2016-2017
Student Attendance Accounting Handbook

Texas Education Agency
August 2016



Page 2 2016-2017



State Board
of
Education

DONNA BAHORICH
Chair

Houston

District 6

COMMITTEES
OF THE

STATE BOARD
OF
EDUCATION

MARTHA M. DOMINGUEZ, Ed.D
El Paso
District 1

RUBEN CORTEZ JR.
Secretary
Brownsville
District 2

MARISA B. PEREZ
San Antonio
District 3

LAWRENCE A. ALLEN JR.
Houston
District 4

KEN MERCER
San Antonio
District 5

DAVID BRADLEY
Beaumont
District 7

BARBARA CARGILL
The Woodlands
District 8

INSTRUCTION

Sue Melton-Malone, Chair
Geraldine Miller, Vice Chair
Barbara Cargill

Tom Maynard

Marisa B. Perez

SCHOOL FINANCE/PERMANENT
SCHOOL FUND

Patricia Hardy, Chair

Lawrence A. Allen Jr., Vice Chair
David Bradley

Ken Mercer

Thomas Ratliff

THOMAS RATLIFF
Vice Chair
Mount Pleasant
District 9

TOM MAYNARD
Florence
District 10

PATRICIA HARDY
Fort Worth
District 11

GERALDINE MILLER
Dallas
District 12

ERIKA BELTRAN
Dallas
District 13

SUE MELTON-MALONE
Waco
District 14

MARTY ROWLEY
Amarillo
District 15

SCHOOL INITIATIVES

Marty Rowley, Chair

Martha Dominguez, Vice Chair
Donna Barorich

Erika Beltran

Ruben Cortez Jr.

Page 3 2016-2017



Foreword

All public school districts and open-enrollment charter schools in Texas are required to submit student
attendance data through the Public Education Information Management System (PEIMS). The Student
Attendance Accounting Handbook (handbook) supports that requirement and establishes related
student attendance accounting requirements.

The handbook:
e describes the FSP eligibility requirements of all students,
e prescribes the minimum standards for all attendance accounting systems,
¢ lists the documentation requirements for attendance audit purposes, and

e details the responsibilities of all district and charter school personnel involved in student
attendance accounting.

The handbook is for all Texas school district and charter school personnel involved in the student
attendance accounting process. No school district or charter school official (or any other person in your
district or charter school) has the authority, either implied or actual, to change or alter any rules,
regulations, or reporting requirements specified in this handbook.

Mike Morath
Commissioner of Education
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Section 1 Overview

Under state law?, every Texas school district is required to adopt an attendance accounting system,
whether manual or automated, that includes procedures that ensure the accurate taking, recording, and
reporting of attendance accounting data. District staff members must report attendance information
through the Public Education Information Management System (PEIMS) to the Texas Education Agency
(TEA). The TEA then uses these attendance data to determine the allocation of Foundation School
Program (FSP) funds (state funding) to your district.

The Student Attendance Accounting Handbook (handbook) contains the official attendance accounting
rules and regulations for all public school districts in Texas, including open-enrollment charter schools,
unless otherwise specified in this document. This handbook is the official standard of required
information for all attendance accounting systems. Unless a distinction is made between manual and
automated systemes, all standards described in this handbook apply to all attendance accounting
systems.

No school district official (or any other person in your school district) has the authority, either implied or
actual, to change or alter any rules, regulations, or reporting requirements specified in this handbook.

The handbook incorporates the same codes that are defined in the PEIMS Data Standards, as they relate
to attendance, and requires all attendance accounting systems to follow the same coding structure.
State law requires Texas public schools to use the PEIMS.2

Notes on Terminology: In this handbook, the term “school district” or “district” includes an open-
enrollment charter school and district of innovation, except where the handbook notes that different
requirements apply to open-enrollment charter schools or districts of innovation. Also, in this handbook,
the term “instructional setting” means the same as the term “instructional arrangement/setting.”

Note: Throughout the Student Attendance Accounting Handbook, references to school days have
been converted to minutes in accordance with House Bill 2610 of the 84th Texas Legislature, 2015.

1.1 Student Attendance and FSP Funding

The primary purpose for the TEA’s collection of student attendance data is to ensure that FSP funds can
be allocated to Texas’s public schools. All public schools in Texas must maintain records to reflect the
average daily attendance (ADA) for the allocation of these and other funds by the TEA3.

1 Texas Education Code (TEC), §42.006(b)

2TEC, §42.006(a)
319 Texas Administrative Code (TAC) §129.21(a)
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Note: An inherent difference exists between being permitted to serve a student in a particular
program and being entitled to funding for the service provided to the student. For example,
depending on local policy, your school district may serve virtually any student in virtually any
capacity or setting as long as serving the student does not interfere with the education of funding-
eligible students. However, the only circumstance in which a student may be coded as an eligible
participant in a program or setting, thereby generating state funding, is one in which the student
meets all eligibility requirements and all documentation is complete and on file.

All eligible students are entitled to the benefits of the FSP. However, for your district to claim a student
for funding purposes, complete documentation that proves the eligibility of the student for the FSP must
first be on file. Furthermore, your district must report all eligible attendance according to provisions
established by the TEA. For these reasons, the TEA has developed both a standardized attendance
accounting system (described in this handbook) and a standardized reporting system (PEIMS)?.

The funding formula for the FSP, as well as the requirements for a student’s eligibility to participate in
this program, is mandated by the Texas Education Code and the Texas Administrative Code. All students
must meet the requirements for membership, defined in Section 3 of this handbook, before they are
eligible for FSP funds for attendance and special programs. Districts must retain all records proving such
eligibility for the required length of time for audit purposes (see Section 2).

For your district to receive the maximum amount of funding for all its students, the following personnel
must be aware of their individual responsibilities and must work together to assemble required
documentation as early as possible: administrators, special program staffs, teachers, and attendance
personnel.

Note: Waivers of program requirements do not alter rules associated with eligibility for funding
purposes unless the waiver specifically states that funding regulations are altered.

1.2 Taking and Recording Student Attendance

It is your district’s responsibility to ensure that the basis used to record and process attendance
accounting data meets the standards in this Student Attendance Accounting Handbook®.

District personnel must create the original documentation of attendance at the time of attendance.
Original documentation must not be created after the fact. Original documentation that is not created at
the time of attendance will not be accepted by agency auditors. If auditors determine that original
documentation was not created at the time of the attendance it is intended to support, the TEA will
retain 100% of your district’s FSP allotment for the inappropriately documented attendance for the
school year(s) for which records have been requested. The TEA will either assess an adjustment to
subsequent allocations of state funds or require your district to refund the total amount of the
adjustment when the audit is finalized.

4TEC, §42.006
519 TAC §129.21(f) and §129.1025
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The TEA does not formally approve or certify attendance accounting systems of any organization, public
or private, that is in the business of providing services to Texas public schools. The TEA cautions districts
to be sure the software they purchase meets the requirements for attendance accounting described in
this handbook before contracting with a vendor. Your district may use a locally designed system,
provided the system includes the instructions and information requirements prescribed by this
handbook®.

Regardless of the accounting system your school district uses, the minimum requirements established in
this handbook must be incorporated. These standards are the minimum requirements for all attendance
accounting systems. Your district may wish to adopt additional codes and documentation requirements

for local purposes.

1.3 Reporting of Attendance Information to the TEA

District staff members report attendance and contact hours at the student level for the entire school
year through the PEIMS.

See Section 3 General Attendance Requirements for additional information.

1.4 Storage of Attendance Information

Your district’s superintendent of schools is responsible for the safekeeping of all attendance records and
reports. The superintendent may determine whether the properly certified attendance records or
reports for the school year are to be filed in the central office or properly stored on the respective
school campuses of your district or at a secure offsite location.

Information for all FSP attendance reports must be available for audit purposes for 5 years from the
completion of the school year. Superintendents, principals, and teachers are responsible to their school
board and to the state for maintaining accurate and current attendance records, regardless of the
attendance accounting system in use’.

1.5 Auditing of Attendance Information

Regardless of where attendance records are filed or stored, they must be readily available for audit by
the Financial Compliance Division of the TEA.2 Auditors have the authority to examine attendance
records for any year for which your district is required to retain records (see Section 2). If auditors
detect errors during an audit, the TEA will either assess an adjustment to subsequent allocations of
state funds or require your district to refund the total amount of the adjustment when the audit is
finalized.

619 TAC §129.21(f)
719 TAC §129.21(a)
819 TAC §129.21(d)
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1.6 How to Use This Handbook

This handbook contains all the information and the mandated coding structure that each attendance
accounting system must follow. Each section of this handbook, where practical, is organized using the
same headings for each subsection. Each subsection contains the same general types of information.

