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STAFFING GRID 

The purpose of the Staffing Grid is to provide a detailed view of where special education 

resources are assigned.  

The grid captures staff member responsibilities across the school day and week.  It also 

includes the specific students assigned to each staff member noting both the total number of 

students each period, and student names.   This information allows the administrator and 

special education team to not only look at numbers, but also consider unique needs and the 

type of support appropriate for each classroom or setting.    

The grid can be configured for Block or Traditional school day schedules. It can be used as a 

district grid or at the building level.  Staff licensure can also be included to show certification 

resources across a district or building. 

This is also a helpful tool for a department or building to complete prior to a request for 

additional staffing.  
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Staffing Grid Instructions 

 

 

1. The spreadsheet can be edited to reflect the local schedule configuration (number of class periods, 

number of minutes, block schedules, etc. 

 

2. Enter the name of each staff member (including paraprofessionals) across the top of the grid.  

 

3. Enter Educator Licensure in Licensure field 

 

4. For each class period across the week insert: 

 Course or class name  

 Location (room number) 

 Names of students that each staff member is responsible for at that time (whether for 

direct instruction, some type of instructional support or supervision).   

 Total number of students the staff member is responsible for during each time slot 

 

5. Instructional support should also include accommodations that a staff member provides or 

potentially provides during that time period.  For example if a student can leave a general 

education class to have the accommodation of tests read aloud during a 5th period reading class, 

that student should be entered on the grid under the name of the person responsible for 

supporting them during 5th period.  

 

6. Include all student breaks, lunches, and recess periods that are supervised by special education 

staff 

 

7. Include all staff prep periods and lunch breaks 

 

 

8. When completed, this grid should provide a comprehensive view of special education services 

provided to all of the students in the building.  
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