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Data Requirements 
 

 
STEP #1:  Open the PRF.  Click on: 
 Actions  
 District Information 
 Select Paraprofessionals 
 

 

 

A Paraprofessional provides instructional support.  Individuals who work 
in food services, cafeteria or playground supervision, personal care 
services, non-instructional computer assistance and similar positions 
are not considered a paraprofessional. 
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 You will see the following screen.  If your district continues to employ 
paraprofessionals, then select yes as this shows that you agree to enter these 
staff.  However if your district no longer employs paraprofessionals, select no. 

 
 

 
 
 

 
Adding Paraprofessionals 

 
STEP #2:  Click on the Add button to add new Paraprofessionals 

 
 
 
 
 
 
 
 
 
 
 

Note 1:  Data from the previous school year will be rolled forward.  You 
will not have to encode it again but it should be reviewed for accuracy. 
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first determine the percent of time at each school and from that point break it 
down to the funding source. 

 
The options include: 

 

 
 

If the paraprofessional works ½ time at an attendance center then .5 
should be encoded as the FTE.  The Federal Report is based on 
hundredths of an FTE. This should match the information entered in to the 
current year’s Consolidated Application for Federal Funding. 
 
 

 
 
 
 Paraprofessional Job Responsibilities should be identified.  Place a check 

in the box by each of the responsibilities of the Paraprofessional at the 
attendance center.  

 

The options include the following: 
 

 Act as a Translator 
 

 Assist with Classroom Management, such as by organizing materials 
 

 Conduct Parental Involvement Activities 
 

 Instructional Interventionist: They must be under the direct supervision of 
a highly qualified teacher.   

 

 Provide Instructional Assistance in a Computer Laboratory 
 

 Provide Instructional Support in a Library or Media Center 
 

 Provide one-to-one tutoring scheduled at a time when a student would not 
otherwise receive instruction from a teacher 

 Speech-Language Pathology Assistant (Ages 3-5) and Speech-Language 
Pathology Assistant (Ages 6-21) 

 Assist the speech-language pathologist with speech-
language and hearing screenings  

NOTE 3:  Appendix A includes a list of the funding sources 
and the qualification for each one. 
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 Assist with informal documentation as directed by the 
speech-language pathologist  

 Follow documented treatment plans or protocols 
developed by the supervising speech-language 
pathologist  

 Document client performance (e.g., tallying data for 
the speech-language pathologist to use; preparing 
charts, records, and graphs) and report this 
information to the supervising speech-language 
pathologist  

 Assist the speech-language pathologist during 
assessment of clients  

 Assist with clerical duties such as preparing materials 
and scheduling activities as directed by the speech-
language pathologist  

 Perform checks and maintenance of equipment  
 Assist with departmental operations (scheduling, 

record keeping, safety/ maintenance of supplies and 
equipment)  

 Exhibit compliance with regulations, reimbursement 
requirements, and speech-language pathologist 
assistants' responsibilities 

 
 

 Click Save. 
 

 
 

 After you click Save, the system will take you to the Paraprofessional Detail 
Screen.  This screen is now populated with the information that has been 
added.   

 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE 4:  If you accidentally use the enter button while completing 
the screen it will take you back to the main Paraprofessional Screen 
and will not save the information just entered.  I learned the hard 
way and have learned this lesson well! 
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Running a Report 
 

 Click on the print button.  
 To print the report, hover over the existing navigation area toward the bottom 

and click the icon that looks like a printer. 
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APPENDIX A – PARAPROFESSIONAL QUALIFICATIONS 
 

 