Each section specifies the coding structure and lists all the documentation required to verify student
eligibility in the subject area defined by the section title.

Although limited by the complicated nature of attendance accounting, each section is designed to
present all essential information about the subject area defined by the section title. The essential
information provided includes student eligibility, mandated coding structure, and documentation
required for audit purposes. Each section also contains the responsibilities of district personnel and
examples of how to code students in the accounting system.

The following table briefly describes the subject matter contained in each section.

Handbook Section(s)

Description

Section 1 Overview

The Overview section describes the importance of attendance accounting,
how funding and attendance are related, the organization of this
handbook, and significant changes from the prior year.

Section 2 Audit
Requirements

Audit Requirements establishes minimum standards for all required
documentation, sets the time limit for record retention, and discusses
areas of attendance accounting that deserve particular attention.

Section 3 General
Attendance
Requirements

General Attendance Requirements discusses the responsibilities of district
personnel, enrollment and withdrawal procedures, basic rules of
attendance accounting for all attendance systems, ADA eligibility codes
and general eligibility requirements, the school calendar, data submission,
documentation required to prove FSP eligibility, tips for quality control of
attendance data, and examples.

Sections 4-9

These sections address each of the special program areas under the FSP.
Each section discusses the responsibilities of district personnel, enroliment
and withdrawal procedures, special rules, documentation to prove special
program eligibility, tips for quality control of special program attendance
data, and examples.

Section 10
Alternative Education
Programs and
Disciplinary Removals

Alternative Education Programs and Disciplinary Removals discusses
various alternative education programs, in-school suspension programs,
and education programs for incarcerated youth, as well as disciplinary
removals.

Section 11
Nontraditional Programs

Nontraditional Programs discusses education programs that have
alternative methods of funding or are provided in alternative settings.

Section 12 Virtual,
Remote, and Electronic
Instruction

Virtual, Remote, and Electronic Instruction discusses Texas Virtual School
Network programs and courses, other online courses, remote instruction,
and self-paced computer courses.

Section 13 Appendix

The Appendix section explains how ADA is calculated and provides
information on weighting of ADA.

Section 14 Glossary

The Glossary section defines terms used in the handbook.
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In the electronic Word version of this handbook, the entries in the table of contents and the boldfaced
cross-references that appear throughout the handbook (for example, 3.2.2 Funding Eligibility) are
hyperlinked. If you place your cursor over the entry or cross-reference and then press CTRL and click,
you will be taken to the section of the handbook specified in the entry or cross-reference. To return to
the original location, press ALT + the left arrow key.

Note: The web addresses provided throughout the handbook are subject to change. If a particular TEA
web address is no longer working, please search for the topic you are interested in using the TEA
website’s Google Search function or using the TEA A-Z Index page at
http://tea.texas.gov/interiorpage.aspx?id=25769815059. You can also access this page from the TEA
website’s home page by clicking on the A-Z Index link at the top of that page.

1.7 Significant Changes

The following table briefly describes the significant changes from the 2016-2017 handbook. The table
does not include all changes made to the handbook. For a comprehensive list of changes, see the
Change Document at

http://tea.texas.gov/Finance and Grants/Financial Compliance/Student Attendance Accounting Ha

ndbook/.

Significant Changes in the
2016-2017 Student Attendance Accounting Handbook

Change Subsection(s) Affected

Terminology: Changed instances of limited English proficient (LEP) | Throughout the document.
to English language learner (ELL)

Updates: Updated links to code and resources. Throughout the document
Updates: The No Child Left Behind Act (NCLB) criteria for highly 4.17 Teacher Requirements
qualified teachers was removed. 4.18 Examples
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Section 2 Audit Requirements

As stated in the overview section, the superintendent of schools is responsible for the safekeeping of all
attendance records and reports. Your district may store these records or reports in a central office or on
the respective school campuses. However, regardless of where they are stored, the records must be
readily available for audit® by the Texas Education Agency (TEA).X° Incomplete or inaccurate data will
result in attendance not being allowed.

2.1 General Audit Requirements

Your district must make available and provide to the Financial Compliance Division of the TEA copies of
all required attendance records within 20 working days of written request by the agency. Failure to
provide all required attendance records (specific program[s], grant[s], or both) will result in the TEA’s
retaining 100% of your district’s Foundation School Program (FSP) allotment for the undocumented
attendance for the school year(s) for which records have been requested.

Upon issuance of the preliminary report, the district or charter school has 20 working days to respond to
the report. Once the final report for all attendance reviews and investigative reports is issued, the report
will not be subject to further review or response from the district or charter school.

Attendance will be considered undocumented if documentation of the attendance either is missing or is
so inadequate that a reasonable person could not conclude from the documentation that the
attendance it is intended to support actually occurred. If attendance is undocumented at the days of
attendance level, any special program attendance based on those days of attendance also will be
considered undocumented. The adjustment to the FSP allotment for any undocumented attendance will
apply to the time period for which documentation was missing or inadequate. For example, if the
documentation provided to support a particular campus’s daily attendance for a semester consisted
only of period absence slips for certain students and no documentation was provided showing the
names of students present for classes each day, the TEA would adjust the district’s FSP allotment to
withhold 100% of the funding for all students at that campus for the semester.

Reports must include the level of detail identified in 2.3 Required Documentation although the TEA
does not mandate the actual report format. A good accounting system, however, will produce reports
that are easy to read and that present information in a concise format. For example, a Student Detail
Report will present all the required data for each student, including attendance and program totals by 6-
week reporting period, in one layout.

All documentation required for audit purposes is outlined in 2.3 Required Documentation.
Documentation must do the following:
e cover the entire school year and
e encompass three main data sets: Student Detail Reports for all students by 6-week reporting
period, Campus Summary Reports for all campuses by 6-week reporting period, and a District
Summary Report by 6-week reporting period.

9 as authorized by the Texas Education Code (TEC), §§42.255, 44.008, and 44.010
10 19 Texas Administrative Code (TAC) §129.21(d)
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All codes reflected in the attendance reports must be defined in the reports.

Your district must retain any student attendance documentation that could be required for audit
purposes for 5 years from the completion of the school year, unless specified differently later in this
section. This requirement applies specifically to student attendance documentation. Other kinds of
documentation, such as documentation required for a student’s permanent record, may need to be kept
longer. The required retention period for all records is outlined in Local Schedule SD of the Local Records
Retention Schedules, Texas State Library and Archives Commission:
https://www.tsl.state.tx.us/slrm/recordspubs/sd.html.

2.2 Accounting System Requirements

The attendance accounting system?! your district uses must do the following:
e use the coding structure defined in the Public Education Information Management System
(PEIMS) Data Standards as they relate to attendance.!?
e possess the ability to readily reproduce the student attendance data described in 2.3 Required
Documentation on notification of an audit, regardless of the medium of storage the system
uses.

2.2.1 Paper-Based Attendance Accounting Systems vs. Automated Attendance
Accounting Systems

Your district should carefully consider both its particular needs and the information in 2.2.2 Automated
Attendance Accounting Systems and 2.2.3 “Paperless” Attendance Accounting Systems before
selecting an attendance accounting system, storage medium, or automated format for audit
documentation.

Your district may get the most benefit from retaining some documentation electronically and other
documentation in paper report format. For example, say Learning ISD uses paper period absence slips as
the source document for attendance accounting. The district cannot store those slips electronically, nor
can it store some of the other required documentation in an electronic format (see 2.3 Required
Documentation). The district can, however, store the Student Detail Report, the Campus Summary
Reports, and the District Summary Report electronically. For audit purposes, Learning ISD must retain all
paper records that it cannot store electronically, a backup of the actual attendance accounting data, the
attendance accounting program from the same school year, and compatible hardware necessary to
access and reproduce the data in an acceptable format.

Note: All required attendance system documentation that is stored electronically must be reproduced in
an acceptable format at the time of an audit. To be considered acceptable, the documentation must be
as follows:

e complete (must meet all the requirements in 2.3 Required Documentation),

e in English (not machine language), and

e easy toread.

11 Unless a distinction is made between manual and automated systems, all standards described in the handbook apply to all
attendance accounting systems.
1219 TAC §129.21(f)
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2.2.2 Automated Attendance Accounting Systems

Your district must retain paper copies of all required attendance records for 5 years, unless it uses an
automated attendance accounting system. If it chooses, a district using an automated attendance
accounting system may store any attendance accounting record or report electronically provided the
district also retains the hardware and software necessary to access and reproduce the attendance data
in an acceptable format (see the last paragraph of this subsection). If your district is unable to keep
compatible hardware, backup copies of software, or both, or if the district does not possess the
technical expertise to reproduce the unaltered data in an acceptable format when notified of an audit,
paper copies are required for the entire retention period?3.

