course

EXP CORE COMPET.PK-5

EXP SKLS:PK-5

Lang Thrpy: PK-5
OCCU THRPY: PK-5

PHY THRPY: PK-5

004-4th Grade

005-5th Grade +

Course Num
7763080
7763090
7763040
7763050

7763070

4 Sections

Section
04 04 - 001D - Candice R Agnew
04 04 - 001D - Candice R Agnew - copy

05 05 - 305E - Michaela Andrea Adam

+

+‘
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Verify Sections
Resource teachers are scheduled as pull-out (G) or inclusion (I).

You will need to change the scheduling method to “G” and change the
building and room number to reflect the room they will be in OR “I” for
inclusion.

F@cus

School Software

Elementary Special Scheduling Checklist — Part 2 (2025-2026)

€ C

F@cus

Setup | Students | Users

© Master Schedule Report
Filter by Subject ¥

[ Fier by Subiect

[ train.focus.colliersc

Scheduling | G

000-Kindergarten
Electives
002-2nd Grade
003-3rd Grade

From the Master Schedule Report:
1. Click Filter by Subject in the upper left corner

4,5,6,7 Show All
a

purse

2. Select Electives subject folder 00d-4th Grade
Note: This will display only the courses & sections in the Electives Do pmC™®  IenDancE
folder. 001-1st Grade ST HEAD START
3. Enter the teachers name in the search field on the right and press
enter.
4. Verify the Short Name, Beg End, Room, Scheduling Method, Days, etc. for correctness and

update as needed.

F@C U S Sheryl Priester (Master Scheduler) @ Calusa Park Elementary @] 2015-2016 @ Quarter 1 @]
Setup | Students | Users | Scheduling | Grades | A Attendance | Discipline | Billing | Eligibility | Florida Reports | Reports ‘
© Master Schedule Report
Electives v Hide Florida Fields || Save
5 Sections | Customize Columns Mass Update Filter | agnew
: : f Standards Class
Subject Course ﬁg:{ggr Period Teacher ﬁ)emo“ Room Days gg‘;ls Eglaig (é;:(l]e"‘g Grading gg“edule I‘%Ié%%a“ce Graded Minute
Scale Weekly
E= ti"'ef Lang Thrpy PK-5 7762040 92 93 Aliseo, Denise Marie 108C  01-638 MTWHF 25 0 E E Default X F. 150
Flecives  gpoqch Thrpy: Pk-5 7763020 02 02 01-104 1 0 E H ~ ~ ot
o4 0 01104 | o E E Pt X =
Iy Adam, Michaela Andrea o E E ~ ~
S 01104 | o E E K X =

Schedule Students

Mass Adding a course allows for enrolling a select group of students into a specific course. Remember

the key is to have your list of student ID numbers ready for quick entry/selection.

From Mass Add Course:
1. Click the Search button on the simple student search screen.

2. The Mass Add Course screen appears listing all students currently enrolled at your school.

Select Students
1. Select the students that are to be enrolled in the selected course.

Note: To quickly search and select students, enter all student ID number in the search field

separated by a space and press enter. Only the specified students will be listed.
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Setup | Students

Users Grades

Scheduling Assessment ‘ Attendance

9 Mass Add Course

Discipline

Billing | Eligibility

4

Course Section(s) to Add Choose Course

Start Date | September ¥ |19 v |2015 v
Marking Period | Full Course Enroliment *

Locked

Florida Reports | Reports ‘

Add Course(s) to Selected Students

\

Search Screen Simple List Customized List

5 Student: =
\k udents [}

Student 1 Student ID
Ac
Ah
Av
Ci

355618 375965 402506 40424
Grade Relevance
03
KG
KG
05

Search Screen /Simple List Customized List
5 Students | 5 Selected

¥ Student Student ID

I < < <
b
=

Add Course to Students Schedule

355618 375965 402506 40421
Grade Relevanc
03
KG
KG
05

PK

1. Click Choose Course to select the course and section into which students will be scheduled.

The popup window will open.

The popup window will close automatically.

abrwd

Select the appropriate Start Date.

Select the appropriate Subject (Electives), Course (academic course#), and Section (Teacher).

The selected course section will display in the Course Section(s) to Add field.

Note: The Start Date should reflect the first day the student sat in the course.

o

Click Add Course(s) to Selected Students button.

