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Sec. 1. NONDISCRIMINATION STATEMENT 
 
ILTexas prohibits discrimination, including harassment, against any student on the basis of race, 
color, religion, sex, gender, national origin, disability, age, or any other basis prohibited by law. 
ILTexas further prohibits retaliation against anyone involved in the complaint process. 
 
Sec. 2. GENERAL NON-DISCRIMINATION POLICY 
 

a) Prohibited Conduct 
 
In this policy, the term “prohibited conduct” includes discrimination, harassment, and/or 
retaliation as defined by this policy, even if the behavior does not rise to the level of unlawful 
conduct.  
 

i. Prohibited Discrimination 
 
Discrimination against a student is defined as conduct directed at a student on the basis of race, 
color, religion, sex, gender, national origin, disability, age, or on any other basis prohibited by law, 
that adversely affects the student.  
 

ii. Prohibited Harassment  
 
Prohibited harassment of a student is defined as physical, verbal, or nonverbal conduct based on 
the student’s race, color, religion, sex, gender, national origin, disability, age, or any other basis 
prohibited by law that is so severe, persistent, or pervasive that the conduct:  
 

1. Affects a student’s ability to participate in or benefit from an educational program or 
activity, or creates an intimidating, threatening, hostile, or offensive educational 
environment; 

2. Has the purpose or effect of substantially or unreasonably interfering with the student’s 
academic performance; or 

3. Otherwise adversely affects the student’s educational opportunities.   
 
Examples of prohibited harassment may include offensive or derogatory language directed at 
another person’s religious beliefs or practices, accent, skin color, or need for accommodation; 
threatening or intimidating conduct; offensive jokes; name calling, slurs, or rumors; physical 
aggression or assault; display of graffiti or printed material promoting racial, ethnic, or other 
negative stereotypes; or other kinds of aggressive conduct such as theft or damage to property. 
 

iii. Prohibited Gender-Based Harassment 
 
Gender-based harassment includes physical, verbal, or nonverbal conduct based on a student’s 
gender, the student’s expression of characteristics perceived as stereotypical for the student’s 
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gender, or the student’s failure to conform to stereotypical notions of femininity or masculinity. 
Gender-based harassment is considered prohibited harassment if the conduct is so severe, 
persistent, or pervasive that it:  
 

1. Affects a student’s ability to participate in or benefit from an educational program or 
activity, or creates an intimidating, threatening, hostile, or offensive educational 
environment; 

2. Has the purpose or effect of substantially or unreasonably interfering with the student’s 
academic performance; or 

3. Otherwise adversely affects the student’s educational opportunities. 
 
Examples of gender-based harassment, regardless of the student’s or alleged harasser’s actual or 
perceived gender, may include offensive jokes, name-calling, slurs, or rumors; physical aggression 
or assault; threatening or intimidating conduct; or other kinds of aggressive conduct such as theft 
or damage to property.  
 

iv. Prohibited Retaliation 
 
ILTexas prohibits retaliation against a student alleged to have experienced discrimination or 
harassment or another student who, in good faith, makes a report, serves as a witness, or otherwise 
participates in an investigation.  
 
Examples of retaliation may include threats, rumor spreading, ostracism, assault, destruction of 
property, unjustified punishments, or unwarranted grade reductions. Unlawful retaliation does not 
include petty slights or annoyances. 
 

b) False Claims 
 
A student who intentionally makes a false claim, offers false statements, or refuses to cooperate 
with a ILTexas investigation regarding discrimination or harassment is subject to appropriate 
discipline.  
 

c) Reporting Procedures (Non-Sexual Harassment) 
 
Any student who believes that he or she has experienced prohibited conduct or believes that 
another student has experienced prohibited conduct should immediately report the alleged acts to 
a teacher, counselor, Principal, or the appropriate Compliance Coordinator designated by ILTexas.  
 
Any ILTexas employee who suspects or receives notice that a student or group of students has or 
may have experienced prohibited conduct shall immediately notify the appropriate Compliance 
Coordinator listed in this policy, and take any other steps required by this policy.  
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The procedures in this Section 2 will apply to all allegations of prohibited conduct other than 
allegations of harassment prohibited by Title IX. For allegations of sex-based harassment that, if 
proved, would meet the definition of sexual harassment under Title IX (including sexual 
harassment), see the procedures below at Section 3, Sexual Harassment Prohibited – Title IX 
Policy.  
 

d) Definition of Compliance Coordinator 
 
For the purposes of this policy, Compliance Coordinators are the Title IX Coordinator, the 
ADA/Section 504 coordinator, and the Superintendent or designee. 
 

v. Title IX Coordinator 
 
The Title IX Coordinator is responsible for coordinating ILTexas efforts to comply with its 
responsibilities under Title IX with respect to discrimination based on sex, including sexual 
harassment. ILTexas has designated as the following individual as the Title IX Coordinator: Victor 
Cathey, Executive Director of Athletics and Fitness, 1820 N. Glenville Dr. Suite 100, Richardson, 
TX 75081. 972-479-9078. vcathey@iltexas.org   
 

vi. ADA/Section 504 Coordinator 
 
Reports of discrimination based on disability may be directed to the ADA/Section 504 
Coordinator. ILTexas designates the following person to coordinate its efforts to comply with Title 
II of the Americans with Disabilities Act of 1990, as amended, which incorporates and expands 
upon the requirements of Section 504 of the Rehabilitation Act of 1973, as amended: Regina Jones, 
Chief Equity Officer, 1820 N. Glenville Dr. Suite 100, Richardson, TX 75081. 972-479-9078. 
Rjones@iltexas.org   
 

vii. Coordinator for Purposes of Compliance with Other Nondiscrimination Laws 
 
The following person(s) have been designated to coordinate ILTexas compliance with all other 
antidiscrimination laws; Regina Jones, Chief Equity Officer, 1820 N. Glenville Dr. Suite 100, 
Richardson, TX 75081. 972-479-9078.  rjones@itlexas.org 
 

e) Alternate Reporting Procedures 
 
A student shall not be required to report prohibited conduct to the person alleged to have committed 
the conduct. Reports concerning prohibited conduct, including reports against the Title IX 
Coordinator or ADA/Section 504 Coordinator, may be directed to the Superintendent or designee. 
Reports concerning prohibited conduct by the Superintendent or designee may be made directly to 
the Board. If a report is made directly to the Board, the Board shall appoint an appropriate person 
to conduct an investigation. 
  

mailto:vcathey@iltexas.org
mailto:Rjones@iltexas.org
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f) Timely Reporting 
 
Reports of prohibited conduct shall be made as soon as possible after the alleged act or knowledge 
of the alleged act. A failure to promptly report may impair ILTexas ability to investigate and 
address the prohibited conduct.  
 

g) Notice to Parents 
 
A ILTexas official or designee shall promptly notify the parents of any student alleged to have 
experienced prohibited conduct by a ILTexas employee or another adult. 
 

h) Investigation 
 
ILTexas may request, but shall not insist upon, a written report. If a report is made orally, the 
school official shall reduce the report to written form. 
 
Upon receipt or notice of a report, the appropriate Compliance Coordinator shall determine 
whether the allegations, if proven, would constitute prohibited conduct as defined by this policy. 
If so, the Compliance Coordinator shall immediately authorize or undertake an investigation, 
regardless of whether a criminal or regulatory investigation regarding the same or similar 
allegations is pending.   
 
If appropriate, ILTexas shall promptly take interim action calculated to prevent prohibited conduct 
during the course of an investigation.   
 
The investigation may be conducted by a Compliance Coordinator or designee, or by a third party 
designated by ILTexas, such as an attorney. When appropriate, the Principal shall be involved in 
or informed of the investigation.  
 
The investigation may consist of personal interviews with the person making the report, the person 
against whom the report is filed, and others with knowledge of the circumstances surrounding the 
allegations. The investigation may also include analysis of other information or documents related 
to the allegations. 
 

i) Concluding the Investigation 
 
Absent extenuating circumstances, the investigation should be completed within ten school 
business days from the date of the report. If the investigator determines that additional time is 
needed to complete a thorough investigation of the complaint and/or issue a report, he or she shall 
inform the complainant in writing of the necessity to extend the time for investigating or 
responding and a specific date by which the report will be issued.  
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The investigator shall prepare a written report of the investigation. The report shall be filed with 
the Compliance Coordinator overseeing the investigation.  
 

j) School Action 
 
If the results of an investigation indicate that prohibited conduct occurred, ILTexas shall promptly 
respond by taking appropriate disciplinary or corrective action reasonably calculated to address 
the conduct.  
 
ILTexas may take action based on the results of an investigation, even if the conduct did not rise 
to the level of prohibited or unlawful conduct. 
 

k) Confidentiality  
 
To the greatest extent possible, ILTexas shall respect the privacy of the complainant, persons 
against whom a report is filed, and witnesses. Limited disclosures may be necessary in order to 
conduct a thorough investigation and comply with applicable law. 
 

l) Appeal 
 
A student who is dissatisfied with the outcome of the investigation may appeal through Board 
Policy PG-3.XX (Parent and Student Complaints and Grievances), beginning at the appropriate 
level. A student shall be informed of his or her right to file a complaint with the United States 
Department of Education Office for Civil Rights. 
 

m) Records Retention 
 
Retention of records shall be in accordance with the applicable schedule published by the Texas 
State Library and Archives Commission. 
 
Sec. 3. SEXUAL HARASSMENT PROHIBITED – TITLE IX POLICY 
 

a) Definitions for Title IX Terms 
 

i. Actual Knowledge 
 
“Actual knowledge” means notice of sexual harassment or allegations of sexual harassment to 
ILTexas Title IX Coordinator or any ILTexas official who has authority to institute corrective 
measures on behalf of ILTexas, or to any employee of an elementary and secondary school. 
Imputation of knowledge based solely on vicarious liability or constructive notice is insufficient 
to constitute actual knowledge. This standard is not met when the only official of ILTexas with 
actual knowledge is the respondent (as that term is defined below). The mere ability or obligation 
to report sexual harassment or to inform a student about how to report sexual harassment, or having 
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been trained to do so, does not qualify an individual as one who has authority to institute corrective 
measures on behalf of ILTexas. “Notice” as used in this definition includes, but is not limited to, 
a report of sexual harassment to the Title IX Coordinator. 34 C.F.R. 106.30(a).  
 

ii. Complainant 
 
“Complainant” means an individual who is alleged to be the victim of conduct that could constitute 
sexual harassment. 34 C.F.R. 106.30(a). 
 

iii. Consent 
 
“Consent” is not currently defined by the Title IX regulations, nor do the regulations require 
ILTexas to adopt a particular definition of consent with respect to sexual assault. 34 C.F.R. 
106.30(a). 
 

iv. Deliberate Indifference Standard 
 
If ILTexas has actual knowledge of sexual harassment in an education program or activity of 
ILTexas against a person in the United States, it must respond promptly in a manner that is not 
deliberately indifferent. ILTexas is deliberately indifferent only if its response to sexual 
harassment is clearly unreasonable in light of the known circumstances. 34 C.F.R. 106.44. 
 

v. Education Program or Activity 
 
For purposes of this Title IX policy, “education program or activity” includes locations, events, or 
circumstances over which ILTexas exercised substantial control over both the respondent and the 
context in which sexual harassment occurs. 34 C.F.R. 106.44. 
 

vi. Formal Complaint 
 
“Formal complaint” means a document filed by a complainant or signed by the Title IX 
Coordinator alleging sexual harassment against a respondent and requesting that ILTexas 
investigate the allegation of sexual harassment. At the time of filing a formal complaint, a 
complainant must be participating in or attempting to participate in ILTexas education program or 
activity. A formal complaint may be filed with the Title IX Coordinator in person, by mail, or by 
email, by using the contact information for the Title IX Coordinator provided by ILTexas, and by 
any additional method designated by ILTexas. As used in this definition, the term “document filed 
by a complainant” means a document or electronic submission (such as by email or through an 
online portal provided for this purpose by ILTexas) that contains the complainant’s physical or 
digital signature, or otherwise indicates that the complainant is the person filing the formal 
complaint. Where the Title IX Coordinator signs a formal complaint, the Title IX Coordinator is 
not a complainant or otherwise a party to the Title IX formal complaint, and must comply with the 
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requirements of the Title IX formal process, including the informal resolution process. 34 C.F.R. 
106.30(a). 
 

vii. Respondent 
 
“Respondent” means an individual who has been reported to be the perpetrator of conduct that 
could constitute sexual harassment. 34 C.F.R. 106.30(a). 
 

viii. Sexual Harassment 
 
“Sexual harassment” means conduct on the basis of sex that satisfies one or more of the following:  
 

1. An employee of ILTexas conditioning the provision of an aid, benefit, or service of 
ILTexas on an individual’s participation in unwelcome sexual conduct;  

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
objectively offensive that it effectively denies a person equal access to ILTexas 
education program or activity; or 

3. “Sexual assault” as defined in 20 U.S.C. 1091(f)(6)(A)(v); “dating violence” as defined 
in 34 U.S.C. 12291(a)(10); “domestic violence” as defined in 34 U.S.C. 12291(a)(8); 
or “stalking” as defined in 34 U.S.C. 12291(a)(30).  