Your district must manage automated attendance accounting systems properly to meet audit
documentation standards. An effective system of internal controls must be in place to maintain 1) data
integrity (completeness and accuracy) and 2) the ability to reproduce, for audit purposes, all required
documentation that your district elected to store electronically. Note that outside technical assistance
may be required to ensure your district’s automated attendance accounting system can reproduce all
required documentation at the time the district is notified of an audit. The TEA recommends your
district test the procedures for reproducing required audit documentation in an acceptable format
before deciding to retain reports or records in an electronic format instead of a paper format.

If your district uses an automated attendance accounting system, it must recognize how changes to the
system’s hardware and software from year to year affect your district’s ability to reproduce attendance
accounting records from prior years. Therefore, when changes occur to the system software (for
example, yearly updates to the attendance accounting program), your district must be certain that the
new program will access the prior years’ attendance data and produce an acceptable report format. It is
also important, when changes occur to your district’s hardware (for example, your district purchases
new hardware), to investigate whether the new hardware is compatible, so that it will access the prior
years’ attendance data and produce an acceptable report format. In some cases it is advisable to print
and retain paper copies for audit purposes instead of storing the data electronically.

2.2.3 “Paperless” Attendance Accounting Systems

If your district uses a system that is virtually entirely functional without the use of paper documents (for
example, a system in which the teacher enters absences directly into the system without the use of
paper period-absence reports), then this system must meet the additional standards established in this
subsection, or your district must generate and retain paper copies of attendance reports and records.
These standards apply to all districts that wish to establish and maintain an audit trail (source document
to final reports) that is almost entirely free from paper.

Even with the use of a “paperless” attendance accounting system, some documentation required for
audit purposes, such as a doctor’s note supporting a student’s excused absence or other
documentation listed in 2.3.5 Additional Required Documentation, may necessarily need to be kept in
paper form. If attendance data cannot be reproduced in an acceptable format at the time of an audit, a
school district may be held financially responsible for its inability to reproduce required documentation.

13 Local Schedule SD, Texas State Library and Archive Commission
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An attendance accounting system that allows teachers to enter attendance data directly into the
automated system must provide security to the data that are entered. Systems must include the
following safeguards and security features (this is not necessarily an exhaustive list of required features):
e requirement that teachers log on to the system using distinct secret passwords
e timing out (automatic shutoff) if the program has not had any activity in an appropriately short
period of time (for example, 10 minutes)
e ability to report the date, time, and identity of the teacher entering the absence data, upon
request
e ability to report the date, time, and identity of the individual making changes to the attendance
report, upon request
e provision of a positive confirmation for 100% of attendance (teacher submits “All Present”
rather than showing no one absent)

Proper information system management is the key to a successful paperless automated attendance
accounting system. Locally designed internal controls must be established to ensure the security of the
system. Only personnel with the proper security clearance level should have access to the system.

2.2.4 Disaster Recovery

Disaster or attendance accounting system malfunction or sabotage does not negate your district’s
responsibility to produce attendance data required for an audit. Your district should have in place plans
for how it will recover and reproduce data required for an audit if the primary means of producing the
data is threatened by disaster or by attendance accounting system malfunction or sabotage.

Storage of duplicate records and data at various locations within your district is an example of a plan
that prevents the loss of data if a disaster occurs at the primary storage facility.

Your district should document its data recovery plans and ensure that the plans are available for
examination by auditors. The district should also regularly test its data recovery plans.

2.2.5 Attendance System Procedures Manual

Your district or charter school must maintain a procedures manual that provides specific, detailed
information on the district’s school attendance accounting system. This procedure manual must include
the following information:
e how and when teachers are to take official attendance
e how attendance is entered into the attendance accounting system
e which position or positions are responsible for the coding of special programs (such as career
and technical education, special education, pregnancy-related services, etc.)
e how changes to special programs are to be documented
e how student membership is to be reconciled between the teacher rosters and the attendance
accounting database
e how your district will maintain attendance accounting records (including computerized records,
period absence slips, and official calendar) after the completion of the school year
o what backup systems are in place to protect the attendance accounting records
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e which position is responsible for the maintenance and security of the attendance accounting
records

2.3 Required Documentation

The student attendance data asked for in an audit must be organized into three distinct data sets: the
Student Detail Report, the Campus Summary Report (s), and the District Summary Report.

Your district must generate Student Detail Reports, Campus Summary Reports, and District Summary
Reports each 6-week reporting period.

For a particular campus, data totals for all Student Detail Reports must add up to respective totals on
the Campus Summary Report. Likewise, data totals for all Campus Summary Reports must add up to
respective totals on the District Summary Report. For schools offering multiple tracks, student detail
must be summarized by individual tracks.

2.3.1 Student Detail Reports

Student Detail Reports must contain the following data:

1. Name of the district and the campus

2. County-district-campus number

3. Reporting period code (generally described as 6 weeks, but does not necessarily consist of 6 weeks;
for reporting purposes, the school year must be divided into six approximately equal reporting
periods)

4. Beginning and ending dates of reporting period, including the year

Total number of days of instruction in the reporting period

6. Instructional track (INSTRUCTIONAL-TRACK-INDICATOR-CODE) the student attends. Please note that
campuses that offer multiple instructional tracks will have multiple student detail reports

7. All identification data elements for the student:
e Legal first, middle, and last name
e Generation code, where applicable
e Gender
e Date of birth
e Age as of September 1

Texas Unique Student ID

Social Security number or state-assigned alternative ID number

Ethnic group

First and last name of parent or guardian with whom the student resides
e Address of parent or guardian with whom the student resides, to include the street number,

route number, or PO box number; city; and zip code, and campus ID of residence for
nonresident students

8. Student’s original entry date and all subsequent withdrawal and reentry dates, where applicable
(regular classroom and all special programs)

9. Student’s grade level code

10. Student’s:
e Average daily attendance (ADA) eligibility code (Section 3)

ol
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11.
12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

e Special education instructional setting code (Section 4)

Speech therapy indicator code (Section 4)

Career and technical education code (Section 5)

Bilingual program type code and ESL program type code (Section 6)

e Gifted/talented indicator code (Section 8)

e Pregnancy-related services code (Section 9), where applicable

Student’s absences (from the official attendance snapshot) by date for each 6-week reporting period

The following, by 6-week reporting period:

e Student’s total days membership

e Total days absent

e Total days present

e Total eligible days present and total eligible minutes present for Optional Flexible School Day
Program [OFSDP] or High School Equivalency Program [HSEP] students

e Total ineligible days present and total ineligible minutes present for OFSDP or HSEP students

Student’s total eligible days present and total eligible minutes present for OFSDP or HSEP students

in each program (listed in item 10, except for gifted/talented) by 6-week reporting period, where

applicable

Student’s number of excess contact hours earned in one day, where applicable

Student’s total excess contact hours by instructional setting code by 6-week period, where

applicable

Attendance data totals for all students, summarized by grade. These totals include the following:

e Days membership (includes both eligible and ineligible students)

e Days absent (includes both eligible and ineligible students)

e Total days present (includes both eligible and ineligible students)

e Ineligible days present and total ineligible minutes present for OFSDP or HSEP students

Eligible days present and total eligible minutes present for OFSDP or HSEP students

Eligible days bilingual/ESL and total eligible minutes present for OFSDP or HSEP students

Eligible days pregnancy-related services and total eligible minutes present for OFSDP or HSEP

students

e Eligible days special education mainstream and total eligible minutes present for OFSDP or HSEP
students

Track total for all grades for all data required in 16 above

Track ADA (regular classroom eligible participation, bilingual/ESL, pregnancy-related services, and

mainstream)

Total eligible days present, total eligible minutes present for OFSDP or HSEP students, and total

contact hours for all career and technical education codes (V1-V6) by grade and a campus total for

all grades, where applicable

Total eligible days present, total eligible minutes present for OFSDP or HSEP students, total contact

hours, and total excess contact hours for all special education instructional settings, including

speech therapy, by grade and a campus total for all grades, where applicable

Signature page, signed by persons recording data and persons approving data. This page may be

signed each 6-week reporting period or each semester at local discretion. If your district uses a

paperless attendance accounting system, the electronic equivalent of a signature page (for example,

a feature that allows approvers to indicate their approval of data electronically) is acceptable in lieu

of a paper signature page.

Audit Requirements 2016-2017 Student Attendance Accounting Handbook Page 28




Each 6-week reporting period, the campus personnel responsible for ensuring student attendance
accounting codes are correct should generate Student Detail Reports and review them for
reasonableness.