Setup | Students Scheduli

(0 Mass Add Course

Users Grades

A | Attendance | Discipline

Billing | Eligibility

Florida Reports | Reports |

Course Section(s) to Add A ESOL E - 06 06 - 700F - Julie Anne Baumgardner
: + Choose more Courses ﬂ\

AR EERD S

Marking Peried | Full Course Enroliment ¥

Start Date | August

Locked

Add Course(s) to Selected Students

Delete Days No Services Received and Adjust Class Weekly Minutes
Change each students schedule to reflect the days the student is receiving services and class weekly

minutes noted on the scheduling sheets.

Delete Days No Services Received

Change each students schedule to reflect the days the student is receiving services. Delete ONLY the

days the child is not receiving services.

1. Click the editable field in the Meeting Days column.
2. Uncheck the days the student is NOT receiving services.
3. Click Save.
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© student Schedule
. e Fees & Test i
Demographic Enrollment /Schedule Requests Grades Absences Activities Referrals Payments History Interventions |Q
¥/ Show Florida Fields
. Effective Date: | September v [24 v [2015 v |7 Include Inactive Course List \E,M;Zil:llgr Show Vocational\WDIS F
ourses
Save | €¢———
14 Classes | | Customize Columns | | Mass Upi
G Student
Course Period - Teacher Meeting Days JRoom Term Enrolled Section Exceptionality
Number Code
THIRD GRADE 0101-300 - Sonja Christine Kalavitis JJ | MTWHF 02-108 Full Year Aug 17,2015 5100090 300 Not Applicable
LANG ARTS GRADE 3 0105 - 300 - Sonja Christine Kalavitis || MTWHE 0D2-108 Full Year Aug 17,2015 5010044 300 Not Applicable
Fama=A T al= e a0l onis Chriating Lalauiti ) 02200 e ar onde Ll CLlaTTn 2nn Mot Applicable
LANGARTS GRADE 3 04 04-300D - Candice R Agnew £ ,." - ,_" & 02-108 FullYear Sep 24,2015 5010044 300D § NotApplicable
LANG ARTS GRADE3 04 04-300D - Candice R Agnew MH 02-108 Full Year Sep24,2015 5010044 300D  NotApplicable 150

Update Class Weekly Minutes

If the Scheduling Sheet indicates less than 75 minutes per week TOTAL then adjust the Class Minutes

Weekly for the support teacher to be % the minutes she has listed for the week — then subtract those
minutes from the primary teacher course minutes.
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Special Education

Review your data collection sheets, determine which sections you will use, and write them down on
your Section Room Assignment Sheet.

Reminders:
e |tis okay if you have students with more minutes than sections for a particular grade level.

You will need to:

Create Courses

Create and Copy Sections

Verify Sections

Add Course to Students Schedule

Update Student Exceptionality Code on Schedule
Delete Days No Services Received

Update Students Current Minutes on ESE Tab

Nogakrwd =

Course Information:

Map out where the Special Education teachers will be throughout the day; during what subjects are
they servicing students. Once you have completed this you will need to create the appropriate
academic course for Special Education Teacher.

Special Education Teacher
Course# = academic course

If these courses are not listed you will need to create as needed.

Section Information:
Create the appropriate course section for each Special Education Teacher.
Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

Sections are to be numbered using the teacher number the first 3 digits and A M for the 4 digit.

From Courses & Sections:

1. Select the appropriate Subject and Course folder.
2. In the Section list, click the + (plus sign) at the bottom of the column to add a new section.

Search | Saw

- ° N D
O e V‘
\PZJ—NJ'A This fs not a VItEN‘o_Eoc Bam v
FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling) e
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Select the Teacher.

Enter the Room#

Beg =?? and End = ??

Bell Schedule = Regular Bell Schedule

Days: Select M, T, W, H, F then modify on the individual student’s schedule (as needed).

Seats = 25

Short Name = Teacher# ending with the proper suffix A-M

Course History Term = Full Year

Takes Attendance = N (uncheck)

10. Grade Eligible = N (uncheck)

11. Calendar = E1 (Elementary)

12. Class Weekly Minutes = Enter 75.

13. Scheduling Method = G (G = pulling out of the classroom) OR [ (I = In the classroom)

14. Exclude from FTE = N (uncheck)
Note: Exclude from FTE means the course doesn’t get transmitted to the state. DO NOT check
this field when scheduling these teachers.