 
34 C.F.R. 106.30(a). 
 

ix. Supportive Measures 
 
“Supportive measures” means nondisciplinary, nonpunitive individualized services offered as 
appropriate, as reasonably available, and without fee or charge to the complainant or the 
respondent before or after the filing of a formal complaint or where no formal complaint has been 
filed. Such measures are designed to restore or preserve equal access to ILTexas education 
program or activity without unreasonably burdening the other party, including measures designed 
to protect the safety of all parties or ILTexas educational environment, or deter sexual harassment. 
Supportive measures may include counseling, extensions of deadlines or other course-related 
adjustments, modifications of work or class schedules, campus escort services, mutual restrictions 
on contact between the parties, changes in work, leaves of absence, increased security and 
monitoring of certain areas of the campus, and other similar measures. ILTexas must maintain as 
confidential any supportive measures provided to the complainant or respondent, to the extent that 
maintaining such confidentiality would not impair ILTexas ability to provide the supportive 
measures. The Title IX Coordinator is responsible for coordinating the effective implementation 
of supportive measures. 34 C.F.R. 106.30(a). 
 
 

b) Requirement to Designate Title IX Coordinator 
 

https://www.govinfo.gov/content/pkg/USCODE-2018-title20/html/USCODE-2018-title20-chap28-subchapIV-partG-sec1092.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
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ILTexas must designate at least one employee as a Title IX Coordinator to coordinate ILTexas 
efforts to comply with its requirements under Title IX.  
 

c) Notification of Title IX Policy 
 
ILTexas must notify applicants for admission and employment, students, parents or legal guardians 
of students, and all professional organizations holding professional agreements with ILTexas of 
the name or title, office address, email address, and telephone number of the employee or 
employees designated as the Title IX Coordinator.  
 
ILTexas must also notify the individuals noted above that ILTexas does not discriminate on the 
basis of sex in the education program or activity that it operates, and that it is required under Title 
IX not to discriminate in such a manner. The notification must also state that the requirement not 
to discriminate in the education program or activity extends to admission and employment, and 
that inquiries about the application of Title IX to ILTexas may be referred to the designated Title 
IX Coordinator, to the assistant secretary for civil rights of the Department of Education, or both.  
 
34 C.F.R. 106.8(a), (b)(1).  
 

d) Handbook Information and Website Postings  
 
ILTexas must prominently display the contact information required to be listed for the Title IX 
Coordinator and the nondiscrimination policy described in “Notification of Title IX Policy,” 
above, on the ILTexas website, if any, and in the Employee Handbook and Student / Parent 
Handbook.  
 
ILTexas may not use or distribute a publication stating that ILTexas treats applicants, students, or 
employees differently on the basis of sex except when such treatment is permitted by Title IX.  
 
34 C.F.R. 106.8(b)(2).  
 

e) Reporting Sex Discrimination / Sexual Harassment 
 
Any person may report sex discrimination, including sexual harassment, whether or not the 
reporting person is the person alleged to be the victim of conduct that may constitute sex 
discrimination or sexual harassment. Reports may be made in person, by mail, by telephone, or by 
email through the contact information listed for ILTexas Title IX Coordinator, or by any other 
means that results in the Title IX Coordinator receiving the person’s verbal or written report. 
Reports may be made at any time (including during nonbusiness hours) by using the telephone 
number or email address, or by mail to the office address, listed for the Title IX Coordinator. 34 
C.F.R. 106.8(a).  
 

f) Complaint Procedures 
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ILTexas must adopt and publish procedures that provide for the prompt and equitable resolution 
of student and employee complaints alleging any action that would be prohibited by Title IX, and 
a formal Title IX complaint process that complies with applicable federal regulations.  
 
ILTexas must provide notice to the individuals identified in Sec. 3(b) above of the school’s 
procedures and Title IX formal complaint process, including how to report or file a complaint of 
sex discrimination, how to report or file a formal complaint of sexual harassment, and how ILTexas 
will respond.  
 
The requirements of this provision apply only to sex discrimination occurring against a person in 
the United States.  
 
34 C.F.R. 106.8(c)-(d).  
 

g) Response by Title IX Coordinator 
 
The Title IX Coordinator must promptly contact the complainant to discuss the availability of 
supportive measures, consider the complainant’s wishes with respect to supportive measures, , 
inform the complainant of the availability of supportive measures with or without the filing of a 
formal complaint, and explain to the complainant the process for filing a formal complaint.  
 

i. Required Supportive Measures 
 
ILTexas response must treat complainants and respondents equitably by offering supportive 
measures and by following a grievance process that complies with the Title IX regulations (see 
Process for Formal Title IX Complaint, Sec. 3(h) below) before the imposition of any disciplinary 
sanctions or other actions that are not supportive measures against a respondent.  
 
34 C.F.R. 106.44(a).  
 

ii. Response to Formal Complaint 
 
In response to a formal complaint, ILTexas must follow a process that complies with the Title IX 
regulations (see Process for Formal Title IX Complaint, Sec. 3(h) below). 
 
34 C.F.R. 106.44(b)(1).  
 

iii. Emergency Removals 
 
ILTexas is not precluded from removing a respondent from its education program or activity on 
an emergency basis, provided that ILTexas:  
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1. Undertakes an individualized safety and risk analysis;  
2. Determines that an immediate threat to the physical health or safety of any student or 

other individual arising from the allegations of sexual harassment justifies removal; 
and  

3. Provides the respondent with notice and an opportunity to challenge the decision 
immediately following the removal.  

 
This may not be construed to modify any rights under the Individuals with Disabilities Education 
Act, Section 504 of the Rehabilitation Act of 1973, or the Americans with Disabilities Act.  
 
34 C.F.R. 106.44(c).  
 

iv. Administrative Leave 
 
ILTexas is not prohibited from placing a nonstudent employee respondent on administrative leave 
during the pendency of a Title IX formal complaint. This does not modify any rights under Section 
504 of the Rehabilitation Act of 1973 or the Americans with Disabilities Act. 34 C.F.R. 106.44(d).  
 

h) Process for Title IX Formal Complaint  
 
For purposes of addressing formal complaints of sexual harassment, ILTexas process must comply 
with the requirements listed in this section. Any provisions, rules, or practices other than those 
required by the Title IX regulations or this policy that ILTexas adopts as part of its process for 
handling formal complaints of sexual harassment must apply equally to both parties. 34 C.F.R. 
106.45(b).  
 
ILTexas Title IX formal complaint process must:  
 

1. Treat complainants and respondents equally by providing remedies to a complainant 
where a determination of responsibility for sexual harassment has been made against 
the respondent, and by following a process that complies with the Title IX regulations 
before the imposition of any disciplinary sanctions or other actions that are not 
supportive measures against a respondent. Remedies must be designed to restore or 
preserve equal access to ILTexas education program or activity. Such remedies may 
include the same individualized services described as supportive measures; however, 
remedies need not be nondisciplinary or nonpunitive and need not avoid burdening the 
respondent.  

2. Require an objective evaluation of all relevant evidence—including both inculpatory 
and exculpatory evidence—and provide that credibility determinations may not be 
based on a person’s status as a complainant, respondent, or witness.  

3. Require that any individual designated by ILTexas as a Title IX Coordinator, 
investigator, decision-maker, or any person designated by ILTexas to facilitate an 
informal resolution process, not to have a conflict of interest or bias for or against 
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complainants or respondents generally or an individual complainant or respondent. 
ILTexas must ensure that Title IX Coordinators, investigators, decision-makers, and 
any person who facilitates an informal resolution process receive training on the 
definition of sexual harassment, the scope of ILTexas education program or activity, 
how to conduct an investigation and Title IX formal complaint process (including 
hearings, appeals, and informal resolution processes, as applicable), and how to serve 
impartially, including by avoiding prejudgment of the facts at issue, conflicts of 
interest, and bias. ILTexas must ensure that decision-makers receive training on any 
technology to be used at a live hearing, if any, and on issues of relevance of questions 
and evidence, including when questions and evidence about the complainant’s sexual 
predisposition or prior sexual behavior are not relevant. ILTexas must also ensure that 
investigators receive training on relevance to create an investigative report that fairly 
summarizes relevant evidence. Any materials used to train Title IX Coordinators, 
investigators, decision-makers, and any person who facilitates an informal resolution 
process must not rely on sex stereotypes and must promote impartial investigations and 
adjudications of formal complaints of sexual harassment.  

4. Include a presumption that the respondent is not responsible for the alleged conduct 
until a determination regarding responsibility is made at the conclusion of the Title IX 
formal complaint process.  

5. Include reasonably prompt timeframes for concluding the grievance process, including 
reasonably prompt timeframes for filing and resolving appeals and informal resolution 
processes if ILTexas offers informal resolution processes, and a process that allows for 
the temporary delay of the Title IX formal complaint process or the limited extension 
of time frames for good cause with written notice to the complainant and the respondent 
of the delay or extension and the reasons for the action. Good cause may include 
considerations such as the absence of a party, a party’s advisor, or a witness; concurrent 
law enforcement activity; or the need for language assistance or accommodation of 
disabilities.  

6. Describe the range of possible disciplinary sanctions and remedies or list the possible 
disciplinary sanctions and remedies that ILTexas may implement following any 
determination of responsibility.  

7. State whether the standard of evidence to be used to determine responsibility is the 
preponderance of the evidence standard or the clear and convincing evidence standard, 
apply the same standard of evidence for formal complaints against students as for 
formal complaints against employees, including faculty, and apply the same standard 
of evidence to all formal complaints of sexual harassment.  

8. Include the procedures and permissible bases for the complainant and respondent to 
appeal.  

9. Describe the range of supportive measures available to complainants and respondents.  
10. Not require, allow, rely upon, or otherwise use questions or evidence that constitute, or 

seek disclosure of, information protected under a legally-recognized privilege, unless 
the person holding such privilege has waived the privilege.  
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34 C.F.R. 106.45(b)(1).  
 

i. Notice of Allegations 
 
Upon receipt of a formal complaint, ILTexas must provide the following written notice to the 
parties who are known:  
 

1. Notice of ILTexas Title IX formal complaint process, including any informal resolution 
process.  

2. Notice of the allegations of sexual harassment potentially constituting sexual 
harassment, including sufficient details known at the time and with sufficient time to 
prepare a response before any initial interview. Sufficient details include:  
 

a. The identities of the parties involved in the incident, if known;  
b. The conduct allegedly constituting sexual harassment; and  
c. The date and location of the alleged incident, if known.  

 
The written notice must include a statement that the respondent is presumed not 
responsible for the alleged conduct and that a determination regarding responsibility is 
made at the conclusion of the Title IX formal complaint process. The written notice 
must inform the parties that they may have an advisor of their choice, who may be, but 
is not required to be, an attorney and may inspect and review evidence. The written 
notice must inform the parties of any provision in ILTexas Code of Conduct that 
prohibits knowingly making false statements or knowingly submitting false 
information during the Title IX formal complaint process.  

 
If, in the course of an investigation, ILTexas decides to investigate allegations about the 
complainant or respondent that are not included in the notice of allegations, ILTexas must provide 
notice of the additional allegations to the parties whose identities are known.  
 
34 C.F.R. 106.45(b)(2).  
 

ii. Dismissal of Formal Complaint 
 
ILTexas must investigate the allegations in a formal complaint. If the conduct alleged in the formal 
complaint would not constitute sexual harassment even if proved, did not occur in ILTexas 
education program or activity, or did not occur against a person in the United States, then ILTexas 
must dismiss the formal complaint with regard to that conduct for purposes of sexual harassment 
under Title IX; such a dismissal does not preclude action under another provision of ILTexas Code 
of Conduct.  
 
ILTexas may dismiss the formal complaint or any allegations therein if, at any time during the 
investigation or hearing (if applicable):  
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1. A complainant notifies the Title IX Coordinator in writing that the complainant would 

like to withdraw the formal complaint or any allegations therein;  
2. The respondent is no longer enrolled  or employed by ILTexas; or  
3. Specific circumstances prevent ILTexas from gathering evidence sufficient to reach a 

determination as to the formal complaint or allegations therein.  
 
Upon a dismissal of a formal complaint, ILTexas must promptly send written notice of the 
dismissal and reason(s) therefore simultaneously to the parties.  
 
34 C.F.R. 106.45(b)(3).  
 

iii. Consolidation of Formal Complaints 
 
ILTexas may consolidate formal complaints as to allegations of sexual harassment against more 
than one complainant against one or more respondents, or by one party against the other party, 
where the allegations of sexual harassment arise out of the same facts or circumstances. Where a 
Title IX formal complaint process involves more than one complainant or more than one 
respondent, references in this section to the singular “party,” “complainant,” or “respondent” 
include the plural, as applicable. 34 C.F.R. 106.45(b)(4).  
 

iv. Investigating Formal Complaints 
 
When investigating a formal complaint and throughout the Title IX formal complaint process, 
ILTexas must:  
 

1. Ensure that the burden of proof and the burden of gathering evidence sufficient to reach 
a determination regarding responsibility rest on ILTexas and not on the parties, 
provided that ILTexas cannot access, consider, disclose, or otherwise use a party’s 
records that are made or maintained by a physician, psychiatrist, psychologist, or other 
recognized professional or paraprofessional acting in the professional’s or 
paraprofessional’s capacity, or assisting in that capacity, and which are made and 
maintained in connection with the provision of treatment to the party, unless ILTexas 
obtains that party’s voluntary, written consent to do so for a Title IX formal complaint. 
If a party is not an “eligible student,” as defined in the FERPA regulations, ILTexas 
must obtain the voluntary, written consent of a “parent,” as defined in the FERPA 
regulations.  

2. Provide an equal opportunity for the parties to present witnesses, including fact and 
expert witnesses, and other inculpatory and exculpatory evidence.  

3. Not restrict the ability of either party to discuss the allegations under investigation or 
to gather and present relevant evidence.  