2.3.2 Campus Summary Reports

The Campus Summary Reports summarizes all tracks on a campus and must include the following data: |

1. Name of the district and the campus

2. County-district-campus number

3. Six-week reporting period

4. Beginning and ending dates of the reporting period, including the year (If the campus has multiple
tracks the earliest track beginning date and latest track ending date should be indicated)

5. Attendance data totals for all students, summarized by grade. These totals include the following:
e Days membership (includes both eligible and ineligible students)
e Days absent (includes both eligible and ineligible students)
e Total days present (includes both eligible and ineligible students)

Ineligible days present

Eligible days present
e Eligible days bilingual/ESL
e Eligible days pregnancy-related services
e Eligible days special education mainstream

6. Campus total for all grades for all data required in item 7 above

Total days absent reported by date for entire calendar

8. Campus ADA (regular classroom eligible participation, bilingual/ESL, pregnancy-related services, and
mainstream)

9. Total eligible days present and total contact hours for all career and technical education codes (V1-
V6), if applicable

10. Total eligible days present, total contact hours, and total excess contact hours for all special
education instructional settings, including speech therapy, if applicable

11. FTE calculations for all special programs reported for data required in items 11 and 12

12. Total number of students, by grade, who were served in a state-approved gifted/talented program,
if applicable

13. Signature page, signed by persons recording data and persons approving data. This page may be
signed each 6-week reporting period or each semester at local discretion. If your district uses a
paperless attendance accounting system, the electronic equivalent of a signature page (for example,
a feature that allows approvers to indicate their approval of data electronically) is acceptable in lieu
of a paper signature page.

~

Campus Summary Reports should be generated each 6-week reporting period and reviewed by the
principal for reasonableness. The principal should do the following:
e scrutinize regular attendance totals and special program attendance totals based on
approximate membership,
e investigate all data totals that have an exceptionally high value or a value of zero, and
e compare current-year totals to prior-year totals to detect unreasonable differences.
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2.3.3 District Summary Reports

The District Summary Reports summarizes all campuses in the district or charter and must include the

following data:

1. Name of the district

2. County-district number

3. Six-week reporting period

4. Beginning and ending dates of the reporting period, including the year (If the campus has multiple
tracks the earliest track beginning date and latest track ending date should be indicated)

5. Totals of all campus data, summarized by grade. These totals include the following:
e Days membership (includes both eligible and ineligible students)
e Days absent (includes both eligible and ineligible students)

Total days present (includes both eligible and ineligible students)

Ineligible days present
e Eligible days present
e Eligible days bilingual/ESL
e Eligible days pregnancy-related services
e Eligible days special education mainstream

6. District total for all grades for all data required in item 7 above

7. District ADA (regular classroom eligible participation, bilingual/ESL, pregnancy-related services, and
mainstream)

8. Total eligible days present and total contact hours for all career and technical education codes (V1-
V6), if applicable

9. FTE calculations for all special programs reported for data required in items 9 and 10 above

10. Total eligible days present, total contact hours, and total excess contact hours for all special
education instructional settings, including speech therapy, if applicable

11. Total number of students, by grade, who were served in a state-approved gifted/talented program,
if applicable

12. Signature page, signed by persons recording data and persons approving data. This page may be
signed each 6-week reporting period or each semester at local discretion. If your district uses a
paperless attendance accounting system, the electronic equivalent of a signature page (for example,
a feature that allows approvers to indicate their approval of data electronically) is acceptable in lieu
of a paper signature page.

The District Summary Report should be generated each 6-week reporting period and reviewed by the
superintendent or the superintendent’s designee. The person reviewing the report should do the
following:
e scrutinize regular attendance totals and special program attendance totals based on
approximate membership,
e investigate all data totals that have an exceptionally high value or a value of zero, and
e compare current-year totals to prior-year totals to detect unreasonable differences.

2.3.4 Reconciliation of Teacher’s Roster Information and Attendance Accounting
Records

Student membership from the teacher’s roster is to be reconciled to the attendance accounting records
at the end of the first and fourth 6-week reporting periods. The reconciliation is to verify that all
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students are reported on attendance records and that “no show” students have been purged from the
attendance accounting system. District personnel are to develop a form to be used at the end of the first
and fourth 6-week reporting periods to show the total number of students in membership in each
teacher’s class during the official attendance period. The total number of students in membership is to
be reconciled to the total number of students listed in attendance accounting records. The district
PEIMS coordinator and his or her supervisor must certify this document with their signatures. If your
district uses a paperless attendance accounting system, the electronic equivalent of a signature page
(for example, a feature that allows certifiers to indicate their certification of data electronically) is
acceptable in lieu of a paper signature page.

The reconciliation does not need to be conducted on the last day of the 6-week reporting period.
However, it should be conducted no later than the final week of the 6-week period. The reconciliation
should be for the official attendance period (usually second period).

2.3.5 Additional Required Documentation

The following documentation will also be required in the event of an audit (the retention period for an

item is provided only if it differs from the standard 5-year retention period):

1. Documentation of a student’s age and identity (to be retained as long as administratively valuable to
the district) (see 3.3 Enrollment Procedures and Requirements)

2. Documentation of a student’s residency or other eligibility for enroliment (see 3.3 Enrollment
Procedures and Requirements)

3. Grade books (retained for 1 year after entering grades into the student’s Academic Achievement
Records [AAR]). Grade books are especially important in proving a student’s special program service
when end-of-semester grades were not received

4. Period absence reports (for example, slips, 6-week attendance cards, etc.), if used, from the official
attendance hour, signed and dated within one calendar week of the attendance by the teacher

5. For paperless accounting systems in which absences are posted directly to the automated system,
sufficient paper documentation to support any changes to posted absences (see 2.2.3 “Paperless”
Attendance Accounting Systems)

6. Campus Daily Absence Summary Reports, if used

7. Class admittance slips or other documentation to support the claim that a student was with a nurse,
counselor, assistant principal, or other school official at the time attendance was taken (see 3.6.3
Requirements for a Student to Be Considered Present for FSP (Funding) Purposes)

8. Documentation supporting the claim that a student was attending a board-approved activity,
accompanied by a professional staff member, adjunct staff, or a paraprofessional staff member of
the district, signed by the staff member who supervised the student (see 3.6.3 Requirements for a
Student to Be Considered Present for FSP (Funding) Purposes)

9. Documentation supporting the claim that a student was at a documented appointment with a
health care professional (see 3.6.3 Requirements for a Student to Be Considered Present for FSP
(Funding) Purposes)

10. Documentation supporting the claim that a student was participating in a district-approved
mentorship through the Distinguished Achievement Program (see 3.6.3 Requirements for a Student
to Be Considered Present for FSP (Funding) Purposes)

11. If any data changes are made to reports after they have been submitted to the TEA, updated or
corrected copies of all reports (see 3.10 Quality Control)

14 Local Schedule SD, Texas State Library and Archive Commission
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12.

13.
14.

15.

16.

17.
18.

Copies of the student’s schedule showing the date of change if the student experienced a program
change, including dates of withdrawal (for example, documentation showing a student changed
from a 1-hour to a 3-hour career and technical education course or documentation showing a
student withdrew from the program)

Copies of any approved waivers your district may have received that affect funding

A copy of the official school calendar reflecting all days of instruction and holidays (including bad
weather days) for each instructional track offered in your district, with each 6-week reporting period
clearly identified

Special program documentation as described in each special program section in this handbook,
including proof of service (see item 3 above)

Documentation that indicates the meaning of all locally designed codes in the attendance system
A copy of the community-based dropout recovery education program?® contract, if applicable
Your district or charter school must maintain written local board or board approved designee
adopted policies that provide specific detailed information on the district’s or charter school’s
attendance accounting system. These written local board or board approved designee adopted
policies must include the district’s or charter’s written policy for documentation for establishing a
student’s residency. (See 3.3.1 Residency).

15 See the definition provided in the glossary.
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Section 3 General Attendance Requirements

This section provides information on general attendance reporting requirements.

3.1 Responsibility

List in the spaces provided below the name and phone number of the district personnel responsible
for answering all general attendance questions:

Name:

Phone Number:

As stated in previous sections, ultimately, the district superintendent is responsible for the accuracy and
safekeeping of all attendance records and reports. These records must be available for audit by the
Texas Education Agency (TEA) Financial Compliance Division. By signing the District Summary Report—
or, in the case of a paperless attendance accounting system, by indicating his or her approval of data
electronically—the superintendent affirms that he or she has taken measures to verify the accuracy and
authenticity of the attendance data®®. Important: If the TEA detects errors during an audit, the agency
either will assess an adjustment to subsequent allocations of state funds or will require your district
to refund the total amount of the adjustment when the audit is finalized.