15. Primary Instructor = I, N (uncheck) G, YES (check) — they are the only teacher in that room
working on that course with those students

16. Team Teacher Training = B — Has Training (if scheduling method is “I”)

17. Click Save.

CoOoNOORrWN =

Copy Sections

Once you have created the first section, you can copy that section for the remaining sections needed.
Sections will be numbered using the teacher number the first 3 digits and A — M for the 4" digit.

Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

1. Select the section you want to copy.

2. Click the Copy button in the upper right corner.

3. Click OK to confirm section or course copy.

4. Update the academic course.

5. Update the Short Name (Teacher#) to reflect proper suffix A-M.

6. Update the Beg End (Mods).

7. Update Room.

8. Click Save.
SPEECH THRPY: PK-5 7763030: 01 01 - 703A - Allison Elizabeth Richard List Students in this Section  List Unfilled Requests in this Section Search | Copy | |Delete | |Save |
i o P
P X e e SUERNSES  [Flomentary Indicator Scale V| E1 pore
Tukies Atiendance Grades e e e sl Standards Grading Seale Clenasr oo

Co-Teachers History Florida Vocational/WDIS Inclusion Subs
14 Subjects 7 Courses 17 Sections B
Subject Course Course Num Section
0 - PK walk-in ESQOLE 5010010 01 01 - 702A - Dena Defillippo Kelly
00-PK EXP CORE COMPET-PK-5 7763080
000 - Kindergarten EXP SKLS:PK-5 7763090 01 01 - 7A02 - Dena Defilippo Kelly,
003 - Third PHY THRPY: PK-5 7763070 03 03 - 702C - Dena Defillippo Kelly
004 - Fourth 03 03 - 703C - Allison Elizabeth Richard
005 - Fifth + 04 04 - 702D - Dena Defillippo Kelly.
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Verify Sections

Special Education teachers are scheduled based upon the subject during
which they are receiving services. Therapies could be | (inclusion) or G (pul
out).

You will need to change the scheduling method to “G” and change the
building and room number to reflect the what room they will be in OR “I” for
inclusion.

*** The scheduling method is dependent on the information indicated
on the data collection sheet. ***

From the Master Schedule Report:

F@cus

School Software

L c

F@cus

Setup |5tudents | Users | Scheduling | G

© Master Schedule Report
Filter by Subject v

[ Fiter by Subject |

000-Kindergarten
Electives
002-2nd Grade
003-3rd Grade
004-4th Grade
005-5th Grade
00-Pre-k

001-1st Grade

[ train.focus.colliersc

1]

purse

FTENDANCE

ST HEAD START

1. Click Filter by Subject in the upper left corner
2. Select Electives subject folder
Note: This will display only the courses & sections in the Electives folder.
3. Enter the teachers name in the search field on the right and press enter.
4. Verify the Short Name, Beg End, Room (room# which Special Education teacher will service),
Scheduling Method, etc. for correctness and update as needed.
F@CUS Sheryl Priester (Master Scheduler) @] Calusa Park Elementary @] 2015-2016 @] Quarter 1 @
Setup | Students | Users | Scheduli Gra.des|“ Attendance | Discipline | Billing EIigihiIit\r|Flnrida Reports Repnrrs|
© Master Schedule Report
Electives M Hide Florida Fields || Save
21 Sections | Customize Columns | | Mass Update | | Filter | |Search
Subject Course EE:{EZI Period Teacher IS[;,lction Room l;u:;g L?t':l}lsdance Graded ‘(‘:I\c'\ll:i?ﬁ.lzes Scheduling Method
eekly
Electves exp core comperpies 7763000 911 worgan, Lynn ware | 7104 08110 1 X ® G- Individuzl or Small Group Instruction
7108 D06-110 1 x x G - Individual or Small Group Instruction
Eleclves | sNGARTSGRADE3 5010044 3000 02-108 1 X ® 75 I- In-Class One-on-One
E"'U"'"f Lang Thipy: PK-5 7763040 7044 01-114 0 F. b G - Individual or Small Group Instruction

Schedule Students

Mass Adding a course allows for enrolling a select group of students into a specific course. Remember
the key is to have your list of student ID numbers ready for quick entry/selection.