4. Provide the parties with the same opportunities to have others present during any 
Title IX formal complaint proceeding, including the opportunity to be accompanied to 
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any related or proceeding by the advisor of their choice, who may be, but is not required 
to be, and attorney, and not limit the choice or presence of the advisor for either the 
complainant or respondent in any meeting or Title IX formal complaint proceeding; 
however, ILTexas may establish restrictions regarding the extent to which the advisor 
may participate in the proceedings, as long as the restrictions apply equally to both 
parties.  

5. Provide, to a party whose participation is invited or expected, written notice of the date, 
time, location, participants, and purpose of all hearings (if applicable), investigative 
interviews, or other meetings, with sufficient time for the party to prepare to participate.  

6. Provide both parties an equal opportunity to inspect and review any evidence obtained 
as part of the investigation that is directly related to the allegations raised in a formal 
complaint, including the evidence upon which ILTexas does not intend to rely in 
reaching a determination regarding responsibility and inculpatory or exculpatory 
evidence whether obtained from a party or other source, so that each party can 
meaningfully respond to the evidence prior to conclusion of the investigation. Prior to 
completion of the investigative report, ILTexas must send to each party and the party’s 
advisor, if any, the evidence subject to inspection and review in an electronic format or 
a hard copy, and the parties must have at least ten days to submit a written response, 
which the investigator will consider prior to completion of the investigative report. 
ILTexas must make all such evidence subject to the parties’ inspection and review 
available at any hearing (if applicable) to give each party equal opportunity to refer to 
such evidence during the hearing, including for purposes of cross-examination.  

7. Create an investigative report that fairly summarizes relevant evidence and, at least ten 
days prior to a hearing (if a hearing is required or otherwise provided) or other time of 
determination regarding responsibility, send to each party and the party’s advisor, if 
any, the investigative report in an electronic format or a hard copy, for their review and 
written response.  

 
34 C.F.R. 106.45(b)(5).  
 

v. Hearings 
 
ILTexas Title IX formal complaint process may, but need not, provide for a hearing. With or 
without a hearing, after ILTexas has sent to the investigate report to the parties and before reaching 
a determination regarding responsibility, the decision-maker(s) must afford each party the 
opportunity to submit written, relevant questions that a party wants asked of any party or witness, 
provide each party with the answers, and allow for additional, limited follow-up questions from 
each party. With or without a hearing, questions and evidence about the complainant’s sexual 
predisposition or prior sexual behavior are not relevant, unless such questions and evidence about 
the complainant’s prior sexual behavior are offered to prove that someone other than the 
respondent committed the conduct alleged by the complainant, or if the questions and evidence 
concern specific incidents of the complainant’s prior sexual behavior with respect to the 
respondent and are offered to prove consent. The decision-maker(s) must explain to the party 
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proposing the questions any decision to exclude a question as not relevant. 34 C.F.R. 
106.45(b)(6)(ii).  
 

vi. Determination Regarding Responsibility 
 
The decision-maker(s), who cannot be the same person(s) as the Title IX Coordinator or the 
investigator(s), must issue a written determination regarding responsibility. To reach this 
determination, ILTexas must apply the same standard of evidence described at “Process for Title 
IX Formal Complaint, Sec. 3(h) above. The written determination must include:  
 

1. Identification of the allegations potentially constituting sexual harassment.  
2. A description of the procedural steps taken from receipt of the formal complaint 

through the determination, including any notifications to the parties, interviews with 
parties and witnesses, site visits, methods used to gather other evidence, and hearings 
held (if any).  

3. Findings of fact supporting the determination.  
4. Conclusions regarding the application of ILTexas Code of Conduct to the facts.  
5. A statement of, and rationale for, the result as to each allegation, including a 

determination regarding responsibility, any disciplinary sanctions ILTexas imposes on 
the respondent, and whether remedies designed to restore or preserve equal access to 
ILTexas education program or activity will be provided by ILTexas to the complainant.  

6. ILTexas procedures and permissible bases for the complainant and respondent to 
appeal.  

 
ILTexas must provide the written determination to the parties simultaneously. The determination 
regarding responsibility becomes final either on the date that ILTexas provides the parties with the 
written determination of the result of the appeal, if an appeal is filed, or if an appeal is not filed, 
the date on which an appeal would no longer be considered timely.  
 
34 C.F.R. 106.45(b)(7)(i)-(iii).  
 
The Title IX Coordinator is responsible for effective implementation of any remedies identified in 
a determination regarding responsibility. 34 C.F.R. 106.45(b)(7)(iv).  
 

vii. Appeals 
 
ILTexas must offer both parties an appeal from a determination regarding responsibility, and from 
ILTexas dismissal of a formal complaint or any allegations therein, on the following bases:  
 

1. Procedural irregularity that affected the outcome of the matter;  
2. New evidence that was not reasonably available at the time the determination on 

responsibility or dismissal was made, that could affect the outcome of the matter; and  
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3. The Title IX Coordinator, investigator(s), or decision-maker(s) had a conflict of interest 
or bias for or against complainants or respondents generally or the individual 
complainant or respondent that affected the outcome of the matter.  

 
ILTexas may offer an appeal equally to both parties on additional bases.  
 
As to all appeals, ILTexas must:  
 

1. Notify the other party in writing when an appeal is filed and implement appeal 
procedures equally for both parties;  

2. Ensure that the decision-maker(s) for the appeal is not the same person as the decision-
maker(s) that reached the determination regarding responsibility or dismissal, the 
investigator(s), or the Title IX Coordinator;  

3. Ensure that the decision-maker(s) for the appeal complies with standards regarding 
conflict of interest and bias found in the Title IX regulations (as discussed in “Process 
for Formal Title IX Complaint,” Sec. 3(h) above);  

4. Give both parties a reasonable, equal opportunity to submit a written statement in 
support of, or challenging, the outcome;  

5. Issue a written decision describing the result of the appeal and the rationale for the 
result; and 

6. Provide the written decision simultaneously to both parties.  
 
34 C.F.R. 106.45(b)(8).  
 

i) Informal Resolution 
 
ILTexas may not require as a condition of enrollment or continuing enrollment, or employment or 
continuing employment, or enjoyment  of any other right, waiver of the right to an investigation 
and adjudication of formal complaints of sexual harassment consistent with Title IX. Similarly, 
ILTexas may not require the parties to participate in an informal resolution process and may not 
offer an informal resolution process unless a formal complaint is filed. However, at any time prior 
to reaching a determination regarding responsibility, ILTexas may facilitate an informal resolution 
process, such as mediation, that does not involve a full investigation and adjudication.  
 
With respect to informal resolution, ILTexas must provide written notice to the parties disclosing:  
 

1. The allegations; 
2. The requirements of the informal resolution process including the circumstances under 

which it precludes the parties from resuming a formal complaint arising from the same 
allegations, provided, however, that at any time prior to agreeing to a resolution, any 
party has the right to withdraw from the informal resolution process and resume the 
grievance process with respect to the formal complaint; and  
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3. Any consequences resulting from participating in the informal resolution process, 
including the records that will be maintained or could be shared. 

 
ILTexas also must obtain the parties’ voluntary, written consent to the informal resolution process. 
 
ILTexas cannot offer or facilitate an informal resolution process to resolve allegations that an 
employee sexually harassed a student.  
 
34 C.F.R. 106.45(b)(9).  
 

j) Recordkeeping 
 
ILTexas must maintain for a period of seven years records of:  
 

1. Each sexual harassment investigation including any determination regarding 
responsibility, any disciplinary sanctions imposed on the respondent, and any remedies 
provided to the complainant designed to restore or preserve equal access to ILTexas 
education program or activity;  

2. Any appeal and the result therefrom;  
3. Any informal resolution and the result therefrom; and  
4. All materials used to train Title IX Coordinators, investigators, decision-makers, and 

any person who facilitates an informal resolution process. ILTexas must make these 
training materials publicly available on its website or, if ILTexas does not maintain a 
website, ILTexas must make these materials available upon request for inspection by 
members of the public.  

 
For each response required under “Response by Title IX Coordinator,” Sec. 3(g) above, ILTexas 
must create and maintain for a period of seven years records of any actions, including any 
supportive measures, taken in response to a report or formal complaint of sexual harassment. In 
each instance, ILTexas must document the basis for its conclusion that its response was not 
deliberately indifferent, and document that it has taken measures designed to restore or preserve 
equal access to ILTexas education program or activity.  
 
If ILTexas does not provide a complainant with supportive measures, ILTexas must document the 
reasons why such a response was not clearly unreasonable in light of the known circumstances. 
The documentation of certain bases or measures does not limit ILTexas in the future from 
providing additional explanations or detailing additional measures taken. 
 
34 C.F.R. 106.45(b)(10).  
 

k) Retaliation Prohibited 
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Neither ILTexas nor any other person may intimidate, threaten, coerce, or discriminate against any 
individual for the purpose of interfering with any right or privilege secured by Title IX, or because 
the individual has made a report or complaint, testified, assisted, or participated or refused to 
participate in any manner in an investigation, proceeding, or hearing under Title IX.  
 
Intimidation, threats, coercion, or discrimination, including charges against an individual for Code 
of Conduct violations that do not involve sex discrimination or sexual harassment, but arise out of 
the same facts or circumstances as a report or complaint of sex discrimination, or a report or formal 
complaint of sexual harassment, for the purpose of interfering with any right or privilege secured 
by Title IX, constitutes retaliation.  
 
Complaints alleging retaliation may be filed according to the “Process for Formal Title IX 
Complaint,” Sec. 3(h) above.  
 
The exercise of rights protected under the First Amendment does not constitute retaliation 
prohibited by Title IX.  
 
Charging an individual with a Code of Conduct violation for making a materially false statement 
in bad faith in the course of a Title IX formal complaint proceeding does not constitute retaliation 
prohibited by Title IX provided, however, that a determination regarding responsibility alone is 
not sufficient to conclude that any party made a materially false statement in bad faith. 
 
34 C.F.R. 106.71(a)-(b).  
 

l) Confidentiality 
 
ILTexas must keep confidential the identity of any individual who has made a report or complaint 
of sex discrimination, including any individual who has made a report or filed a formal complaint 
of sexual harassment, any complainant, any individual who has been reported to be the perpetrator 
of sex discrimination, any respondent, and nay witness, except as may be permitted by the Family 
Educational Rights and Privacy Act (“FERPA”) statute, 20 U.S.C. 1232g, or FERPA regulations, 
34 C.F.R. part 99, or as required by law, or to carry out the purposes of the Title IX regulations at 
34 C.F.R. part 106, including the conduct of any investigation, hearing, or judicial proceeding 
arising thereunder. 34 C.F.R. 106.71(a).  
 

m) Relationship to General Non-Discrimination Policy 
 
The formal complaint investigation and resolution process outlined above in Section 3 applies only 
to formal complaints alleging sexual harassment under Title IX, but not to complaints alleging sex 
discrimination that do not constitute sexual harassment. Complaints of sex discrimination that do 
not constitute sexual harassment may be filed with the Title IX Coordinator and will be handled 
under ILTexas general process for receiving reports of suspected discrimination and harassment, 
as outlined in Section 2 above.  
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Sec. 4. ACCESS TO POLICY 
 
Information regarding this policy shall be distributed annually to ILTexas employees and 
distributed to parents and students through the Student Handbook. Copies of the policy shall be 
readily available at each campus and the ILTexas administrative offices. 
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Sec. 1. NONDISCRIMINATION STATEMENT 
 
ILTexas strictly prohibits discrimination, including harassment, against an employee on the basis 
of race, color, religion, gender, national origin, age, disability, genetic information, or any other 
legally protected classification. Retaliation against anyone involved in the complaint process is 
also a violation of ILTexas policy.   
 
For purposes of this policy, “employee” includes current employees, volunteers and applicants for 
employment.   
 
Sec. 2. GENERAL NON-DISCRIMINATION POLICY 
 

a) Prohibited Conduct 
 
In this policy, the term “prohibited conduct” includes discrimination, harassment, and/or 
retaliation as defined by this policy, even if the behavior does not rise to the level of unlawful 
conduct. 
 

i. Prohibited Discrimination 
 
Discrimination is defined as conduct directed at an employee on the basis of race, color, religion, 
gender, national origin, age, disability, genetic information or any other basis prohibited by law, 
that adversely affects his or her employment.   
 

ii. Prohibited Harassment 
 
Prohibited harassment of an employee is defined as unwelcome conduct that is based on race, 
color, religion, sex (including pregnancy), national origin, age (40 or older), disability or genetic 
information where:  
 

1. Enduring the offensive conduct becomes a condition of continued employment; or 
2. The conduct is severe or pervasive enough to create a work environment that a reasonable 

person would consider intimidating, hostile or abusive.   
 
Harassment may also occur when unwelcome conduct based on an employee’s protected 
characteristic is so severe, persistent, or pervasive that the conduct:  
 

1. Has the purpose or effect of unreasonably interfering with the employee’s work 
performance; 

2. Creates an intimidating, threatening, hostile, or offensive work environment; or  
3. Otherwise adversely affects the employee’s performance, environment, or employment 

opportunities.  
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Prohibited harassment may include, but is not limited to, offensive or derogatory language directed 
at another person’s religious beliefs or practices, accent, skin color, gender identity, or need for 
workplace accommodation; threatening or intimidating conduct; offensive jokes, name calling, 
slurs, or rumors; physical aggression or assault; display of graffiti or printed material promoting 
racial, ethnic, or other stereotypes; or other types of aggressive conduct such as theft or damage to 
property.  
 

iii. Prohibited Gender-Based Harassment 
 
Gender-based harassment includes physical, verbal, or nonverbal conduct based on an employee’s 
gender, the employee’s expression of characteristics perceived as stereotypical for the employee’s 
gender, or the employee’s failure to conform to stereotypical notions of femininity or masculinity.  
 