The principal of each campus is responsible for reviewing his or her respective Campus Summary
Reports for completeness and accuracy. A principal should compare reports from the TEA, which reflect
Public Education Information Management System (PEIMS) data, to locally produced reports for
reasonableness and accuracy. By signing the Campus Summary Report—or, in the case of a paperless
attendance accounting system, by indicating his or her approval of data electronically—a principal
affirms that he or she has checked, or caused to be checked, the accuracy and authenticity of the
attendance data.

Important: The principal or superintendent affirms the propriety of student eligibility determinations,
including determinations of student eligibility for particular educational programs, when he or she signs
affidavits—or, in the case of a paperless attendance accounting system, when he or she indicates
electronically that he or she attests to the validity of the determinations.

The teacher who initially records an absence is responsible for the accuracy of the report and attests to
the validity of the data with his or her signature—or, in the case of a paperless attendance accounting
system, with his or her entry of those data using the teacher’s logon with a distinct secret password.’

16 19 Texas Administrative Code (TAC) §129.21(d); Texas Education Code (TEC), §42.255
1719 TAC §129.21(a)
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The attendance personnel generating absence summaries and transcribing the absences or coding
information into the accounting system are responsible for adhering to all laws and regulations
pertaining to student attendance accounting. Each person entering data into the attendance accounting
system must sign an affidavit attesting that the data he or she has entered are true and correct to the
best of his or her knowledge—or, in the case of a paperless attendance accounting system, indicate
electronically that the person attests that the data he or she has entered are true and correct to the
best of his or her knowledge.

Important: Your district must not assign attendance personnel the responsibility of determining a
student’s coding information. Special program staff members, directors, or teachers should
provide attendance personnel with names and coding information of students who are eligible,
and whose documentation is in order. Special program directors and staff members are
responsible for reviewing special program data and totals for accuracy and completeness. They are
also responsible for ensuring that attendance personnel are aware of any changes in a student’s
services and the effective dates of those changes. The attendance personnel are then responsible
for entering the changes in the student attendance accounting system. At the end of each 6-week
reporting period, special program staff members should check the Student Detail Report for any
coding errors.

3.2 Membership and Eligibility for Attendance and Foundation
School Program (FSP) Funding

Both membership and eligibility to generate average daily attendance (ADA) are related to the amount
of time that a student receives instruction each day. However, they are not the same.

A student is in membership in your district if the student is enrolled in the district and is either:
e scheduled to attend at least 2 hours of instruction each school day or
e participating in an alternative attendance accounting program.

A student who meets the criteria above is in membership regardless of whether the student is eligible to
generate ADA.

A student is eligible to generate ADA, and thus FSP funding, only if the student is in membership and

also meets the ADA eligibility requirements described in the following subsections.

3.2.1 ADA Eligibility Coding

A student’s eligibility to generate ADA is reported with what is called an ADA eligibility code. Your
district must use the following codes when reporting student attendance.

Note: The 2-through-4-hour rule includes recess and in-class breakfast.
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3.2.1.1 Code 0 Enrolled, Not in Membership

Code 0 indicates that a student is enrolled but is not in membership. Code 0 applies to students who are
scheduled for and provided fewer than 2 hours of instruction by your district each school day and are
not participating in an alternative attendance accounting program. This code is used for the following:

e achild who is scheduled to attend for fewer than 2 hours of instruction each school day,
including a high school student who has met all graduation requirements other than passing
required state assessments and who continues to attend school to participate in a study
program for those tests if the student is scheduled for and attending fewer than 2 hours of
study program instruction each day (see 3.2.2.3 Funding Eligibility of Students Who Have Met
All Graduation Requirements except Passing Required State Assessments)

e achild who attends a nonpublic school but receives some services from your district (for
example, speech therapy services only)

e astudent who is provided instruction totally in a federal Head Start program

e astudent who has graduated but returned to school (for fewer than 2 hours of instruction per
day) to further his or her education

e astudent who receives all his or her special education and related services through an approved
nonpublic school

e a parentally placed private school student with a disability, 5 through 21 years of age, who
receives special education and related services through a services plan (see 4.5 Special
Education Services for Private or Home School Students Who Are Eligible for and in Need of
Special Education)

A student coded with an ADA eligibility code of 0 is not eligible to generate ADA or FSP funding.

3.2.1.2 Code 1 Eligible for Full-Day Attendance

Code 1 indicates that a student is eligible to generate full-day attendance. Code 1 applies to all students
entitled to enroll under the Texas Education Code (TEC), §25.001, who are scheduled for and provided
instruction for at least 4 hours each school day.

Note: Districts that offer half-day kindergarten programs must not count students who attend both the
morning and afternoon half-day sessions for eligible full-day attendance.

3.2.1.3 Code 2 Eligible for Half-Day Attendance

Code 2 indicates that a student is eligible to generate half-day attendance. Code 2 applies to all students
entitled to enroll under the TEC, §25.001, who are scheduled for and provided instruction for at least 2
hours but fewer than 4 hours each school day. These students include prekindergarten (PK) students
who meet the eligibility requirements in Section 7 (see 7.5 Eligible Days Present and ADA Eligibility).

3.2.1.4 Code 3 Eligible Transfer Student Full-Day

Code 3 indicates that a student is a transfer student who is eligible to generate full-day attendance.
Code 3 applies to a student who is a nonresident, is legally transferred into your district, and is
scheduled for and provided instruction for at least 4 hours each school day. This code applies only to a
student who transfers from one Texas school district to another; such a student must meet all eligibility
criteria other than residency.

Charter schools are only approved to serve students in the geographic boundary authorized in the
charter school’s charter agreement. Reporting a student with ADA eligibility code 3 would demonstrate
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that the charter school is serving students outside of its approved geographic boundary and may
constitute a material violation of the charter. A charter school should not use ADA eligibility code 3.

If a nonresident student is not legally transferred into a district, the receiving district cannot claim the
attendance.

Note: The Student Transfer System (STS) has been closed, and districts are no longer required to report
student transfers through the STS. However, your district should maintain documentation related to any
transfer locally. Also, your district must report the transfer status of each student who has been
transferred into the district in the PEIMS fall data submission.

3.2.1.5Code 4 Ineligible Full-Day

Code 4 indicates that a student is provided instruction for at least 4 hours each school day but is
ineligible to generate ADA. The students that code 4 applies to include any student who is scheduled for
and provided full-day instruction but does not meet the eligibility criteria for the service he or she
receives. The types of students who are coded ineligible are listed below.

3.2.1.5.1 Underage:

e children provided instruction in a preschool program for children with disabilities (PPCD) who
are under the age of 3, except for children with serious visual or hearing impairments or both

e children provided instruction in PK who are under the age of 3 on September 1 of the current
school year

e children provided instruction in any grade (K-12) who are under age 5 on September 1 of the
current school year are ineligible for full-day funding (see the notes under the table in 3.2.3 Age
Eligibility for exceptions). However, a 4-year-old who is eligible for PK is eligible for half-day
funding even if the student is provided instruction in a kindergarten classroom. The student
must be coded with a grade level of PK.

3.2.1.5.2 Overage:
e students who are 26 years old on September 1 of the current school year

3.2.1.5.3 Other:

e nonresident students who have not been transferred into your district

e students who reside outside the boundaries of the state of Texas

e students served by a juvenile justice alternative education program (JJAEP) on the basis of an
expulsion under the TEC, §37.007(a), (d), or (e), unless specifically authorized in writing by the
TEA®

e students placed in residential facilities within your district whose maintenance expenses are
paid in whole or in part by another state or the United States?®

e students who are required, as a condition of obtaining or holding the appropriate United States
(US) student visa, to pay tuition to your district to cover the cost of their education®

18 TEC, §37.011(h)
19 TEC, §25.003 (Adopted tuition charges under this section must be submitted to the commissioner of education for approval.)

20 TEC, §25.0031(c)
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3.2.1.6 Code 5 Ineligible Half-Day

Code 5 indicates that a student is scheduled for and provided instruction for at least 2 hours but fewer
than 4 hours each school day but is ineligible to generate ADA (for any of the reasons listed in the
preceding subsection on code 4). The students that code 5 applies to include any student who is
provided half-day instruction but does not meet the eligibility criteria for the service he or she receives.
Examples include the following:
e students enrolled only in PK who do not meet the PK eligibility requirements in Section 7
e students enrolled in locally funded PK programs offered by your district
e students provided instruction by a JJAEP on the basis of an expulsion under the TEC, §37.007(a),
(d), or (e), unless specifically authorized in writing by the TEA
e students who are required, as a condition of obtaining or holding the appropriate US student
visa, to pay tuition to your district to cover the cost of their education?!