From Mass Add Course:

1. Click the Search button on the simple student search screen.

2. The Mass Add Course screen appears listing all students currently enrolled at your school.
Select Students

1. Select the students that are to be enrolled in the selected course.

Note: To quickly search and select students, enter all student ID number in the search field
separated by a space and press enter. Only the specified students will be listed.
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Setup |5tudentj ‘ Users | Scheduling ‘ Grades |Assessment | Attendance| Discipline ‘ Billing ‘ Eligihilitv| Florida Reports | Reports |

) Mass Add Course

4 Add Course(s) to Selected Students
Course Section(s) to Add Choose Coylse
Start Date | September * [19 v [2015 Q7
Marking Period | Full Course Enrollment v
Locked \
Search Screen Simple List Customized List
\ 5 Students [ 1 355618 375965 402506 40421
Student Student ID Grade Relevance
Acos 03
Ahlg KG
Avile KG
Card 05
Fost PK

Search Screen Simple List Customized List

5 Students [ 5 Selected 355618 375965 402506 4042

¥ Student Student ID Grade Relevanc

+  Acosts 03
<+ Ahlqui KG
< Aviles, KG
v Carde 05
+  Foster PK

Add Course to Students Schedule

Click Choose Course to select the course and section into which students will be scheduled.

Select the appropriate Subject (Electives), Course (academic course), and Section (Teacher).

1.

The popup window will open.
2.
3. The popup window will close automatically.
4. The selected course section will display in the Course Section(s) to Add field.
5. Select the appropriate Start Date.

Note: The Start Date should reflect the first day the student sat in the course.
6. Click Add Course(s) to Selected Students button.

Setup | Students

(© Mass Add Course

Users | Scheduli

Billing

Grades | A ‘ Attend, e| Discipline

Eligihilitv| Florida Reports | Reports |

Add Course(s) to Selected Students

Course Section(s) to Add /5 LANG ARTS GRADE 3 - 04 04 - 300D - Candice R Agne:
+ Choose more Courses

MESMEA S S

Marking Period | Full Course Enrollment ¥

Start Date | August

Locked

Update Exceptionality Code and Delete Days No Services Received
Change each students schedule to reflect the correct exceptionality code which is noted on the data
collection sheet. Therefore, you will need to change each individual students schedule.

Update Exceptionality Code on Students Schedule

1. Locate the appropriate academic course.

2. Click the editable field in the Student Exceptionality column.

3. Select the appropriate Student Exceptionality code based on what’s noted on the data collection
sheet.
Note: Consult with the Teacher if the exceptionality is not on the scheduling sheet or in
question.

4. Click Save.
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© student Schedule
Fees & Test Q

Demographic Enrollment /Schedule Requests Grades Absences Activities Referrals Payments History Interventions

#| Show Florida Fields

Effective Date: | September ¥ [25 v | 2015 v | =] Course List ‘lﬂj't;eekly Show Vocational/WDIS
i anner
Include Inactive Courses Fieldsm 1
14 Classes [ Customize Col &%J
- Student
: Meeting Course : . .
Course Period - Teacher Days Room Term Enrolled Ninbe Sdction Eg&ée;ptlonallty
THIRD GRADE 0101-300- Sonja Christine Kalavitis | MTWHF  02-108 Full Year Aug 17,2015 5100090 3 Not Applicable
LAMNG ARTS GRADE 3 01 05-300 - Sonja Christine Kalavitis | MTWHF  02-108 Full Year Aug 17,2015 5010044 3 Not Applicable
IWF 0104_2300_ nr]a lh”]nﬁ Ea ax” WF 0210 FIJIIYW Aug 018 _F| EMATTD W
LANG ARTS GRADE3 04 04 - 300D - Candice R Agnew MH 02-108 Full Year Sep24,2015 5010044 308D G v

Delete Days No Services Received
Change each students schedule to reflect the days the student is receiving services. Delete ONLY the
days the child is not receiving services.

1. Click the editable field in the Meeting Days column.
2. Uncheck the days the student is NOT receiving services.
3. Click Save.