Examples of gender-based harassment, regardless of the employee’s or alleged harasser’s actual 
or perceived gender, may include offensive jokes, name-calling, slurs, or rumors; physical 
aggression or assault; threatening or intimidating conduct; or other kinds of aggressive conduct 
such as theft or damage to property. 
 

iv. Prohibited Retaliation 
 
ILTexas expressly prohibits retaliation against an employee who makes a claim alleging to have 
experienced discrimination or harassment, or an employee who, in good faith, makes a report, 
serves as a witness, or otherwise participates in an investigation.   
 
Examples of retaliation may include termination, refusal to hire, demotion, and denial of 
promotion. Retaliation may also include threats, unjustified negative evaluations, unjustified 
negative references, or increased surveillance. 
 

v. False Claims 
 
An employee who intentionally makes a false claim, offers false statements, or refuses to cooperate 
or participate in an investigation regarding discrimination or harassment is subject to discipline, 
up to and including termination of employment. 
 

b) Reporting Prohibited Conduct (Non-Sexual Harassment) 
 
An employee who believes that he or she has experienced prohibited conduct, or that another 
employee has experienced prohibited conduct, should immediately report the alleged conduct to 
the Principal or his or her supervisor, or to one of the school officials identified below.  
 
In this policy, “prohibited conduct” includes discrimination, harassment, and/or retaliation, even 
if the behavior does not rise to the level of unlawful conduct.   
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The reporting procedures in this Section 2 will apply to all allegations of prohibited conduct other 
than allegations of harassment prohibited by Title IX. For allegations of sex-based harassment that, 
if proved, would meet the definition of sexual harassment under Title IX (including sexual 
harassment), see the procedures below at Section 3, Sexual Harassment Prohibited – Title IX 
Policy. 
 

i. Title IX Coordinator 
 
The Title IX Coordinator is responsible for coordinating ILTexas efforts to comply with its 
responsibilities under Title IX with respect to discrimination based on sex, including sexual 
harassment. ILTexasdesignates the following person(s) to coordinate its efforts to comply with 
Title IX of the Education Amendments of 1972, as amended: 
 
Victor Cathey, Position: Executive Director of Athletics and Physical Fitness, Address: 1820 N. 
Glenville Dr. Suite 100, Richardson, TX 75081, Telephone: 972-479-9078.  vcathey@iltexas.org 
 

ii. ADA/Section 504 Coordinator 
 
ILTexas designates the following person to coordinate its efforts to comply with legal requirements 
concerning discrimination on the basis of disability:  
 
Mary Albritton, Position: Director of Counseling, Address: 1820 N. Glenville Dr. Suite 100, 
Richardson, TX 75081, Telephone: 972-479-9078. malbritton@iltexas.org 
 

iii. Title VII/Age Coordinator 
 
ILTexas designates the following person to coordinate its efforts to comply with legal requirements 
concerning discrimination on the basis of race, color, national origin, and age:  
 
Regina Jones, Position: Chief Equity Officer, Address: 1820 Glenville Dr. Richardson, TX 75081, 
Telephone: 972-479-9078.  Rjones@iltexas.org 
 

iv. All Other Complaints 
 
Reports concerning prohibited conduct against the Title IX Coordinator, ADA/Section 504 
Coordinator, and/or Title VII/Age Coordinator may be made to the Superintendent or designee. 
Reports concerning prohibited conduct against the Superintendent or designee may be directed to 
the Board.   
 

c) Timely Reporting 
 
Employees shall report prohibited conduct as soon as possible after the alleged act or knowledge 
of the alleged act.   
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Any supervisor who receives a report of prohibited conduct shall immediately inform the 
appropriate ILTexas official identified above.   
 

d) Investigating Reports of Prohibited Conduct 
 
ILTexas may request, but not insist upon, a written report describing any alleged prohibited 
conduct. If a report is made orally, the ILTexas official receiving the report shall reduce the report 
to writing.   
 
After receiving a report or notice of a report, the appropriate Compliance Coordinator shall 
determine if the allegations, if proven, would constitute prohibited conduct under this policy. If 
so, the Compliance Coordinator shall immediately authorize or conduct an investigation, 
regardless of whether a criminal or regulatory investigation concerning the allegations is pending. 
The investigation may be conducted by the Compliance Coordinator or designee, or by a third 
party authorized by ILTexas, such as an attorney. The employee’s Principal or supervisor shall be 
notified of the investigation, if appropriate. 
 
The investigation may consist of personal interviews of individuals with knowledge of the 
allegations, including the person making the report, and the person against whom the report is 
filed. The investigation may also include consideration of documents or other information 
concerning the allegations.   
 
If appropriate, ILTexas shall take prompt action to prevent prohibited conduct from occurring 
during the course of the investigation.   
 

i. Concluding the Investigation 
 
Investigations of prohibited conduct should be completed as soon as reasonably possible and 
appropriate under the circumstances. The investigator shall prepare a written report of the 
investigation, and provide the report to the ILTexas official overseeing the investigation.   
 

ii. School Action 
 
If an investigation indicates that prohibited conduct occurred, ILTexas shall promptly take 
appropriate disciplinary or corrective action to address the conduct.   
 
ILTexas may also take action following an investigation, even if the alleged conduct did not rise 
to the level of prohibited or unlawful conduct.   
 

iii. Confidentiality 
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ILTexas shall respect the privacy of all individuals involved in a report or investigation of 
prohibited conduct. Limited disclosures may be necessary.   
 

iv. Appeal 
 
A complainant who is dissatisfied with the outcome of an investigation may appeal through Board 
Policy PG-XX (Employee Complaints and Grievances – General).   
 

e) Records Retention 
 
Copies of reports alleging prohibited conduct, investigation reports, and other related records shall 
be maintained for at least three years. 
 
Sec. 3. SEXUAL HARASSMENT PROHIBITED – TITLE IX POLICY 
 

a) Definitions for Title IX Terms 
 

i. Actual Knowledge 
 
“Actual knowledge” means notice of sexual harassment or allegations of sexual harassment to 
ILTexas Title IX Coordinator or any ILTexas official who has authority to institute corrective 
measures on behalf of ILTexas, or to any employee of an elementary and secondary school. 
Imputation of knowledge based solely on vicarious liability or constructive notice is insufficient 
to constitute actual knowledge. This standard is not met when the only official of ILTexas with 
actual knowledge is the respondent (as that term is defined below). The mere ability or obligation 
to report sexual harassment or to inform a student about how to report sexual harassment, or having 
been trained to do so, does not qualify an individual as one who has authority to institute corrective 
measures on behalf of ILTexas. “Notice” as used in this definition includes, but is not limited to, 
a report of sexual harassment to the Title IX Coordinator. 34 C.F.R. 106.30(a).  
 

ii. Complainant 
 
“Complainant” means an individual who is alleged to be the victim of conduct that could constitute 
sexual harassment. 34 C.F.R. 106.30(a). 
 

iii. Consent 
 
“Consent” is not currently defined by the Title IX regulations, nor do the regulations require 
ILTexas to adopt a particular definition of consent with respect to sexual assault. 34 C.F.R. 
106.30(a). 
 

iv. Deliberate Indifference Standard 
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If ILTexas has actual knowledge of sexual harassment in an education program or activity of   a 
person in the United States, it must respond promptly in a manner that is not deliberately 
indifferent. ILTexas is deliberately indifferent only if its response to sexual harassment is clearly 
unreasonable in light of the known circumstances. 34 C.F.R. 106.44. 
 

v. Education Program or Activity 
 
For purposes of this Title IX policy, “education program or activity” includes locations, events, or 
circumstances over which ILTexas exercised substantial control over both the respondent and the 
context in which sexual harassment occurs. 34 C.F.R. 106.44. 
 

vi. Formal Complaint 
 
“Formal complaint” means a document filed by a complainant or signed by the Title IX 
Coordinator alleging sexual harassment against a respondent and requesting that ILTexas 
investigate the allegation of sexual harassment. At the time of filing a formal complaint, a 
complainant must be participating in or attempting to participate in ILTexas education program or 
activity. A formal complaint may be filed with the Title IX Coordinator in person, by mail, or by 
email, by using the contact information for the Title IX Coordinator provided by ILTexas, and by 
any additional method designated by ILTexas. As used in this definition, the term “document filed 
by a complainant” means a document or electronic submission (such as by email or through an 
online portal provided for this purpose by ILTexas) that contains the complainant’s physical or 
digital signature, or otherwise indicates that the complainant is the person filing the formal 
complaint. Where the Title IX Coordinator signs a formal complaint, the Title IX Coordinator is 
not a complainant or otherwise a party to the Title IX formal complaint, and must comply with the 
requirements of the Title IX formal process, including the informal resolution process. 34 C.F.R. 
106.30(a). 
 

vii. Respondent 
 
“Respondent” means an individual who has been reported to be the perpetrator of conduct that 
could constitute sexual harassment. 34 C.F.R. 106.30(a). 
 

viii. Sexual Harassment 
 
“Sexual harassment” means conduct on the basis of sex that satisfies one or more of the following:  
 

1. An employee of ILTexas conditioning the provision of an aid, benefit, or service of 
ILTexason an individual’s participation in unwelcome sexual conduct;  

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
objectively offensive that it effectively denies a person equal access to ILTexas 
education program or activity; or 
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3. “Sexual assault” as defined in 20 U.S.C. 1091(f)(6)(A)(v); “dating violence” as defined 
in 34 U.S.C. 12291(a)(10); “domestic violence” as defined in 34 U.S.C. 12291(a)(8); 
or “stalking” as defined in 34 U.S.C. 12291(a)(30).  

 
34 C.F.R. 106.30(a). 
 

ix. Supportive Measures 
 
“Supportive measures” means nondisciplinary, nonpunitive individualized services offered as 
appropriate, as reasonably available, and without fee or charge to the complainant or the 
respondent before or after the filing of a formal complaint or where no formal complaint has been 
filed. Such measures are designed to restore or preserve equal access to ILTexas education 
program or activity without unreasonably burdening the other party, including measures designed 
to protect the safety of all parties or ILTexas educational environment, or deter sexual harassment. 
Supportive measures may include counseling, extensions of deadlines or other course-related 
adjustments, modifications of work or class schedules, campus escort services, mutual restrictions 
on contact between the parties, changes in work, leaves of absence, increased security and 
monitoring of certain areas of the campus, and other similar measures. ILTexas must maintain as 
confidential any supportive measures provided to the complainant or respondent, to the extent that 
maintaining such confidentiality would not impair ILTexas ability to provide the supportive 
measures. The Title IX Coordinator is responsible for coordinating the effective implementation 
of supportive measures. 34 C.F.R. 106.30(a). 
 

b) Requirement to Designate Title IX Coordinator 
 
ILTexas must designate at least one employee as a Title IX Coordinator to coordinate ILTexas 
efforts to comply with its requirements under Title IX.  
 

c) Notification of Title IX Policy 
 
ILTexas must notify applicants for admission and employment, students, parents or legal guardians 
of students, and all professional organizations holding professional agreements with ILTexas of 
the name or title, office address, email address, and telephone number of the employee or 
employees designated as the Title IX Coordinator.  
 
ILTexas must also notify the individuals noted above that ILTexas does not discriminate on the 
basis of sex in the education program or activity that it operates, and that it is required under Title 
IX not to discriminate in such a manner. The notification must also state that the requirement not 
to discriminate in the education program or activity extends to admission and employment, and 
that inquiries about the application of Title IX to ILTexas may be referred to the designated Title 
IX Coordinator, to the assistant secretary for civil rights of the Department of Education, or both.  
 
34 C.F.R. 106.8(a), (b)(1).  

https://www.govinfo.gov/content/pkg/USCODE-2018-title20/html/USCODE-2018-title20-chap28-subchapIV-partG-sec1092.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
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d) Handbook Information and Website Postings  

 
ILTexas must prominently display the contact information required to be listed for the Title IX 
Coordinator and the nondiscrimination policy described in “Notification of Title IX Policy,” 
above, on the ILTexas website, if any, and in the Employee Handbook and Student / Parent 
Handbook.  
 
ILTexas may not use or distribute a publication stating that ILTexas treats applicants, students, or 
employees differently on the basis of sex except when such treatment is permitted by Title IX.  
 
34 C.F.R. 106.8(b)(2).  
 

e) Reporting Sex Discrimination / Sexual Harassment 
 
Any person may report sex discrimination, including sexual harassment, whether or not the 
reporting person is the person alleged to be the victim of conduct that may constitute sex 
discrimination or sexual harassment. Reports may be made in person, by mail, by telephone, or by 
email through the contact information listed for ILTexas Title IX Coordinator, or by any other 
means that results in the Title IX Coordinator receiving the person’s verbal or written report. 
Reports may be made at any time (including during nonbusiness hours) by using the telephone 
number or email address, or by mail to the office address, listed for the Title IX Coordinator. 34 
C.F.R. 106.8(a).  
 

f) Complaint Procedures 
 
ILTexas must adopt and publish procedures that provide for the prompt and equitable resolution 
of student and employee complaints alleging any action that would be prohibited by Title IX, and 
a formal Title IX complaint process that complies with applicable federal regulations.  
 
ILTexas must provide notice to the individuals identified in Sec. 3(c) above of the school’s 
procedures and Title IX formal complaint process, including how to report or file a complaint of 
sex discrimination, how to report or file a formal complaint of sexual harassment, and how ILTexas 
will respond.  
 