3.2.1.7 Code 6 Eligible Transfer Student Half-Day

Code 6 indicates that a student is a transfer student who is eligible to generate half-day attendance.
Code 6 applies to a student who is a nonresident, is legally transferred into your district, and is
scheduled for and provided instruction for at least 2 hours but fewer than 4 hours each school day. The
student must meet all eligibility criteria other than residency.

The information on transferring students included in the previous subsection on code 3 applies for code
6 as well. A charter school should not use ADA eligibility code 6.

3.2.1.8 Code 7 Eligible—Alternative Attendance Program Participation

Code 7 applies to a student who is eligible to participate in and is enrolled and provided instruction in an
alternative attendance program, such as the Optional Flexible School Day Program (OFSDP) or the High
School Equivalency Program (HSEP).

3.2.1.9 Code 8 Ineligible—Alternative Attendance Program Participation

Code 8 applies to a student who is enrolled and provided instruction in an alternative attendance
program, such as the OFSDP or HSEP, but is ineligible to participate in the program.

3.2.2 Funding Eligibility

To be eligible to generate FSP funding for attendance, a student must either:
1) be scheduled for and provided instruction at least 2 hours (half-day attendance) or at least
4 hours (full-day attendance) each day (referred to as the “2-through-4-hour rule”??) or
2) be eligible for, enrolled in, and scheduled for and provided instruction in an alternative
attendance accounting program (such as the OFSDP).

The following table explains more fully the requirements a student must meet to be eligible to generate
ADA and thus FSP funding.

Note: The 2-through-4-hour rule includes recess and in-class breakfast.

21 TEC, §25.0031(c)
2219 TAC §129.21(g)
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If the student is scheduled for and
provided instruction:

then the student:

and should be
reported with:

fewer than 2 hours (120 minutes) per
day

is not eligible to generate ADA

ADA eligibility code 0

at least 4 hours (240 minutes) per day

is eligible for full-day attendance
(is eligible to generate ADA)

ADA eligibility code 1

at least 2 hours (120 minutes) but
fewer than 4 hours per day

is eligible for half-day attendance
(is eligible to generate ADA)

ADA eligibility code 2

at least 4 hours (240 minutes) per day
and meets the requirements for an
eligible student other than residency or
an alternative basis for eligibility under
the TEC, §25.001

is eligible for full-day attendance
(is eligible to generate ADA). This
status applies to a student who
legally transfers from one Texas
district to another Texas district
and meets all eligibility criteria
other than residency

ADA eligibility code 3

at least 4 hours (240 minutes) per day
but does not meet the eligibility
requirements

is not eligible to generate ADA
(see 3.2.1.5 for more information)

ADA eligibility code 4

at least 2 hours (120 minutes) per day
but does not meet the eligibility
requirements

is not eligible to generate ADA
(see 3.2.1.6 for more information)

ADA eligibility code 5

at least 2 hours (120 minutes) per day
and meets the requirements for an
eligible student other than residency or
an alternative basis for eligibility under
the TEC, §25.001

is eligible for half-day attendance
(is eligible to generate ADA). This
status applies to a student who
transfers from one Texas district
to another Texas district and
meets all eligibility criteria other
than residency

ADA eligibility code 6

through an alternative attendance
program, such as the OFSDP, according
to the requirements of that program

is eligible for alternative
attendance program participation
(is eligible to generate ADA)

ADA eligibility code 7

through an alternative attendance
program, but not according to the
requirements of that program

is ineligible for alternative
attendance program participation
(is not eligible to generate ADA)

ADA eligibility code 8

Students who are funding eligible and attending on a half-day basis may earn only one-half day of
attendance each school day. Your district determines these students’ attendance by taking attendance

during a period in which the students are scheduled to be presen

t.23

If a student who is funding eligible and attending on a full-day basis is not scheduled to attend school
during the second or fifth instructional hour, your district determines the student’s attendance by taking
attendance during a period in which he or she is scheduled to be present. See 3.6.2.2 Alternative
Attendance-Taking Time for Certain Student Populations.

Attendance for any full-day student (ADA eligibility code 1 or 3) cannot exceed the number of days of
instruction for the same reporting period for the same instructional track. Attendance for any half-day

2319 TAC §129.21(h)(1)
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student (ADA eligibility code 2 or 4) cannot exceed one-half of the number of days of instruction for the
same reporting period for the same instructional track. Also, the number of days of participation for any
student in any special program cannot exceed the number of days present for the same reporting period
for the same instructional track.

Instructional hours must not be averaged to determine attendance eligibility.

3.2.2.1 Study Halls Not Eligible as Instructional Hours

To be eligible for attendance for FSP purposes, students must either 1) be provided instruction at least 2
hours (half-day attendance) or at least 4 hours (full-day attendance) each school day or 2) be eligible for,
enrolled in, and provided instruction in an alternative attendance accounting program. Study halls are
not considered instruction and thus do not count toward the accumulation of attendance hours for FSP
funding purposes.

3.2.2.2 Time Spent in Course for Which Student Has Already Received Credit Not Eligible as
Instructional Hours

If a student repeats a course for which the student has already received credit, the time that the student
spends taking the course for a subsequent time does not count toward the accumulation of attendance
hours for FSP funding purposes; that is, this time does not count as classroom time for purposes of the
2-through-4-hour rule.

3.2.2.3 Funding Eligibility of Students Who Have Met All Graduation Requirements except
Passing Required State Assessments

Your school district may serve and generate FSP funding for a student who has met all graduation
requirements other than passing required state assessments and who continues to attend school to
participate in a study program for those assessments, provided all other eligibility requirements are met.
Time spent in the study program is considered classroom time for FSP funding purposes; that is, this
time counts as classroom time for purposes of the 2-through-4-hour rule.

Note: Students who have met all graduation requirements other than passing required state
assessments are the only students for whom time spent in such a study program may be considered
classroom time for FSP funding purposes. For any other student, this time is not considered classroom
time for FSP funding purposes.

3.2.2.4 Funding Eligibility of Students Eligible for PPCD Services and Served in a PK Classroom

See 4.9.3 PPCD Services and PK Programs and 7.5.1 Students Who Are Eligible for Special Education
(PPCD) and Are Served in a PK Classroom for detailed information about students who are eligible for
PPCD services and are served in a PK classroom.

3.2.3 Age Eligibility

The following table shows the age requirements students must meet to be eligible to attend Texas
public schools for FSP benefits. Students who meet the age requirements listed in the “Eligible” column
are eligible for free attendance for either full-day or half-day attendance for the entire school year in the
district in which they are entitled to attend for FSP benefits. For information on eligibility to attend a
school district, see 3.3.6 Student Entitlement to Attend School in a Particular District.
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Eligible

Ineligible

a student who is at least 5 years old® on
September 1 of the current school year but is
less than 21 years old by the same date?*

a student who is not at least 5 years old on
September 1 of the current school year or is not
less than 21 years old by the same date, unless
the student meets some other eligibility
requirement listed in the “Eligible” column

a student who is at least 21 years of age but
less than 26 years of age on September 1 of
the current school year and who has been

admitted by your school district to complete

the requirements of a high school diploma**2%

a student who has previously graduated from
high school

a student who is at least 19 years of age but
less than 26 years of age on September 1 of
the current school year and is enrolled in an
adult high school diploma and industry
certification charter school pilot program?®

a student who does not reside in Texas (even if
the student’s parent or grandparent does)

a student who has a disability and who 1) has
reached his or her third birthday and 2) meets
other special education eligibility requirements
described in Section 4

a student with disabilities who has graduated
with a high school diploma under 19 Texas
Administrative Code (TAC) §89.1070(b)(2), (f)
(student is no longer eligible to receive services
or generate ADA)

from date of birth through age 2, a child who
has serious visual impairments, hearing
impairments, or both and who meets other
special education eligibility requirements
described in Section 4

a student receiving special education services
who is 21 years of age on September 1 of a
school year: the student is eligible for services
through the end of that school year or until
graduation, whichever comes first

a student with a disability who graduated by
meeting the requirements of 19 TAC
§89.1070(b)(3) as determined by an admission,
review, and dismissal (ARD) committee and
who is still in need of special education
services?’: the student may be served through
age 21 inclusive®®

a student who is eligible for state-funded PK
classes and meets the age requirement by
September 1 of the current school year
(eligible only for half-day attendance)

24TEC, §42.003

25 TEC, §42.003
26 ynder the TEC, §29.259; TEC, §42.003

27 as determined by the ARD committee per 19 TAC §89.1070(f)
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*3.2.3.1 Additional Information about Minimum Eligible Age

If the school year starts before a student’s birthday, the student is eligible to attend school for the entire
year as long as he or she will be the required age on or before September 1.2

A student who is 5 years of age on or before September 1 of the current school year is automatically
eligible for the first grade for the full school term (ADA eligibility code 1) if the student has completed
public school kindergarten or has been enrolled in the first grade in a public school in another state
before transferring to a Texas public school.?° The term “enrolled” means actually receiving instruction
by attendance in a public school rather than being registered before receiving instruction.