© Student Schedule

Demographic Enrollment (Schedule Requests Grades Absences Activities Referrals Fees & Test

Payments  History Interventions | Q

¥/ Show Florida Fields

. Effective Date: | September ¥ [24 v | 2015 v & Include Inactive Course List Hgﬁl:llgr Show Vocational/WDIS F
ourses
Save | 4——
14 Classes | | Customize Columns | | Mass Upi
Ginr Student
Course Period - Teacher Meeting Days JRcom Term Enrolled Section Exceptionality
Number Code
THIRD GRADE 0101-300 - Sonja Christine Kalavitis § | MTWHE 02-108 FullYear Aug 17,2015 5100090 300 NotApplicable
LANG ARTS GRADE 3 0105 - 300 - Sonja Christine Kalavitis JJ | MTWHF 02-108 Full Year Aug 17,2015 5010044 300 Mot Applicable
e ma=Alat A al= Ve Tl BiaChristica oot | 02 400 L eI =W = T T m W a1 Mot Applicable
LANG ARTS GRADE 3 04 04 - 300D - Candice R Agnew r—, . 02-108 Full Year Sep 24,2015 5010044 300D Mot Applicable
LANG ARTS GRADE 3 04 04 - 300D - Candice R Agnew MH 02-108 Full Year Sep24, 2015 5010044 300D Mot Applicable 150

Update Students Current Minutes on the ESE Tab
1. From the Demographics screen:
2. Select the ESE sub-section.
3. Update the current minutes to minutes reflected on the data collection sheet.
Note: Only change minutes for the exceptionality that appears on the data collection sheet
(“exceptionality being serviced at”). Do not change minutes for exceptionalities that are stated
on/or part of an IEP (i.e. speech, language, OT, PT, etc.).
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Elementary Special Scheduling Checklist — Part 2 (2025-2026)

Speech, Language, OT, PT, Hearing, and Vision

Review your data collection sheets, determine which sections you will use, and write them down on
your Section Room Assignment Sheet.

Reminders:

o OT/PT or Vision/hearing = Social Studies

e Speech/Language = Science
Note: Refrain from using Lang Arts or Math. They will be used for the inclusion type teachers.

e You CAN combine grade levels. e.g. K and 1%t grade; 2" and 3™ grade, etc. BUT you can NOT
combine courses (speech, language, OT, PT).

o Courses can be combined in the same section if services are rendered for different kids. (i.e.
language and speech in same section — different kids attending both sections)

o Pay attention to the sections FEFP. These courses/sections are set up to run grades K-5. The
FEFP does not automatically update on the student schedule.

You will need to:

Create Courses

Create and Copy Sections

Verify Sections

Add Course to Students Schedule
Update Student Exceptionality Code
Delete days No Services are Received
Update Class Weekly Minutes

NogahrwdN -~

Course Information:
Create the appropriate course for each Speech, Language, OT, PT, Hearing, and Vision teacher.

Speech | Language oT PT Hearing | Vision
7763030 | 7763040 | 7763050 | 7763070 | 7763090 | 7763080

If these courses are not listed you will need to create as needed.

Section Information:
Create the appropriate course section for each Speech, Language, OT, PT Teacher.
Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

Sections are to be numbered using the teacher number the first 3 digits and A M for the 4" digit.

From Courses & Sections:

1. Select the appropriate Subject and Course folder.
2. In the Section list, click the + (plus sign) at the bottom of the column to add a new section.
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1. Select the Teacher.
2. Enter the Room# (as designated on the scheduling sheet)

Note: G (Pullout) = Room# | (Inclusion/push in) = Homeroom#
3. Beg="7?? and End =7??
4. Bell Schedule = Regular Bell Schedule
5. Days: Select M, T, W, H, F then modify on the individual student’s schedule (as needed).
6. Seats =25
7. Short Name = Teacher# ending with the proper suffix A-M
8. Course History Term = Full Year
9. Takes Attendance = N (uncheck)
10. Grade Eligible = N (uncheck)
11. Calendar = E1 (Elementary)
12. Class Weekly Minutes = Enter 150.
13. Scheduling Method = G (G = pulling out of the classroom) OR | (I = In the classroom)
14. Exclude from FTE = N (uncheck)
Note: Exclude from FTE means the course doesn’t get transmitted to the state. DO NOT check
this field when scheduling these teachers.
15. Primary Instructor =Y (check)
16. Team Teacher Training = B — Has Training (if scheduling method is “I”)
17. Click Save.

Copy Sections

Once you have created the first section, you can copy that section for the remaining sections needed.
Sections are to be numbered using the teacher number the first 3 digits and A — M for the 4" digit.
Refer to your section room assignment sheet and ONLY CREATE THE SECTIONS THAT YOU NEED.