The requirements of this provision apply only to sex discrimination occurring against a person in 
the United States.  
 
34 C.F.R. 106.8(c)-(d).  
 

g) Response by Title IX Coordinator 
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The Title IX Coordinator must promptly contact the complainant to discuss the availability of 
supportive measures, consider the complainant’s wishes with respect to supportive measures, , 
inform the complainant of the availability of supportive measures with or without the filing of a 
formal complaint, and explain to the complainant the process for filing a formal complaint.  
 

i. Required Supportive Measures 
 
ILTexas response must treat complainants and respondents equitably by offering supportive 
measures and by following a grievance process that complies with the Title IX regulations (see 
Process for Formal Title IX Complaint, Sec. 3(h) below) before the imposition of any disciplinary 
sanctions or other actions that are not supportive measures against a respondent.  
 
34 C.F.R. 106.44(a).  
 

ii. Response to Formal Complaint 
 
In response to a formal complaint, ILTexas must follow a process that complies with the Title IX 
regulations (see Process for Formal Title IX Complaint, Sec. 3(h) below). 
 
34 C.F.R. 106.44(b)(1).  
 

iii. Emergency Removals 
 
ILTexas is not precluded from removing a respondent from its education program or activity on 
an emergency basis, provided that ILTexas:  
 

1. Undertakes an individualized safety and risk analysis;  
2. Determines that an immediate threat to the physical health or safety of any student or 

other individual arising from the allegations of sexual harassment justifies removal; 
and  

3. Provides the respondent with notice and an opportunity to challenge the decision 
immediately following the removal.  

 
This may not be construed to modify any rights under the Individuals with Disabilities Education 
Act, Section 504 of the Rehabilitation Act of 1973, or the Americans with Disabilities Act.  
 
34 C.F.R. 106.44(c).  
 

iv. Administrative Leave 
 
ILTexas is not prohibited from placing a nonstudent employee respondent on administrative leave 
during the pendency of a Title IX formal complaint. This does not modify any rights under Section 
504 of the Rehabilitation Act of 1973 or the Americans with Disabilities Act. 34 C.F.R. 106.44(d).  
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h) Process for Title IX Formal Complaint  

 
For purposes of addressing formal complaints of sexual harassment, ILTexas process must comply 
with the requirements listed in this section. Any provisions, rules, or practices other than those 
required by the Title IX regulations or this policy that ILTexas adopts as part of its process for 
handling formal complaints of sexual harassment must apply equally to both parties. 34 C.F.R. 
106.45(b).  
 
ILTexas Title IX formal complaint process must:  
 

1. Treat complainants and respondents equally by providing remedies to a complainant 
where a determination of responsibility for sexual harassment has been made against 
the respondent, and by following a process that complies with the Title IX regulations 
before the imposition of any disciplinary sanctions or other actions that are not 
supportive measures against a respondent. Remedies must be designed to restore or 
preserve equal access to ILTexas education program or activity. Such remedies may 
include the same individualized services described as supportive measures; however, 
remedies need not be nondisciplinary or nonpunitive and need not avoid burdening the 
respondent.  

2. Require an objective evaluation of all relevant evidence—including both inculpatory 
and exculpatory evidence—and provide that credibility determinations may not be 
based on a person’s status as a complainant, respondent, or witness.  

3. Require that any individual designated by ILTexas as a Title IX Coordinator, 
investigator, decision-maker, or any person designated by ILTexas to facilitate an 
informal resolution process, not to have a conflict of interest or bias for or against 
complainants or respondents generally or an individual complainant or respondent. 
ILTexas must ensure that Title IX Coordinators, investigators, decision-makers, and 
any person who facilitates an informal resolution process receive training on the 
definition of sexual harassment, the scope of ILTexas education program or activity, 
how to conduct an investigation and Title IX formal complaint process (including 
hearings, appeals, and informal resolution processes, as applicable), and how to serve 
impartially, including by avoiding prejudgment of the facts at issue, conflicts of 
interest, and bias. ILTexas must ensure that decision-makers receive training on any 
technology to be used at a live hearing, if any, and on issues of relevance of questions 
and evidence, including when questions and evidence about the complainant’s sexual 
predisposition or prior sexual behavior are not relevant. ILTexasmust also ensure that 
investigators receive training on relevance to create an investigative report that fairly 
summarizes relevant evidence. Any materials used to train Title IX Coordinators, 
investigators, decision-makers, and any person who facilitates an informal resolution 
process must not rely on sex stereotypes and must promote impartial investigations and 
adjudications of formal complaints of sexual harassment.  
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4. Include a presumption that the respondent is not responsible for the alleged conduct 
until a determination regarding responsibility is made at the conclusion of the Title IX 
formal complaint process.  

5. Include reasonably prompt timeframes for concluding the grievance process, including 
reasonably prompt timeframes for filing and resolving appeals and informal resolution 
processes if ILTexas offers informal resolution processes, and a process that allows for 
the temporary delay of the Title IX formal complaint process or the limited extension 
of time frames for good cause with written notice to the complainant and the respondent 
of the delay or extension and the reasons for the action. Good cause may include 
considerations such as the absence of a party, a party’s advisor, or a witness; concurrent 
law enforcement activity; or the need for language assistance or accommodation of 
disabilities.  

6. Describe the range of possible disciplinary sanctions and remedies or list the possible 
disciplinary sanctions and remedies that ILTexas may implement following any 
determination of responsibility.  

7. State whether the standard of evidence to be used to determine responsibility is the 
preponderance of the evidence standard or the clear and convincing evidence standard, 
apply the same standard of evidence for formal complaints against students as for 
formal complaints against employees, including faculty, and apply the same standard 
of evidence to all formal complaints of sexual harassment.  

8. Include the procedures and permissible bases for the complainant and respondent to 
appeal.  

9. Describe the range of supportive measures available to complainants and respondents.  
10. Not require, allow, rely upon, or otherwise use questions or evidence that constitute, or 

seek disclosure of, information protected under a legally-recognized privilege, unless 
the person holding such privilege has waived the privilege.  

 
34 C.F.R. 106.45(b)(1).  
 

i. Notice of Allegations 
 
Upon receipt of a formal complaint, ILTexas must provide the following written notice to the 
parties who are known:  
 

1. Notice of ILTexas Title IX formal complaint process, including any informal resolution 
process.  

2. Notice of the allegations of sexual harassment potentially constituting sexual 
harassment, including sufficient details known at the time and with sufficient time to 
prepare a response before any initial interview. Sufficient details include:  
 

a. The identities of the parties involved in the incident, if known;  
b. The conduct allegedly constituting sexual harassment; and  
c. The date and location of the alleged incident, if known.  
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The written notice must include a statement that the respondent is presumed not 
responsible for the alleged conduct and that a determination regarding responsibility is 
made at the conclusion of the Title IX formal complaint process. The written notice 
must inform the parties that they may have an advisor of their choice, who may be, but 
is not required to be, an attorney and may inspect and review evidence. The written 
notice must inform the parties of any provision in ILTexas Code of Conduct that 
prohibits knowingly making false statements or knowingly submitting false 
information during the Title IX formal complaint process.  

 
If, in the course of an investigation, ILTexas decides to investigate allegations about the 
complainant or respondent that are not included in the notice of allegations, ILTexas must provide 
notice of the additional allegations to the parties whose identities are known.  
 
34 C.F.R. 106.45(b)(2).  
 

ii. Dismissal of Formal Complaint 
 
ILTexas must investigate the allegations in a formal complaint.  
 
If the conduct alleged in the formal complaint would not constitute sexual harassment even if 
proved, did not occur in ILTexas education program or activity, or did not occur against a person 
in the United States, then ILTexas must dismiss the formal complaint with regard to that conduct 
for purposes of sexual harassment under Title IX; such a dismissal does not preclude action under 
another provision of ILTexas Code of Conduct.  
 
ILTexasmay dismiss the formal complaint or any allegations therein if, at any time during the 
investigation or hearing (if applicable):  
 

1. A complainant notifies the Title IX Coordinator in writing that the complainant would 
like to withdraw the formal complaint or any allegations therein;  

2. The respondent is no longer enrolled  or employed by ILTexas; or  
3. Specific circumstances prevent ILTexasfrom gathering evidence sufficient to reach a 

determination as to the formal complaint or allegations therein.  
 
Upon a dismissal of a formal complaint, ILTexas must promptly send written notice of the 
dismissal and reason(s) therefore simultaneously to the parties.  
 
34 C.F.R. 106.45(b)(3).  
 

iii. Consolidation of Formal Complaints 
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ILTexas may consolidate formal complaints as to allegations of sexual harassment against more 
than one complainant against one or more respondents, or by one party against the other party, 
where the allegations of sexual harassment arise out of the same facts or circumstances. Where a 
Title IX formal complaint process involves more than one complainant or more than one 
respondent, references in this section to the singular “party,” “complainant,” or “respondent” 
include the plural, as applicable. 34 C.F.R. 106.45(b)(4).  
 

iv. Investigating Formal Complaints 
 
When investigating a formal complaint and throughout the Title IX formal complaint process, 
ILTexas must:  
 

1. Ensure that the burden of proof and the burden of gathering evidence sufficient to reach 
a determination regarding responsibility rest on ILTexas and not on the parties, 
provided that ILTexas cannot access, consider, disclose, or otherwise use a party’s 
records that are made or maintained by a physician, psychiatrist, psychologist, or other 
recognized professional or paraprofessional acting in the professional’s or 
paraprofessional’s capacity, or assisting in that capacity, and which are made and 
maintained in connection with the provision of treatment to the party, unless ILTexas 
obtains that party’s voluntary, written consent to do so for a Title IX formal complaint. 
If a party is not an “eligible student,” as defined in the FERPA regulations, ILTexas 
must obtain the voluntary, written consent of a “parent,” as defined in the FERPA 
regulations.  

2. Provide an equal opportunity for the parties to present witnesses, including fact and 
expert witnesses, and other inculpatory and exculpatory evidence.  

3. Not restrict the ability of either party to discuss the allegations under investigation or 
to gather and present relevant evidence.  

4. Provide the parties with the same opportunities to have others present during any 
Title IX formal complaint proceeding, including the opportunity to be accompanied to 
any related or proceeding by the advisor of their choice, who may be, but is not required 
to be, and attorney, and not limit the choice or presence of the advisor for either the 
complainant or respondent in any meeting or Title IX formal complaint proceeding; 
however, ILTexas may establish restrictions regarding the extent to which the advisor 
may participate in the proceedings, as long as the restrictions apply equally to both 
parties.  

5. Provide, to a party whose participation is invited or expected, written notice of the date, 
time, location, participants, and purpose of all hearings (if applicable), investigative 
interviews, or other meetings, with sufficient time for the party to prepare to participate.  

6. Provide both parties an equal opportunity to inspect and review any evidence obtained 
as part of the investigation that is directly related to the allegations raised in a formal 
complaint, including the evidence upon which ILTexas does not intend to rely in 
reaching a determination regarding responsibility and inculpatory or exculpatory 
evidence whether obtained from a party or other source, so that each party can 
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meaningfully respond to the evidence prior to conclusion of the investigation. Prior to 
completion of the investigative report, ILTexas must send to each party and the party’s 
advisor, if any, the evidence subject to inspection and review in an electronic format or 
a hard copy, and the parties must have at least ten days to submit a written response, 
which the investigator will consider prior to completion of the investigative report. 
ILTexas must make all such evidence subject to the parties’ inspection and review 
available at any hearing (if applicable) to give each party equal opportunity to refer to 
such evidence during the hearing, including for purposes of cross-examination.  

7. Create an investigative report that fairly summarizes relevant evidence and, at least ten 
days prior to a hearing (if a hearing is required or otherwise provided) or other time of 
determination regarding responsibility, send to each party and the party’s advisor, if 
any, the investigative report in an electronic format or a hard copy, for their review and 
written response.  

 
34 C.F.R. 106.45(b)(5).  
 

v. Hearings 
 
ILTexas Title IX formal complaint process may, but need not, provide for a hearing. With or 
without a hearing, after ILTexas has sent to the investigate report to the parties and before reaching 
a determination regarding responsibility, the decision-maker(s) must afford each party the 
opportunity to submit written, relevant questions that a party wants asked of any party or witness, 
provide each party with the answers, and allow for additional, limited follow-up questions from 
each party. With or without a hearing, questions and evidence about the complainant’s sexual 
predisposition or prior sexual behavior are not relevant, unless such questions and evidence about 
the complainant’s prior sexual behavior are offered to prove that someone other than the 
respondent committed the conduct alleged by the complainant, or if the questions and evidence 
concern specific incidents of the complainant’s prior sexual behavior with respect to the 
respondent and are offered to prove consent. The decision-maker(s) must explain to the party 
proposing the questions any decision to exclude a question as not relevant. 34 C.F.R. 
106.45(b)(6)(ii).  
 

vi. Determination Regarding Responsibility 
 
The decision-maker(s), who cannot be the same person(s) as the Title IX Coordinator or the 
investigator(s), must issue a written determination regarding responsibility. To reach this 
determination, ILTexas must apply the same standard of evidence described at “Process for Title 
IX Formal Complaint, Sec. 3(h) above. The written determination must include:  
 

1. Identification of the allegations potentially constituting sexual harassment.  
2. A description of the procedural steps taken from receipt of the formal complaint 

through the determination, including any notifications to the parties, interviews with 
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parties and witnesses, site visits, methods used to gather other evidence, and hearings 
held (if any).  

