STEPS FOR COMPLETING THE PRF

The chart below identifies the PRF Screens that each district type must complete. If your district type does not need to complete a section you may skip to the next step. 

	
	Public
	Nonpublic
	Tribal/BIA
	Coops/Multi-District
	Special Populations
	Community Support Providers
	State Special School
	Alternative
	Virtual School

	District/School Information
	X
	X
	X
	X
	
	
	X
	X
	X

	Staffing - Teacher/Admin/Ed Spec
	X
	X
	X
	X
	
	
	X
	X
	X

	Salary
	X
	
	
	X
	
	
	
	
	

	Plan of Intent
	X
	X
	X
	X
	
	
	
	
	X

	Classified Staffing
	X
	
	
	X
	
	
	X
	
	

	Paraprofessionals
	X
	
	
	X
	
	
	X
	
	

	Bus Drivers
	X
	X
	X
	X
	
	
	X
	X
	

	Contracted Services
	X
	
	
	X
	
	
	X
	
	

	Vacancy
	X
	X
	X
	X
	
	
	X
	X
	

	Assurance Statement
	X
	X
	X
	X
	
	
	X
	X
	X


Step I:
Run the following Reports available to your district.

· Report: By Staff Person (School Year 2019 and Beyond)
· (Identifies Staff Person, Race, DOB, Gender, Certificate Status, Salary, Experience, FTE and Assignment information that was rolled forward from the previous year)

Step II:
District/School Information

· You will need to add the Teacher Base Salary (if required for your district type).
· If the information is not correct on the screen you will need to make the appropriate changes to the academic term at the outset.
Step III:
Staffing – Teacher/Administrators/Education Specialists

· Review the Report By Staff Person (School Year 2019 and Beyond). This report lists all staff from last year. 
· For new employees complete the Staffing Data Collection Form.
· Update all existing Staff on the PRF. Fields which must be updated include the salary, years of experience and assignments, including checkboxes.

· Add new staff. It is recommended you staple the “Staff Position and Assignment Collection Form” page to “Report By Staff Person” for each new employee which contains the fields that need to be collected.
· All staff that were employed the previous year but are No Longer Employed need to have the reason selected.
· After you have added all information for an employee, change Personnel Completely Updated to a Yes.
Step IV:
Plan of Intent

· The Plan of Intent lists staff not properly certified. The district and staff person should work together to identify what they will do to become qualified.
Step V:
Classified Staffing

· Review the FTE Summary of Other Staff Report. Update as needed.
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Step VI:
Paraprofessionals

· Review Report: Paraprofessional (School Year 2010 and Beyond). Identify changes and update as needed.

· Add new paraprofessionals.
· Complete the Student Information Screen
[image: image2.png]Paraprofessionals

© Parsprofessionss2010 - Google Chrome - @

Does your district have paraprofessionals this school yi

69EducatorLicensure/PRF/SSRSReportV essionals2010&ExportTy

& https//apps:sd.gov

Click here for a defi

of Paraprofessional

Namo Paraprofessionals2010
22 o
B L] Paraprofessionals
4 o Detail and Aggregated Data for Needs Assessment
22 o
22 o ——
22 o
e 0 Attendance Center Name.
i poms rener
¢
L v x
L / v x
(22 o 12 x
62 ] 12 x
v x
v x
Add Print Student Information | M x
e v x
v x





Step VII:
Bus Driver Screen

· If your district employs or contracts bus drivers, review the information from the previous year that has been rolled forward.
· Bus Driver Training will need to be completed for all bus drivers.
· If the district does not employ bus drivers click No and go to the next screen.
Step VIII:
Contracted Services

· The information from last year was rolled forward. Review this information and update as needed.
· Ensure accurate data is reported by the coop and virtual schools by clicking on the “Services Provided By Coop Or Virtual District” as they allocate their services back to your district.  Share this information with the special education director to ensure accuracy.
Step IX:
Vacancy
· The number of positions which were required to be filled between school year 2017 - 2018 and 2018 – 2019 will be populated based on those employees you give a no longer employed code to.  To provide accurate information to the legislature and the Teacher Compensation board, it is critical that districts choose the most appropriate reason for the vacancy.
Step XI:
Complete the Assurance Statement and Print Reports
· The top section is a series of checks to make sure you have completed all areas of the PRF and no errors are detected.  You can run these to ensure you resolve all outstanding issues before the electronic sign-off is submitted on October 15th.
· The bottom section can be done as time is available.  Just be sure to click on the “save” button as you exit the assurance statement.
· Once you have completed this area, you should be finished with the PRF Collection. After you sign off you will be locked out of the database, but still can access it to run reports.