Select the section you want to copy.

Click the Copy button in the upper right corner.

Click OK to confirm section or course copy.

Update the Short Name (Teacher#) to reflect proper suffix A-M as well as remove the word
“copy”.

Update the Beg End (Mods).

Update Room.

Click Save.

PON-~

No o
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SPEECH THRPY: PK-5 7763030: 01 01 - 703A - Allison Elizabeth Richard List Students in this Section List Unfilled Requests in this Section Search | Copy | | Delete | Save |
E'g‘[}gg%ﬁg%‘” Elizabeth 5 492 Bl 5= |01 01 |[Regular Bell Schedule v | MTWHF Full Year % - 1032 1 Ful vear
S Room Roam Beg End 5ol Sohedule Mesting Days Wiarking Pariod Sests |EPSests ESOLELL Seats e Eaurse History
o Optiona Term

X X " I;::;i Erade Levells) EEK-'% |Elementary Indicator Scale v E1 inc:i
Takes Attendance Braded g:“i Active Restricton :2;::::! Standards Grading Scale Ealendar S action

Co-Teachers History Florida Vocational/WDIS  Inclusion  Subs

14 Subjects 7 Courses 17 Sections E
Subject Course Course Num Section
0 - PK wallcin ESOLE 5010010 0101 - 702A - Dena Defillippo Kell
00 - PK EXP CORE COMPETPK-5 7763080 01 01 - 703A - Allison Elizabeth Richard
000 - Kindergarten EXP SKLS.PK-5 7763090 0101 - 7A02 - Dena Defillippo Kelly
003 - Third PHY THRPY: PK-5 7763070 03 03 - 702C - Dena Defillippo Kelly.
004 - Fourih SPEECH THRPY. PK-5 7763030 03 03 - 703C - Allisen Elizabeth Richard
005 - Fifth + 04 04 - 702D - Dena Deiillippo Kelly

Verify Sections

Speech/Language/OT/PT/Hearing/Vision teachers are scheduled based
upon where they are receiving services. Therapies could be | (inclusion) or
G (pull-out).

You will need to change the scheduling method to “G” and change the
building and room number to reflect what room they will be in OR “I” for
inclusion.

From the Master Schedule Report:
1. Click Filter by Subject in the upper left corner
2. Select Electives subject folder
Note: This will display only the courses & sections in the Electives
folder.

L c

F@cus
Setup | Students | Users Scheduling\f

© Master Schedule Report
Filter by Subject ¥

|| Filter by Subject
00D-Kindergarten
Electives

[ train.focus.colliersc

1]

002-2nd Grade
003-3rd Grade
004-4th Grade
005-5th Grade
00-Pre-k

| 001-1st Grade

Enter the teachers name in the search field on the right and press enter.
Verify the Short Name, Beg End, Room, Scheduling Method, etc. for correctness and update as

purse

FTENDANCE
ISTHEAD START

needed.
F@C U 5 Sheryl Priester (Master Scheduler) Calusa Park Elementary . 2015-2018 Quarter 1
Setup | Students | Users | Scheduli | Grades ‘ A Attendance | Discipline | Billing | Eligihilitv‘ Florida Reports | Reports ‘
© Master Schedule Report
Electives v | Hide Florida Fields | Save
5 Sections [ Customize Columns Mass Update Filter | |agnew
- : : Standards Class
. Course . Section Total Filled Grading 5 Bell Takes -
Subject Course Number Period Teacher D Room Days bl antalliScalh Grading Schedule Attendance Craded Minute
Scale Weekly
Eleclives | ong thrpy. Pes 7763040 93 93 pliseo, Denise marie | 108G 1636 MTWHF 25 0O E E Default s 50
EISCUVES  gpoech Thipy: PK-5 7763030 92 %2 Agnew, Candice R 0018 1-1C 0 E E Default X x 150
e Agnew, Candice R 001D 01:104 MTWHE 25 0 E E Default ~ ~ 150
9202 Adam Michzela Andrea | 305 DLID4 MTWHE 25 0 E E pemut X X om
U805 agnew CandiceR  |001F 01104 MIWHF 25 0 E E Demut K X am

Schedule Students

Mass Adding a course allows for enrolling a select group of students into a specific course. Remember
the key is to have your list of student ID numbers ready for quick entry/selection.