3. Findings of fact supporting the determination.  
4. Conclusions regarding the application of ILTexas Code of Conduct to the facts.  
5. A statement of, and rationale for, the result as to each allegation, including a 

determination regarding responsibility, any disciplinary sanctions ILTexas imposes on 
the respondent, and whether remedies designed to restore or preserve equal access to 
ILTexas education program or activity will be provided by ILTexas to the complainant.  

6. ILTexas procedures and permissible bases for the complainant and respondent to 
appeal.  

 
ILTexas must provide the written determination to the parties simultaneously. The determination 
regarding responsibility becomes final either on the date that ILTexas provides the parties with the 
written determination of the result of the appeal, if an appeal is filed, or if an appeal is not filed, 
the date on which an appeal would no longer be considered timely.  
 
34 C.F.R. 106.45(b)(7)(i)-(iii).  
 
The Title IX Coordinator is responsible for effective implementation of any remedies identified in 
a determination regarding responsibility. 34 C.F.R. 106.45(b)(7)(iv).  
 

vii. Appeals 
 
ILTexas must offer both parties an appeal from a determination regarding responsibility, and from 
ILTexas dismissal of a formal complaint or any allegations therein, on the following bases:  
 

1. Procedural irregularity that affected the outcome of the matter;  
2. New evidence that was not reasonably available at the time the determination on 

responsibility or dismissal was made, that could affect the outcome of the matter; and  
3. The Title IX Coordinator, investigator(s), or decision-maker(s) had a conflict of interest 

or bias for or against complainants or respondents generally or the individual 
complainant or respondent that affected the outcome of the matter.  

 
ILTexas may offer an appeal equally to both parties on additional bases.  
 
As to all appeals, ILTexas must:  
 

1. Notify the other party in writing when an appeal is filed and implement appeal 
procedures equally for both parties;  

2. Ensure that the decision-maker(s) for the appeal is not the same person as the decision-
maker(s) that reached the determination regarding responsibility or dismissal, the 
investigator(s), or the Title IX Coordinator;  
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3. Ensure that the decision-maker(s) for the appeal complies with standards regarding 
conflict of interest and bias found in the Title IX regulations (as discussed in “Process 
for Formal Title IX Complaint,” Sec. 3(h) above);  

4. Give both parties a reasonable, equal opportunity to submit a written statement in 
support of, or challenging, the outcome;  

5. Issue a written decision describing the result of the appeal and the rationale for the 
result; and 

6. Provide the written decision simultaneously to both parties.  
 
34 C.F.R. 106.45(b)(8).  
 

viii. Informal Resolution 
 
ILTexas may not require as a condition of enrollment or continuing enrollment, or employment or 
continuing employment, or enjoyment  of any other right, waiver of the right to an investigation 
and adjudication of formal complaints of sexual harassment consistent with Title IX. Similarly, 
ILTexas may not require the parties to participate in an informal resolution process and may not 
offer an informal resolution process unless a formal complaint is filed. However, at any time prior 
to reaching a determination regarding responsibility, ILTexas may facilitate an informal resolution 
process, such as mediation, that does not involve a full investigation and adjudication.  
 
With respect to informal resolution, ILTexas must provide written notice to the parties disclosing:  
 

1. The allegations; 
2. The requirements of the informal resolution process including the circumstances under 

which it precludes the parties from resuming a formal complaint arising from the same 
allegations, provided, however, that at any time prior to agreeing to a resolution, any 
party has the right to withdraw from the informal resolution process and resume the 
grievance process with respect to the formal complaint; and  

3. Any consequences resulting from participating in the informal resolution process, 
including the records that will be maintained or could be shared. 

 
ILTexas also must obtain the parties’ voluntary, written consent to the informal resolution process. 
 
ILTexas cannot offer or facilitate an informal resolution process to resolve allegations that an 
employee sexually harassed a student.  
 
34 C.F.R. 106.45(b)(9).  
 

ix. Recordkeeping 
 
ILTexas must maintain for a period of seven years records of:  
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1. Each sexual harassment investigation including any determination regarding 
responsibility, any disciplinary sanctions imposed on the respondent, and any remedies 
provided to the complainant designed to restore or preserve equal access to ILTexas 
education program or activity;  

2. Any appeal and the result therefrom;  
3. Any informal resolution and the result therefrom; and  
4. All materials used to train Title IX Coordinators, investigators, decision-makers, and 

any person who facilitates an informal resolution process. ILTexas must make these 
training materials publicly available on its website or, if ILTexas does not maintain a 
website, ILTexas must make these materials available upon request for inspection by 
members of the public.  

 
For each response required under “Response by Title IX Coordinator,” Sec. 3(g) above, ILTexas 
must create and maintain for a period of seven years records of any actions, including any 
supportive measures, taken in response to a report or formal complaint of sexual harassment. In 
each instance, ILTexas must document the basis for its conclusion that its response was not 
deliberately indifferent, and document that it has taken measures designed to restore or preserve 
equal access to ILTexas education program or activity.  
 
If ILTexas does not provide a complainant with supportive measures, ILTexas must document the 
reasons why such a response was not clearly unreasonable in light of the known circumstances. 
The documentation of certain bases or measures does not limit ILTexas in the future from 
providing additional explanations or detailing additional measures taken. 
 
34 C.F.R. 106.45(b)(10).  
 

i) Retaliation Prohibited 
 
Neither ILTexas nor any other person may intimidate, threaten, coerce, or discriminate against any 
individual for the purpose of interfering with any right or privilege secured by Title IX, or because 
the individual has made a report or complaint, testified, assisted, or participated or refused to 
participate in any manner in an investigation, proceeding, or hearing under Title IX.  
 
Intimidation, threats, coercion, or discrimination, including charges against an individual for Code 
of Conduct violations that do not involve sex discrimination or sexual harassment, but arise out of 
the same facts or circumstances as a report or complaint of sex discrimination, or a report or formal 
complaint of sexual harassment, for the purpose of interfering with any right or privilege secured 
by Title IX, constitutes retaliation.  
 
Complaints alleging retaliation may be filed according to the “Process for Formal Title IX 
Complaint,” Sec. 3(h) above.  
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The exercise of rights protected under the First Amendment does not constitute retaliation 
prohibited by Title IX.  
 
Charging an individual with a Code of Conduct violation for making a materially false statement 
in bad faith in the course of a Title IX formal complaint proceeding does not constitute retaliation 
prohibited by Title IX provided, however, that a determination regarding responsibility alone is 
not sufficient to conclude that any party made a materially false statement in bad faith. 
 
34 C.F.R. 106.71(a)-(b).  
 

j) Confidentiality 
 
ILTexas must keep confidential the identity of any individual who has made a report or complaint 
of sex discrimination, including any individual who has made a report or filed a formal complaint 
of sexual harassment, any complainant, any individual who has been reported to be the perpetrator 
of sex discrimination, any respondent, and nay witness, except as may be permitted by the Family 
Educational Rights and Privacy Act (“FERPA”) statute, 20 U.S.C. 1232g, or FERPA regulations, 
34 C.F.R. part 99, or as required by law, or to carry out the purposes of the Title IX regulations at 
34 C.F.R. part 106, including the conduct of any investigation, hearing, or judicial proceeding 
arising thereunder. 34 C.F.R. 106.71(a).  
 

k) Relationship to General Non-Discrimination Policy 
 
The formal complaint investigation and resolution process outlined above in Sec. 3(h) applies only 
to formal complaints alleging sexual harassment under Title IX, but not to complaints alleging sex 
discrimination that do not constitute sexual harassment. Complaints of sex discrimination that do 
not constitute sexual harassment may be filed with the Title IX Coordinator and will be handled 
under ILTexas general process for receiving reports of suspected discrimination and harassment, 
as outlined in Section 2 above.  
 
Sec. 4. DISTRIBUTION OF POLICY 
 
The Superintendent or designee shall ensure that this policy and accompanying procedures are 
made available to all employees through the ILTexas Employee Handbook.  
 
Sec. 5. LIABILITY FOR HARASSMENT  
 
ILTexas accepts no liability for harassment of any student or employee by another employee. Any 
ILTexas employee who is found to have engaged in prohibited conduct is subject to disciplinary 
action, up to and including termination.   
 
ILTexas does not consider conduct in violation of this policy to be within the course and scope of 
employment or the direct consequences of the discharge of one’s duties. Accordingly, to the extent 
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permitted by law, ILTexas reserves the right not to provide a defense or pay damages assessed 
against employees for conduct in violation of this policy.  



Title IX Formal Complaint Process for Sexual Harassment 
 
1. Title IX Statement of Nondiscrimination 
 
International Leadership of Texas (ILTexas) prohibits discrimination, including harassment, 
against any student on the basis of sex. Retaliation against anyone involved in the formal complaint 
process described below is a violation of ILTexas policy and is prohibited.  
 
2. Sexual Harassment 
 
“Sexual harassment” means conduct on the basis of sex that satisfies one or more of the following:  
 

1. An employee of ILTexas conditioning the provision of an aid, benefit, or service of 
ILTexas on an individual’s participation in unwelcome sexual conduct;  

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
objectively offensive that it effectively denies a person equal access to ILTexas’ education 
program or activity; or 

3. “Sexual assault” as defined in 20 U.S.C. 1091(f)(6)(A)(v); “dating violence” as defined in 
34 U.S.C. 12291(a)(10); “domestic violence” as defined in 34 U.S.C. 12291(a)(8); or 
“stalking” as defined in 34 U.S.C. 12291(a)(30).  

 
3. Definitions 
 

a) Title IX Official 
 
For the purposes of this formal complaint process, a “Title IX Official” means the Title IX 
Coordinator/designee and campus administrators. 
 

b) Complainant 
 
A complainant is a student who is alleged to be the victim of sexual harassment.  
 

c) Respondent 
 
A respondent is the person who has been reported to be the perpetrator of conduct that could 
constitute sexual harassment.  
 

d) Formal Complaint 
 
A formal complaint means a document filed by a complainant (or complainant’s parent/guardian) 
or signed by the Title IX Coordinator alleging sexual harassment against a respondent and 
requesting that ILTexas investigate the allegation of sexual harassment. At the time of filing a 
formal complaint, a complainant must be participating in or attempting to participate in ILTexas’ 
education program or activity.  
 

https://www.govinfo.gov/content/pkg/USCODE-2018-title20/html/USCODE-2018-title20-chap28-subchapIV-partG-sec1092.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm
https://www.govinfo.gov/content/pkg/USCODE-2018-title34/html/USCODE-2018-title34-subtitleI-chap121-subchapIII-sec12291.htm


A formal complaint may be filed with the Title IX Coordinator in person, by mail, or by e-mail 
using the Title IX Coordinator’s contact information. A formal complaint may be a document or 
electronic submission (i.e., by e-mail or through an online portal provided by ILTexas that contains 
the complainant’s physical or digital signature, or otherwise indicates that the complainant is the 
individual filing the complaint.  
 
4. Reporting Procedures 
 

a) Student Report 
 
Any student who believes that he or she has experienced sexual harassment or believes that another 
student has experienced sexual harassment should immediately report the alleged acts to a teacher, 
school counselor, principal, assistant principal, or ILTexas’ Title IX Coordinator/designee. 
 

b) Parent Report 
 
Any parent who suspects or receives notice that a student or group of students has or may have 
experienced sexual harassment shall promptly notify a campus administrator or the Title IX 
Coordinator. 
 

c) Employee Report 
 
Any ILTexas employee who suspects or receives notice that a student or group of students has or 
may have experienced sexual harassment shall promptly notify a campus administrator or the Title 
IX Coordinator. 
 

d) Alternate Reporting Procedures 
 
A student shall not be required to report prohibited conduct to the person alleged to have committed 
the conduct. Reports concerning sexual harassment, including reports against the Title IX 
coordinator, may be directed to the Superintendent. A report against the Superintendent may be 
made directly to the Board of Directors. If a report is made directly to the Board, the Board shall 
appoint an appropriate person to conduct an investigation. 
 

e) Timely Reporting 
 
Reports of sexual harassment shall be made as soon as possible after the alleged act or knowledge 
of the alleged act. A failure to promptly report may impair ILTexas’ ability to investigate and 
address the prohibited conduct. 
 

f) Notice to Parents 
 
Upon receipt of a formal complaint, the Title IX Official or designee shall promptly notify the 
parents of any student alleged to have experienced sexual harassment and the parents of a student 
who is alleged to have engaged in conduct that could be sexual harassment with notice in 
compliance with the “Written Notice” section below. 



 
5. Supportive Measures 
 
ILTexas shall offer the parties supportive measures. Supportive measures may include 
individualized services that are non-punitive, non-disciplinary, and do not unreasonably burden 
the other party yet are designed to restore or preserve a student’s equal access to education. 
Supportive measures may include but are not limited to counseling, extensions of deadlines or 
other class-related adjustments, modifications of class schedules, campus escort services, mutual 
restrictions on contact between the parties, increased monitoring of certain areas of the campus, 
and other similar measures. ILTexas must maintain as confidential any supportive measures 
provided to the parties to the extent this would not impair the ability of ILTexas to provide 
supportive measures. 
 
6. Formal Complaint Procedure 
 
A formal complaint alleging sexual harassment shall be in writing. A formal complaint may be 
made by the complainant-student, a parent, or legal guardian. In cases where an alleged victim 
does not file a formal complaint, the Title IX Coordinator may initiate the formal complaint process 
where warranted (e.g., allegations of sexual assault or abuse, improper relationship between 
employee and student).  
 