However, any 5-year-old child who enrolls may be assigned to first grade for the full school term (ADA
eligibility code 1). Such assignments are the decision of the local district.

A student younger than 5 years of age is entitled to the benefits of the FSP if the student performs
satisfactorily on the required state assessments administered to students in the third grade and your
district has adopted a policy for admitting students younger than 5 years of age.>!

A child of a military family who moves to your district from another state that is a member state of the
Interstate Compact on Educational Opportunity for Military Children is entitled to continue enrollment
at the same grade level, including kindergarten, that he or she was enrolled in in that other state
regardless of the child’s age. Also, a child of a military family who moves to your district from another
state that is a member of the compact and who has satisfactorily completed the prerequisite grade level
(including prekindergarten) in that other state is entitled to enroll in the next highest grade level,
regardless of age. These children would meet minimum age eligibility requirements for generating ADA,
provided applicable documentation is provided. See 11.9 Interstate Compact on Educational
Opportunity for Military Children for documentation requirements, applicable definitions, and other
additional information.

*%3,2.3.2 Additional Information about Maximum Eligible Age

Students who are at least 21 years of age and under 26 years of age, who have been admitted for the
purpose of completing the requirements for a high school diploma, and who have not attended school
in the three preceding school years must not be placed with a student who is 18 years of age or younger
in a classroom setting, cafeteria, or other district-sanctioned school activity. However, these students
may attend a school-sponsored event that is open to the public as a member of the public.??

Also, students receiving special education services who are at least 22 years of age and under 26 years
of age on September 1 admitted for the purpose of completing the requirements for a high school
diploma are not eligible for special education weighted state funding, but are eligible for other weighted
state funding.

28 34 Code of Federal Regulations (CFR), §300.102(a)(3)
29 TEC §25.001(a)

30 TEC, §42.003(c)

31TEC, §42.003(d)

32 TEC, §25.001(b-2)
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Students with a disability who graduated by meeting the requirements of 19 TAC §89.1070(b)(3) as
determined by an ARD committee and who are still in need of special education services** may be
served through age 21 inclusive.?*

Your school district may provide instruction to a student who has already graduated with a regular high
school diploma. However, unless the student is returning to school® after graduating under 19 TAC
§89.1070(b)(3), the student is not eligible for funding and must be recorded with an ADA eligibility code
of 0, 4, or 5, as applicable. Exceptions are students who are eligible to graduate but who continue their
education to meet the requirements of a higher high school diploma standard or to graduate with their
class if graduation will occur by the end of the school year in which the student completes graduation
requirements. These students must still meet eligibility requirements for funding. (See 3.6.3.1 Early
Graduation or Graduation Ceremonies and Attendance.)

3.2.4 Dual Credit (High School and College or University)

Please see 11.3.1 Dual Credit (High School and College or University) Programs for information on dual
credit courses.

3.3 Enrollment Procedures and Requirements

This subsection discusses enrollment procedures and requirements.

A student must be enrolled in only one district at a time, thus eliminating duplicate PEIMS reporting for
a student.

Enrolling a student in a school district requires presentation of proof of the student’s identity, age, and
residency or other eligibility for enrollment. However, your school district may implement and use an
automated system to confirm the address of a student who is continuing enrollment in your district
from the prior school year. Your district may accept documentation of an updated address electronically
for a student who is continuing enrollment in your district from the prior school year. To be eligible for
FSP funding, your school district must maintain all proper documentation.

Note: All documentation requirements for audit purposes and the required retention period for such
records are outlined in Section 2. The required retention period for all school district records is outlined
in Local Schedule SD of the Local Records Retention Schedules, Texas State Library and Archives
Commission.

3.3.1 Residency

Your local district policy should include measures to verify, on enrollment, that a student is entitled to
enroll in the district under the TEC, §25.001. If the student’s entitlement is contingent on the residency
of a person, examples of methods of verifying residency include requesting utility bill receipts or lease
information or verifying with designated district personnel that the applicable residence is within the
boundaries of your district. Residency is not defined by an address on a driver’s license, a signature on a

33 as determined by the ARD committee per 19 TAC §89.1070(f)
34 34 CFR, §300.102(a)(3)
35 under 19 TAC §89.1070(f)
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lease, or the address on a utility bill. These are indicators that may expedite verifying residency, but the
absence of such indicators is not conclusive that the applicable person is not a resident.

In establishing whether a student meets residency requirements for enrollment in your district, your
district must not ask about the citizenship or immigration status of the student or his or her parent or
other person with legal control of the student under a court order.3® To determine whether a student
should have an immigrant indicator code of 1 for PEIMS reporting purposes, your district may ask the
following questions®”:
1) Isthe student 3-21 years of age?
2) Was the student born outside of the United States?
3) Has the student attended a US school for 3 full academic years?
Note: The 3 years do not need to be consecutive.
Note: A US Department of Defense school that is not located within the fifty states or the
District of Columbia is not considered a US school.

If the answer is yes to the first two questions and no to the third question, then the student should have
an immigrant indicator code of 1.

Your district must keep a copy of the document it used to verify a student’s residency.

3.3.2 District Responsibility to Secure Student Records

On a student’s enrollment in your district, your district must request the set of required student
information listed in 3.4 Withdrawal Procedures. Note that student records must be requested, sent,
and received using the Texas Records Exchange (TREx) system. If your district requests this information
from the district where a student was previously enrolled and that district fails to provide the required
information within 10 working days, your district should report the noncompliant district to the General
Inquiries Division of the TEA at (512) 463-9290.38

Your district should make a bona fide effort to secure all records and required documentation pertaining
to the student from the previous district and the parent or other person with legal control of the
student under a court order, if applicable.

Note: For purposes of transferring records through the TREx, a working day does not include a day that
the campus receiving the records request is closed or a day that the district’s administrative office is
closed.

3.3.3 Documentation of Identity and Age

A parent or other person with legal control of a student under a court order who is enrolling the student
has up to 30 days from the date of enrollment to provide proof of the student’s identity.3® Any of the

36 See the United States (US) Department of Education/US Department of Justice letter and other guidance documents available
at http://www.ed.gov/news/press-releases/secretary-duncan-and-attorney-general-holder-issue-guidance-school-districts-ens.
37 These questions are based on the criteria defining “immigrant children and youth” in Title Ill of the No Child Left Behind Act
of 2001. Texas is required to report the number of immigrant children and youth to receive certain federal funds.

38 TEC, §25.002(a-1)

39TEC, §25.002(a-1)
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documents in the following list is acceptable for proof of identity and age; however, please see the next
paragraph for additional information related to students under the age of 11.
e birth certificate
e statement of the child’s date of birth issued for school admission purposes by the division of the
Texas Department of State Health Services responsible for vital statistics*
e driver’s license
e passport
school ID card, records, or report card
military ID
hospital birth record
adoption records
church baptismal record
e any other legal document that establishes identity

For a student who is under 11 years of age and is enrolling in your school for the first time, per the Texas
Code of Criminal Procedure, Article 63.019, certain additional requirements related to documentation of
identity and age apply. Your school must notify the person enrolling the student that the person has up
to 30 days from enrollment, or up to 90 days from enrollment for a child not born in the United States,
to provide a certified copy of the child’s birth certificate. If the person is unable to produce a certified
copy of the birth certificate, the person must produce, within the same time period, other acceptable
proof of the child’s identity and age (see list from preceding paragraph) and a signed note explaining
why the person was unable to produce a certified copy of the birth certificate.

Your district must keep a copy of the document it used to verify a student’s identity and age for as long
as the document is administratively valuable to the district.

3.3.4 Failure to Receive Student Records and Discrepancies in Student Names

Failure to receive the information required for student enroliment must not preclude your district from
enrolling and serving a student.** However, only students who meet the age and admission
requirements may be reported as eligible for FSP purposes (ADA eligibility codes 1, 2, 3, 6, or 7) (see also
3.3.8 Immunization). Your district may report an enrolled student it believes to be eligible for FSP
purposes as eligible while awaiting documentation of eligibility from the student’s previous school
district or from the person enrolling the student.

If a child is enrolled under a name other than the name that appears in the identifying documents, your
district must notify the Missing Children and Missing Persons Information Clearinghouse at (800) 346-
3243. If the student’s records have not been received within 30 days of a request, making this
comparison impossible, your district must notify the municipal police department or sheriff’s
department of the county for a determination of whether the child has been reported as missing.*?