From Mass Add Course:
1. Click the Search button on the simple student search screen.

2. The Mass Add Course screen appears listing all students currently enrolled at your school.

FOCUS: Elementary Scheduling Checklist — Part 2 (Special Scheduling)
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Select Students

1.

Select the students that are to be enrolled in the selected course.
Note: To quickly search and select students, enter all student ID number in the search field
separated by a space and press enter. Only the specified students will be listed.

Setup |Students ‘ Users |5(hedu|ing ‘ Grades |A§§§sment | Attemianr_el Discipline ‘ Billing ‘ Eligihilitvl Florida Reports | Reports |
(O Mass Add Course
4 | Add Course(s) to Selected Students
Course Section(s) to Add Choose Co%e
Start Date | September v [19 | 2015 Q!
Marking Period | Full Course Enrollment ¥
) Locked \
Search Screen /Simple List Customized List
\ 5 Students Lé 1 355618 375965 402506 4042
[l Student Student ID Grade Relevance
[ Acc 03 [ |
) Anl KG L]
O Avil K& I
L) Car 05 I
O Fos PK I
Search Screen /Simple List Customized List
5 Students [ 5 Selected 355618 375965 402506 4042
¥l Student Student ID Grade Relevanc

Add Course to Students Schedule

1. Click Choose Course to select the course and section into which students will be scheduled.

The popup window will open.
2. Select the appropriate Subject (Electives), Course (Speech/Language/OT/PT/Hearing/Vision),

and Section (Teacher).
3. The popup window will close automatically.
4. The selected course section will display in the Course Section(s) to Add field.
5. Select the appropriate Start Date.

Note: The Start Date should reflect the first day the student sat in the course.
6. Click Add Course(s) to Selected Students button.

Setup | Students | Users ‘ Scheduling ‘ Grades |As§es§ment | Attendance | Discipline | Billing | Eligibility | Florida Reports | Reports |

© Mass Add Course

| Add Course(s) to Selected Students
Course Section(s) to Add éosogzeégjrgrepy: PK-5-04 04 - 001D - Candice R Agnew
ISLarl Déte August v [17 ¥ 20153J\
Marking Period | Full Course Enrollment ¥
[] Locked
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Update Exceptionality Code, Delete Days No Services Received, and Adjust Class Weekly

Minutes

Change each students schedule to reflect the correct exceptionality code and days the student is

receiving services.

Update Exceptionality Code on Students Schedule
1. Locate the appropriate Therapy course.
2. Click the editable field in the Student Exceptionality column.

Exceptionality Codes

3. Select the appropriate Student Exceptionality code based on Speech=F | Language =G
the scheduled Therapy. Note: Refer to Therapy OT=D PT=E
Exceptionality Code list and select code as needed. — o

) Hearing = H | Vision = |

4. Click Save.

) Student Schedule Alejandro Ernesto Acosta
Demographic Enrollment Schedule Requests Grades Absences Activities Referrals E:irs‘n%ms L?:‘Iow Interventions
Effective Date: [5 b T30 v (e v | Show Florida Fields
ective Date: | September Course List ‘F'};EEHY Show Vocational/ \WDIS
Include Inactive Courses anner Fields| Save ¢
14 Classes [ | Customize Columns | | Mass Update
: Student (
Course Period - Teacher g::;'"g Room Enrolled Eﬁ:{ggr Sectioh E;tézptionality :
THIRD GRADE 0101 - 300 - Sonja Christine Kalavitis | MTWHF  02-108 Aug 17,2015 5100090 300 Mot Applicable
LANG ARTS GRADE 3 0105 - 300 - Sonja Christine Kalavitis | MTWHF  02-108 Aug 17,2015 5010044 300 Mot Applicable
ATTENDANCE 01 01 -300 - Sonja Christine Kalavitis MTWHF  02-108 Aug 17,2015 ELEMATTD 300 Mot Applicable
Speech Thrpy: PK-5 04 04 - 001D - Candice R Agnew MTWHF  01-104 Aug 17,2015 7763030 00D F v
SCIENCE GRADE THREE (07 O7 - 300 - Sonja Christine Kalavitis | MTWHF  02-108 Aug 17, 2015 50?0040 300 Mot Applicable
Delete Days No Services Received
Change each students schedule to reflect the days the student is receiving services.
Delete ONLY the days the child is not receiving services.