The formal complaint process shall be engaged with all deliberate speed for resolving formal 
complaints of sexual harassment. ILTexas shall attempt to complete an investigation of a formal 
complaint within 60 calendar days of receiving a formal complaint. Temporary delays shall be 
permitted only for good cause; good cause can include but is not limited to law enforcement 
activities, the absence of a party or witness, the absence of a party’s advisor of choice, or the need 
to provide language assistance or accommodation of disabilities. 
 

a) Equitability and Objectivity 
 
Both the complainant and the respondent are to be treated equitably in the grievance process. 
ILTexas must ensure an objective evaluation of all relevant evidence, including inculpatory and 
exculpatory evidence.  
 

b) Credibility and Presumption of Innocence 
 
Credibility determinations shall not be made on the basis of a person’s status as a complainant, 
respondent, or witness. The respondent is presumed not responsible, and any finding of 
responsibility comes only at the conclusion of a grievance process. 
 

c) No Conflicts of Interest 
 
The individuals directly involved in the formal complaint process (Title IX Coordinator or 
designee, investigator, decision-maker, and facilitator of informal resolution efforts) must not have 
any bias or conflict of interest. These individuals shall also be trained. The materials used to train 



Title IX personnel may not rely on sex stereotypes, must promote impartial investigations and 
adjudications, and must be posted on ILTexas 
 

d) Standard of Evidence 
 
ILTexas will use the preponderance of the evidence standard for making a determination of 
responsibility.  
 

e) Privileges 
 
No information protected by a legal privilege, such as the attorney-client privilege or the doctor-
patient privilege, can be used during an investigation unless the person holding that privilege has 
waived it. Neither a party nor ILTexas is allowed to seek, permit questions about, or allow the 
introduction of evidence that is protected by a recognized privilege. Individuals can always opt to 
waive their own privileges. 
 

f) Emergency Removals 
 
ILTexas may remove a respondent from ILTexas’ education programs or activities on an 
emergency basis if ILTexas undertakes an individualized safety and risk analysis and determines 
that an immediate threat, arising from the allegations of sexual harassment, to anyone’s physical 
health or safety justifies removal. Additionally, ILTexas must provide the respondent with notice 
and an opportunity to challenge the decision immediately following the removal. 
 
ILTexas’ ability to initiate an emergency removal does not override or modify the rights of 
individuals under the Individuals with Disabilities Education Act, Section 504, or the Americans 
with Disabilities Act. 
 
If the respondent is a ILTexas employee, the employee may be placed on administrative or other 
school-initiated leave during the investigation in accordance with applicable law.  
 

g) Initial Assessment of Formal Complaint and Potential Dismissal 
 
Upon receipt of a formal complaint, the Title IX Official or designee shall determine whether the 
allegations, if proven, would constitute sexual harassment as defined by Title IX.  
 
ILTexas must dismiss a formal complaint if the conduct alleged in the formal complaint:  
 

1. Would not constitute sexual harassment, even if proved;  
2. Did not occur in ILTexas’ education program or activity; or  
3. Did not occur against a person in the United States.  

 
ILTexas may dismiss a formal complaint:  
 

1. If the complainant notifies the Title IX Coordinator in writing that he/she wishes to 
withdraw the formal complaint or any allegations therein; 



2. If the respondent is no longer enrolled in or employed by ILTexas; or  
3. If circumstances prevent ILTexas from gathering evidence sufficient to reach a 

determination about the allegations.  
 
If the Title IX Official dismisses a formal complaint or any allegations in it, the Title IX Official 
shall promptly send written notice of the dismissal and the reasons to the parties. Both parties have 
the right to appeal a dismissal decision. 
 
Dismissal of a formal complaint does not preclude ILTexas from conducting an investigation under 
the school’s policy concerning on-sexual harassment discrimination or any other policy that may 
apply to the alleged conduct. 
 

h) Consolidation of Complaints 
 
ILTexas may consolidate formal complaints as to allegations of sexual harassment against more 
than one respondent, or by more than one complainant against one or more respondents, or by one 
party against the other party, where the allegations of sexual harassment arise out of the same facts 
or circumstances.  
 

i) Written Notice 
 
When an investigation of a formal complaint begins, the parties will receive written notice. 
Included in the notice shall be a copy of this process and ILTexas’ policy concerning prohibited 
sexual harassment. Written notice shall also include: 
 

1. Notice of the allegations of sexual harassment including, to the extent known, the identity 
of the parties, the conduct allegedly constituting sexual harassment, and the date and 
location of the alleged incident.  

2. A statement that the respondent is presumed to be innocent and that a determination 
regarding responsibility is made at the conclusion of the formal complaint process.  

3. A statement that the parties are entitled to an advisor of their choice who may be a 
parent/guardian or who may be, but is not required to be, an attorney. 

4. A statement that the parties can inspect and review relevant evidence 
5. Information from ILTexas code of conduct about making false statements or knowingly 

submitting false statements during the complaint process.  
 
This written notice must be provided to allow the parties sufficient time to prepare a response 
before any initial interview. 
 
If, during an investigation, ILTexas District decides to investigate allegations about the 
complainant or respondent that were not included in the original notice, ILTexas must provide 
notice of the additional allegations to the parties. 
 



j) Investigators 
 
An investigation of a formal complaint may be conducted by a trained Title IX Official or designee, 
such as a principal, an assistant principal, a central office administrator, or by a third party 
designated by ILTexas, such as an attorney. When appropriate, the principal shall be involved in 
or informed of the investigation. 
 
ILTexas shall provide an equal opportunity for the parties to present witnesses to be interviewed 
and evidence to be considered, including information from fact and expert witnesses, as well as 
inculpatory and exculpatory evidence.  
 
ILTexas cannot restrict the ability of a party to discuss the allegations under investigation or to 
gather and present relevant evidence. 
 

k) Representation 
 
Both parties will have the opportunity to have an advisor of choice accompany them to any 
meetings throughout the investigation process. A parent/guardian may serve as a student’s advisor; 
a student may also have an advisor in addition to his/her parent present at meetings in the 
investigation process. However, parents and advisors cannot interfere with interviews. Advisors 
may only observe. 
 

l) Conducting the Investigation 
 
   shall provide written notice of the date, time, location, participants, and purpose of all interviews, 
or other meetings with sufficient time for the party to prepare.  
 
ILTexas shall provide equal opportunities for the parties and their advisors to inspect and review 
the evidence obtained as part of its investigation, if the information is directly related to the 
allegations raised in the formal complaint, so that each party can meaningfully respond to the 
evidence prior to conclusion of the investigation.  
 
Every party has the right to choose to participate, or not participate, in any part of an investigation. 
No person shall be forced, threatened, coerced, discriminated against, or retaliated against for 
choosing not to be part of the grievance process. 
 
The investigation may consist of personal interviews with the person making the report, the 
complainant, the respondent, and others with knowledge of the circumstances surrounding the 
allegations. The investigation may also include analysis of other information or documents related 
to the allegations. 
 
Prior to completing an investigative report, ILTexas will send to each party and the party’s advisor, 
if any, the evidence subject to inspection and review in an electronic format or a hard copy. The 
parties must have at least 10 days to submit a written response, which the investigator will consider 
prior to completing the investigative report.   
 



If a response is submitted, the investigator shall consider that response before finalizing the 
investigative report. The investigative report can then be finalized and provided to the parties. 
 
That report shall be circulated to the parties at least another 10 days before any determination of 
responsibility. 
 
Before making a determination of responsibility, the parties shall be given an opportunity to submit 
relevant, written questions to each other. The decision maker may establish a deadline for a party 
to respond to questions posed by another party. Responses may be verbal or written at the decision-
maker’s discretion. Parents/guardians may respond in writing for their children. The decision-
maker may ask additional questions of the parties and witnesses before making a determination of 
responsibility. 
 
Questions and evidence about a complainant’s prior sexual history are not relevant with two 
limited exceptions: to prove someone other than the respondent committed the alleged misconduct 
or to prove consent. 
 

m) Cooperation with Law Enforcement or Regulatory Agencies 
 
If a law enforcement or regulatory agency notifies ILTexas that a criminal or regulatory 
investigation has been initiated, ILTexas shall confer with the agency to determine if the school’s 
investigation would impede the criminal or regulatory investigation. ILTexas shall proceed with 
its investigation only to the extent that it does not impede the ongoing criminal or regulatory 
investigation. After the law enforcement or regulatory agency has finished gathering its evidence, 
ILTexas shall promptly resume its investigation. 
 

n) Disability Accommodations 
 
ILTexas shall ensure that individuals with disabilities who participate in the school’s formal 
grievance process are appropriately accommodated, including with respect to the use of technology 
and reliance on visual, auditory, or written modes of communication. 

o) Concluding the Investigation 
 
The investigator shall prepare a final written report of the investigation. The report shall not include 
a determination of whether prohibited conduct occurred but may include recommended findings 
of fact. The report shall be filed with the Title IX Coordinator and the decision-maker. 
 

p) Written Determination of Responsibility and Notification  
 
Notification of the outcome of the investigation shall be provided to both parties in compliance 
with FERPA. 
 

q) Decision-maker 
 
The decision-maker shall objectively evaluate the relevant evidence and reach conclusions about 
whether the respondent is responsible for the alleged sexual harassment. The decision-maker shall 



use independent judgment and shall not be the Title IX Coordinator or the person(s) who conducted 
the investigation.  
 
Decision-makers shall be free from conflicts of interest or bias for or against complainants or 
respondents and shall have received special training about how to be impartial and how to decide 
what evidence is relevant. The decision-maker will weigh the relevant evidence and decide 
whether it meets ILTexas standard of evidence for sexual harassment allegations. 
 
After the evidence has been weighed, the decision-maker shall issue a written decision regarding 
responsibility. It shall include:  
 

1. Identification of the allegations potentially constituting sexual harassment.  
2. A description of the procedural steps taken from receipt of the formal complaint through 

the determination of responsibility, including notifications to the parties, interviews with 
parties and witnesses, site visits, methods used to gather other evidence, and hearings held, 
if any. 

3. Findings of fact supporting the determination.  
4. Conclusions regarding the application of ILTexas’ code of conduct to the facts.  
5. A statement of, and rationale for, the result as to each allegation, including a determination 

regarding responsibility.  
6. Any disciplinary sanctions that will be imposed on the respondent, and whether remedies 

will be provided to the complainant to restore or preserve equal access to ILTexas’ 
education program or activity. 

7. A statement of ILTexas’ procedures and permissible bases for the complainant and 
respondent to appeal.  

 
ILTexas shall send the written determination regarding responsibility to the parties simultaneously, 
along with information about how to appeal the determination. 
 
The Title IX coordinator is responsible for implementing the remedies contained in the written 
determination regarding responsibility if there is no timely appeal or once the appeal process is 
completed. 
 

r) Corrective Action/Remedies 
 
ILTexas’ remedies are to be designed to restore or preserve equal access to the school’s education 
programs or activities.  
 
Disciplinary consequences for respondents who are students will range from a verbal warning to 
expulsion, as allowed under the Student Code of Conduct.  
 
Disciplinary consequences for respondents who are employees will range from a verbal warning 
to termination of employment, as allowed under the school’s standards for employee conduct.  
 
Corrective actions may also include training programs for those involved in the complaint, a 
comprehensive education program for the school community, counseling to the complainant and 



the respondent who engaged in prohibited conduct, follow-up inquiries to determine if any new 
incidents or any instances of retaliation have occurred, involving parents and students in efforts to 
identify problems and improve the school climate, increasing staff monitoring of areas where 
prohibited conduct has occurred, and reaffirming ILTexas’ policy against discrimination and 
harassment. 
 

s) Improper Conduct Not Constituting Sexual Harassment 
 
If the investigation reveals improper conduct that did not rise to the level of sexual harassment, 
ILTexas may take disciplinary action in accordance with the Student Code of Conduct and/or 
employee standards for conduct, along with any other corrective action reasonably calculated to 
address the conduct.  
 

t) Confidentiality 
 
To the greatest extent possible, ILTexas shall respect the privacy of the complainant, respondent, 
and witnesses. Limited disclosures may be necessary to conduct a thorough investigation, comply 
with applicable law, and to implement supportive measures.  
 
ILTexas shall maintain the identities of parties and witnesses as confidential, unless disclosure of 
someone’s identity is required under other laws or is necessary in order to conduct the grievance 
process, including the implementation of supportive measures and to comply with the Title IX 
regulations.  
 

u) Appeal 
 
An appeal must be in writing (on a form provided by ILTexas) and filed with the Title IX 
Coordinator within 10 calendar days of issuance of the determination of responsibility. Appeals 
are available on the following bases:  
 

1. A procedural irregularity that affected the outcome of the matter;  
2. New evidence that was not reasonably available at the time the determination regarding 

responsibility or dismissal was made, that could affect the outcome of the matter; or 
3. The Title IX Coordinator, investigator(s), or decision-maker(s) had a conflict of interest or 

bias for or against complainants or respondents generally or the individual complainant or 
respondent that affected the outcome of the matter. 

 
A ILTexas official who decides the appeal shall not be the same person who reached the 
determination regarding responsibility, the investigator, or the Title IX Coordinator.  
 
After considering the parties’ written statements, the decision-maker on appeal shall issue a written 
decision and send it to the parties simultaneously. 
 
ILTexas’ determination about whether the respondent is responsible for the sexual harassment 
allegations becomes final after appeal.  
 



v) Retaliation Prohibited  
 
ILTexas prohibits retaliation by a student or school employee against anyone alleged to have 
experienced sexual harassment, or any other person who in good faith, makes a report of sexual 
harassment, serves as a witness, or participates or refuses to participate in an investigation. 
 