40 As provided for by the Texas Health and Safety Code, §191.0046. A child’s parent or guardian may request this statement free
of charge from the division of the Texas Department of State Health Services responsible for vital statistics. To request this
statement, the parent or guardian should complete the Mail Application for a Verification Letter, available at
http://www.dshs.state.tx.us/vs/regproc/forms.shtm, marking the application “Free for School Admission.”

4119 TAC §129.1(b)

42 TEC, §25.002(b) and (c)
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3.3.5 Entry and Reentry Dates

The student’s entry date is the first day the student is physically present during the official attendance
accounting period on a particular campus. A student’s reentry date is the first day the student is
physically present during the official attendance accounting period after having been withdrawn from
the same campus. A student cannot be absent on either the entry or the reentry date. Also, a student
cannot be absent on the first day of school.

The student is in membership on both the entry date and the reentry date. See 3.2 Membership and
Eligibility for Attendance and Foundation School Program (FSP) Funding for minimum time
requirements for a student to be in membership.

3.3.5.1 “Auditing” Classes at School District or Charter School at Which the Student Is Not
Enrolled

A school district or open-enrollment charter school must not permit a student to “audit” classes at the
district or school without being enrolled in the district or school.

3.3.6 Student Entitlement to Attend School in a Particular District

A student’s entitlement to attend a school district is determined under the TEC, §25.001. Your district
must serve any students who are entitled to enrollment under the TEC, §25.001, even if they are
expected to reside in your district for a short time. Your district must serve students in regular education
in addition to in other programs (special education, etc.) if the students are eligible and all
documentation is on file. Your district cannot refuse to serve a student who is entitled to enroll. For
example, say a student enters a hospital for treatment. If the hospital is located within your school
district, your district must immediately serve this student in regular education and also in special
education if the student is determined to be eligible. This requirement applies not only to students in
hospitals but also to students in juvenile detention centers, jails, and other such facilities. (See 3.3.6.2
Students from Outside Your District Who Will Be in Your District for 10 Days or Fewer for a limited
exception to this requirement.) Additional eligibility provisions apply to students who are not entitled to
enroll under TEC, §25.001, other than a residence separate and apart from a parent or legal guardian
under the TEC, §25.001(b)(4) and (d).

Under the TEC, §25.001(b), your school district must admit a student who meets age eligibility
requirements if the student:
e and either parent reside in your school district;
e does not reside in your school district but has a parent who does and that parent is a joint or the
sole managing conservator or possessory conservator of the student;
e and the student’s guardian or other person having lawful control of the person under a court
order reside within your school district;
e has established a separate residence under the TEC, §25.001(d);
e is homeless, regardless of the residence of the student, of either parent, or of the person’s
guardian or other person having lawful control of the person;
e s aforeign exchange student placed with a family that resides in your district by a nationally
recognized foreign exchange program®;
e resides at a residential facility that is in your district;

43 unless the school district has applied for and been granted a waiver by the commissioner under the TEC, §25.001(e)
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e resides in your district and either is 18 years old or older or has had the disabilities of minority
removed; or

e does not reside in your school district but has a grandparent who does and who provides a
substantial amount of after-school care for the student*.

Also, your school district must admit, tuition-free, a student who meets age eligibility requirements if
the student has been placed in foster care and the foster parents reside in your district.*® A student in
the conservatorship of the Department of Family and Protective Services (DFPS) who has been placed by
the department at a residence outside your district but who was enrolled at a school in your district at
the time of placement is entitled to continue to attend that school until he or she successfully completes
the highest grade offered by the school without payment of tuition regardless of whether the student
remains in DFPS conservatorship.*® Also, if a student who is in the conservatorship of the DFPS enrolls in
a primary or secondary public school other than the school in which the student was enrolled at the
time of placement into conservatorship, the student is entitled to continue to attend that school
without the payment of tuition until the student successfully completes the highest grade level offered
by that school at the time of enrollment even if the child’s placement is changed to a residence outside
the attendance area for that school or the school district. The student is also entitled to continue to
attend the school regardless of whether the student remains in the conservatorship of the DFPS for the
duration of the student’s enrollment®’.

A student who meets any of the previous criteria is eligible for attendance in your district as a regular
student and should not be coded as a transfer student.

3.3.6.1 Entitlement of Certain Students to Transfer to a District of a Bordering State

A student who is entitled to attend a public school of a school district that is on the border of Louisiana,
Arkansas, Oklahoma, or New Mexico who finds it more convenient to attend public school in a district in
the contiguous state may do so. In that case, the state and county available school funds for the student
would be paid to the school district of the contiguous state, and any additional tuition, if necessary,
would be paid by the district of the student’s residence on terms agreed on by the trustees of the
receiving district and of the residence district.*

3.3.6.2 Students from Outside Your District Who Will Be in Your District for 10 Days or Fewer

If a student from outside your district will be in your district temporarily for 10 days or fewer (for
example, because of a brief hospital stay), your district is not required to serve the student if all the
following requirements are met:
e itis known at the time the student arrives that the student will be staying for 10 days or fewer,
e your district and the district in which the student is enrolled both agree that the student will
continue enrollment in that district for the duration of the student’s stay in your district, and
e enrollment will not be shown at your district.

However, if your district does serve the student, regardless of the number of days of service, your
district must enroll the student and report the student as enrolled through the PEIMS.

44 as determined by the school board
45 TEC, §25.001(f)
46 TEC, §25.001(g)

47 TEC, §25.001(g-1)
48 See the TEC, §25.040.
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Also, this policy is not a basis for denying educational services if a parent, guardian, or student requests
services, regardless of the number of days that the student will be in your district.

3.3.7 Homeless Students

A student who is homeless, as defined by the McKinney-Vento Homeless Assistance Act®, is
entitled to enroll in any school district or open enrollment charter school in the state without
regard to the student’s residence.® The student must be allowed to attend either the student’s
“school of origin”>! (“school that the student attended when permanently housed or the school in
which the student was last”) or the school serving the attendance area where the student is now
located.*? Eligibility to enroll in any other school in any school district or open enrollment charter
school is determined by local policy.> A student is entitled to attend the school of origin if the
student becomes homeless during a school year or between school years. Also, if the student
becomes permanently housed during a school year, the student is entitled to attend the school of
origin for the remainder of that school year.

You can find more information on school district responsibilities associated with homeless
students on the TEA Homeless Issues FAQ page and on the Texas Homeless Education Office
website at http://www.utdanacenter.org/theo/.

3.3.8 Immunization

Except as provided by the TEC, §38.001(c), a student is required to be fully immunized against certain
diseases.>* However, your district may admit a student provisionally if the student has begun the
required immunizations and continues to receive the necessary immunizations as rapidly as medically
feasible.”® Except as provided by the TEC, §38.001(c), a student who is not fully immunized and has not
begun the required immunization must not attend school. A homeless student may be admitted for 30
days pending initiation of vaccinations or receipt of vaccination documentation.>® A student who is a
military dependent or any student coming from another Texas school may be enrolled for 30 days
pending transfer of immunization records.®’

For further information regarding immunization requirements, immunization exemptions, and
immunization documentation, please contact the Department of State Health Services (DSHS) or see the
following DSHS web page: http://www.dshs.state.tx.us/immunize/school/default.shtm.

49 (42 United States Code [USC], §11302 and § 11434a)

50 TEC, §25.001(b)(5)

51 as defined in 42 USC, §11432(g)(3)(G)

5242 USC, §1143(2)(g)(3)(A)

53 State law determines eligibility to enroll in a Texas Virtual School Network course or Online School. See 12.2 Texas Virtual
School Network (TxVSN).

54 TEC, §38.001(a)

55 TEC, §38.001(e)

56 25 TAC §97.66(b)

5725 TAC §97.69
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3.3.9 Infants and Toddlers with Auditory or Visual Impairments or Both

Infants and toddlers birth through 2 years of age who have auditory or visual impairments or both and
an individualized family services plan indicating a need for services by the district must be enrolled in
the local district or regional day school program for the deaf (RDSPD). If district services are to be
provided through the RDSPD, the RDSPD must involve the home district. Local education agencies
should collaborate with the RDSPD to ensure that appropriate services are provided. (See 4.10 Special
Education Services for Infants and Toddlers.)

3.3.10 Students Who Have Received a GED Certificate or Have Been Court-
Ordered to Obtain a GED Certificate

A student who has received a GED certificate or who has been court ordered to obtain a GED certificate
is still eligible to enroll in your district to complete the requirements for a high school diploma if the
student chooses, provided all eligibility requirements are met. If