1. Click the editable field in the Meeting Days column.

2. Uncheck the days the student is NOT receiving services.

3. Click Save.

© Student Schedule Alejandro Ernesto Acosta
Demographic Enrollment (Schedule Requests Grades Absences Activities Referrals F’zi?n%ms L?sstlory Interventions
Effective Date: [ ber v 130 v 2075 + & ¥ Show Florida Fields
sctive m?' eplember Course List \Ff’\:?ailﬂgr Show VocationalWDIS
Include Inactive Courses Fields| Save |
14 Classes | Customize Columns Mass Update
l ;
Course Period - Teacher Meeting Days oom Enrolled ﬁﬁ:{ggr Section E
THIRD GRADE 0101 - 300 - Sonja Christine Kalavitis MTWHF 2-108 Aug 17,2015 5100090 300 L
LANG ARTS GRADE 3 0105 - 300 - Sonja Christine Kalavitis § | MTWHF 2-108 Aug 17,2015 5010044 300 b
Speech Thrpy: PK-5 04 04 - 001D - Candice R Agnew s T ‘ D s 1-104 Aug 17,2015 7763030 001D
SUIENLE GRAUE TREREE  USurm=auu= DU[M \ \I\‘\H‘II’ =1Uo )‘\Ll UI3 SULUUSY Suu _I__
Tremm s mmasm e = et melith Alara o e AATIANLIE E 443 Ana 47 JN4E EN4ENEN LT l‘
Speech Thrpy: PK-5 04 04 - 001D - Candice R Agnew w 01-104 Aug 17,2015 7763030 0010 F 150
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Update Class Weekly Minutes

Change each students schedule to reflect the class weekly minutes based upon what’s on the

scheduling sheet.

Click the editable field in the Class Weekly Minutes column.
Enter the minutes noted on the scheduling sheet.

Subtract minutes from the primary course section.

Click Save.

PO~

| Speech Thrpy: PK-5 04 04 - 001D - Candice R Agneu |w 01-104 Aug 17,2015 7763030 001D F 30

Close the window by clicking the X in the upper right corner.

No o

remainder of the students scheduled within the selected section.

F@cus

School Software

The window containing the schedule report listing students enrolled in this section will display.
Repeat steps (update exceptionality code, delete days, and update weekly minutes) for the

@ Schedule Report - Google Chrome:
| [ train.focus.collierschools.com/foc
- [ train.focus.collierschools.com/focus/Modules.php?modname=Scheduling/Schedule.php&include_top=false&student_
© schedule Reportq—___|
= Alejandro Ernesto Acosta
ViewlEdit this Section 19 = Student Schedule .
T : hedule R Ab P Fees & Test -
8 Subjects 6 Courses | Demographic Enrellment 1 Grades Activities Referrals Payments  History Interventions
Subject Course
Effective Date: [ Sentemb TP #| Show Florida Fields
. v v v
00-Preck EXPCOREQ nlective bater| Seplember Course List  [ieckly Show Vacational WDIS
Include Inactive Courses anner Fislds| S
000-Kindergarten EXP SKLSP! Be
001-1st Grade Lang Thiov: B 44 classes B | Customize Columns | | Mass Update |
st S Course Period - Teacher Meeting poom  Enrolled Course Section é:cl::ge?itonality &Iiﬁ.lE
003-3rd Grade PHY THRPY. Days Number Codep Week
st Grde Ssssen
THIRD GRADE 0101-300 - Sonja Christine Kalavitis | MTWHF  02-108 Aug 17,2015 5100090 300 Not Applicable 150
005-5th Grade
=== LANGARTS GRADE3 01 05-300- Sonja Christine Kalavits | MTWHF 02-108 Aug 17,2015 5010044 300 NotApplicable 150
_ ATTEMDANCE 0101-300 - Sonja Christine Kalavitis | MTWHF  02-108 Aug 17,2015 ELEMATTD 300 Not Applicable -
Speech Thrpy: PK-5 04 04 -001D - Candice R Agnew w 01-104 Aug 17,2015 7763030 001D F 150
SCIENCE GRADE THREE | 07 07 - 300 - Sonia Christine Kalavitis | MTWHF  02-108 Aug 17.2015 5020040 300 Not Applicable 150
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