Any person who believes he or she has been retaliated against may file a complaint in accordance 
with the grievance process described in this regulation. 
 

w) False Claim 
 
A student or employee who intentionally makes a false claim or provides a materially false 
statement shall be subject to appropriate disciplinary action.  
 
7. Informal Resolution 
 
ILTexas may offer informal resolution at any time prior to reaching a determination regarding 
responsibility, except in cases where the respondent is a school employee. Informal resolution may 
be attempted only if each party enters the process voluntarily. ILTexas will not require informal 
resolution as a condition of continuing enrollment or employment, the enjoyment of any other 
right, or a waiver of the right to an investigation and adjudication of formal complaints. ILTexas 
also may not offer an informal resolution process unless a formal complaint is filed.  
 
ILTexas shall provide a specially trained resolution facilitator who is free from conflicts of interest 
or bias. All parties shall be provided with notice of the allegations, notice of their rights, 
information about whether an informal process is confidential, and about withdrawing from the 
process. 
 
8. Records Retention 
 
ILTexas shall retain copies of each sexual harassment allegation, investigation report, and related 
records for the time period required under the Title IX regulations at 34 C.F.R. Part 106. 
 
9. Access to Procedures 
 
Information regarding this regulation shall be included in ILTexas’ employee and student 
handbooks.  
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Equal Employment Opportunity 
 
International Leadership of Texas (“ILTexas” or the “School”) is an equal opportunity employer 
and does not discriminate against any employee or applicant for employment because of race, 
color, religion, gender, sex, national origin, age, disability, military status, genetic information, or 
any other basis prohibited by law as required by Title VI and Title VII of the Civil Rights Act of 
1964, as amended; Title IX of the Education Amendments of 1972; Title I and Title V of the 
Americans with Disabilities Act of 1990, as amended (“ADA”); the Age Discrimination in 
Employment Act of 1967, as amended (“ADEA”); Section 504 of the Rehabilitation Act of 1973, 
as amended; the Genetic Information Nondiscrimination Act of 2008 (“GINA”); and any other 
legally-protected classification or status protected by federal, state, or local law. Additionally, 
ILTexas does not discriminate against an employee or applicant who acts to oppose such 
discrimination or participates in the investigation of a complaint related to an alleged 
discriminatory employment practice. Employment decisions will be made on the basis of each 
individual’s job qualifications, experience, and abilities and in accordance with applicable state 
and federal law.  
 
Employees can raise concerns and make reports without fear of reprisal. Employees with questions 
or concerns relating to equal employment opportunity, including discrimination and disability 
accommodations, are encouraged to bring these issues to the attention of a ILTexas administrator, 
or one of the compliance coordinators designated below.  
 
As required by Title IX, ILTexas does not (and is required not to) discriminate on the basis of sex 
in its educational programs or activities. This non-discrimination requirement applies to admission 
to and employment with ILTexas. Inquiries into issues related to Title IX may be referred to 
ILTexas Title IX Coordinator (identified below), to the Assistant Secretary for Civil Rights of the 
Department of Education, or both. 
 
ILTexas has designated the following person as the Title IX Coordinator, who is responsible for 
receiving and overseeing investigations of alleged discrimination on the basis of sex, including 
sexual harassment: Victor Cathey, Executive Director of Athletics and Physical Fitness, 1820 N. 
Glenville Dr. Suite 100, Richardson, TX 75081. 972-479-9078, vcathey@iltexas.org 
 
ILTexas has designated the following person as the ADA / Section 504 Coordinator, who is 
responsible for receiving and investigating complaints of alleged discrimination or harassment on 
the basis of disability: Mary Albritton, Director of Counseling, 1820 N. Glenville Dr. Suite 100, 
Richardson, TX 75081. 972-479-9078, malbritton@iltexas.org   
 
ILTexas has designated the following person as the Title VII/ADEA Coordinator, who is 
responsible for receiving and investigating complaints of alleged discrimination or harassment on 
the basis race, color, religion, gender, sex, national origin, or age: Regina Jones, Chief Equity 



Officer, 1820 N. Glenville Dr. Suite 100, Richardson, TX 75081. 972-479-9078, 
rjones@iltexas.org  
 
All other complaints regarding equal employment opportunity may be directed to: Regina Jones, 
Chief Equity Officer, 1820 N. Glenville Dr. Suite 100, Richardson, TX 75081. 972-479-9078, 
rjones@iltexas.org  
 
 
              
 
 
Prohibition of Discrimination, Harassment, and Retaliation 
 
ILTexas prohibits discrimination, including harassment, of a co-worker based upon race, color, 
national origin, religion, sex or gender, disability, veteran status, age, genetic information, or any 
other basis prohibited by law. While acting in the course of their employment, employees shall not 
engage in prohibited discrimination or harassment of other persons including Board members, 
vendors, contractors, volunteers, or parents. Discrimination or harassment become unlawful 
where:  
 

1. Enduring the offensive conduct becomes a condition of continued employment; or  
2. The conduct is severe or pervasive enough to create a work environment that a reasonable 

person would consider intimidating, hostile, or abusive.  
 
Petty slights, annoyances, and isolated incidents (unless extremely serious) will not rise to the level 
of prohibited discrimination or harassment. To be unlawful, the conduct must create a work 
environment that would be intimidating, hostile, or offensive to reasonable people.  
 
Prohibited and offensive conduct can include, but is not limited to, offensive jokes, slurs, epithets, 
or name-calling; physical assaults or threats; intimidation; ridicule or mockery; insults or put-
downs; offensive objects or pictures; and/or interference with work performance. Harassment can 
occur in a variety of circumstances, including but not limited to the following:  
 

1. The harasser can be the victim’s supervisor, a supervisor in another area, an agent of the 
school, a co-worker, or a non-employee. 

2. The victim does not have to be the person harassed, but can be anyone affected by the 
offensive conduct. 

3. Unlawful harassment may occur without economic injury to, or discharge of, the victim. 
 
Retaliation 
ILTexas strictly prohibits retaliation against a student, parent, or an employee who in good faith 
reports or complains about discrimination, harassment, or other prohibited conduct, or who serves 
as a witness or otherwise participates in an investigation. Employees who take part in any 
retaliatory action will be subject to discipline, up to and including termination. Retaliation may 
include, but is not limited to: demotion, denial of promotion, poor performance appraisals, transfer, 
and assignment of demeaning tasks or taking any kind of adverse actions against a person who 



complains about discrimination or harassment. 
 
An employee who intentionally makes a false claim, offers false statements, or refuses to cooperate 
with a ILTexas investigation regarding harassment or discrimination is subject to appropriate 
discipline, up to and including termination.  
 
Reporting Procedures 
An employee who believes that he or she has experienced prohibited discrimination or harassment, 
retaliation, or believes that another employee has experienced such prohibited conduct, should 
follow the “Employee Complaints and Grievances Regarding Harassment and Discrimination” 
section of the Employee Handbook. The process for making formal complaints regarding sexual 
harassment is discussed in the “Sexual Harassment Prohibited” section of the Employee 
Handbook. 
 
Reports of prohibited discrimination or harassment shall be made as soon as possible after the 
alleged act or knowledge of the alleged act. Failure to promptly report may impair ILTexas ability 
to investigate and address the prohibited conduct.  
 
Any supervisor who receives a report of prohibited discrimination or harassment shall immediately 
notify the appropriate Compliance Coordinator listed above, and take any other steps required by 
ILTexas policy.  
 
 
              
 
 
Sexual Harassment Prohibited 
 
ILTexas prohibits discrimination on the basis of sex, including sexual harassment, by an employee, 
volunteer, or student.  
 
Sexual harassment means conduct on the basis of sex that satisfies one or more of the following:  
 

1. A school employee conditioning the provision of aid, benefit, or service of ILTexas on an 
individual’s participation in unwelcome sexual conduct;  

2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
objectively offensive that it effectively denies a person equal access to ILTexas education 
program or activity; or  

3. Sexual assault, dating violence, domestic violence, or stalking (as those offenses are 
defined in the Clery Act, 20 U.S.C. § 1092(f), and the Violence Against Women Act, 
34 U.S.C. § 12291(a)).  

 
Examples of sexual harassment may include, but are not limited to, touching private body parts or 
coercing physical contact that is sexual in nature; sexual advances; jokes or conversations of a 
sexual nature; sexually-motivated physical, verbal, or nonverbal conduct; or other sexually 
motivated conduct, communications, or contact.   



 
Romantic or inappropriate social relationships between students and school employees are 
prohibited. Any sexual relationship between a student and a school employee is always prohibited, 
even if consensual. 
 
General Definitions 
A “complainant” means an individual who is alleged to be the victim of conduct that could 
constitute sexual harassment.  
 
A “respondent” means an individual who is reported to be the perpetrator of conduct that could 
constitute sexual harassment.  
 
A “formal complaint” means a document filed by a complainant or signed by the Title IX 
Coordinator alleging sexual harassment against a respondent and requesting that ILTexas 
investigate the allegation of sexual harassment.  
 
“Supportive measures” means non-disciplinary, non-punitive individualized services offered 
appropriate and without fee or charge to the complainant or the respondent before or after the filing 
of a formal complaint or where no formal complaint has been filed. Such measures are designed 
to restore or preserve equal access to ILTexas educational program or activity without 
unreasonably burdening either party, including measures designed to protect the safety of all 
parties or ILTexas educational environment, or deter sexual harassment. Examples of supportive 
measures include, but are not limited to, counseling, extensions of deadlines or other course-related 
adjustments, modifications of class schedules, mutual restrictions on contact between the parties, 
and other similar measures.  
 
Reporting Sexual Harassment 
Any person may report sex discrimination, including sexual harassment (whether or not the person 
reporting is the person alleged to be the victim of conduct that could constitute sex discrimination 
or sexual harassment), in person, by mail, by telephone, or by email, using the contact information 
listed for the Title IX Coordinator in the Employee Handbook, or by any other means that results 
in the Title IX Coordinator receiving the person’s verbal or written report. Such a report may be 
made at any time, including during non-business hours, by using the telephone number or email 
address, or by mail to the office address, listed for the Title IX Coordinator.  
 
ILTexas response to a report of sexual harassment must treat complainants and respondents 
equitably by offering supportive measures and by following a grievance process before the 
imposition of any disciplinary sanctions or other actions that are not supportive measures against 
a respondent.  
 
After a report of sexual harassment has been made, the Title IX Coordinator must promptly contact 
the complainant to discuss the availability of supportive measures, consider the complainant’s 
wishes with respect to supportive measures, inform the complainant of the availability of 
supportive measures with or without the filing of a formal complaint, and explain to the 
complainant the process for filing a formal complaint.  
 



Notice of Allegations 
Upon receipt of a formal complaint, ILTexas must provide the following written notice to the 
parties who are known:  
 

• Notice of ILTexas grievance process, including any informal resolution process.  
• Notice of the allegations of sexual harassment, including, to the extent known, the identity 

of the parties, the conduct allegedly constituting sexual harassment, and the date and 
location of the alleged incident.  

• Notice that the respondent is presumed not responsible for the alleged conduct and that a 
determination regarding responsibility is made known at the conclusion of the grievance 
process.  

• Notice that the parties may have an advisor of their choice, who may be, but is not required 
to be, an attorney.  

• Notice that the parties may inspect and review evidence related to the complaint.  
• Notice that ILTexas prohibits knowingly making false statements or knowingly submitting 

false information during the grievance process. 
 
If, during an investigation, ILTexas decides to investigate allegations about the complaint or 
respondent that are not included in the initial notice of the complaint, ILTexas must provide notice 
of the additional allegations to the parties whose identities are known.  
 
Grievance Process 
At the time of filing a formal complaint, a complainant must be participating in or attempting to 
participate in the education program or activity of ILTexas. 
 
The following guidelines apply when ILTexas receives a formal complaint of sexual harassment. 
This process is designed to incorporate due process, principles, treat all parties fairly, and to assist 
ILTexas reach reliable responsibility determinations.  
 

• ILTexas will require an objective evaluation of all relevant evidence – including both 
inculpatory and exculpatory evidence – and credibility determinations may not be based 
on a person’s status as a complainant, respondent, or witness.  

• Any individual designated by ILTexas as a Title IX Coordinator, investigator, decision-
maker, or to facilitate an informal resolution process must not have a conflict of interest or 
bias for or against complainants or respondents generally or an individual complainant or 
responsible. ILTexas will ensure that Title IX Coordinators, investigators, decision-
makers, and anyone who facilitates an informal resolution process receive appropriate 
training related to the requirements of Title IX and ILTexas sexual harassment policy.  

• ILTexas recognizes a presumption that the respondent is not responsible for the alleged 
conduct until a determination regarding responsibility is made at the conclusion of the 
complaint process.  

• ILTexas shall attempt to complete an investigation of reported sexual harassment within 
60 calendar days of receiving a complaint. However, the investigation process may be 
delayed or extended for a limited time for good cause with written notice to the complainant 
and the respondent of the delay or extension. Good cause may include considerations such 
as absence of a party, a party’s advisor, or a witness; concurrent law enforcement activity; 



or the need for language assistance or accommodation of disabilities.  
• Students found to have engaged in sexual harassment are subject to disciplinary action as 

outlined in the School’s Student Code of Conduct. Employees found to have engaged in 
sexual harassment are subject to disciplinary action as outlined in the Employee Handbook. 

• ILTexas shall employ the preponderance of the evidence standard to determine 
responsibility when reviewing formal complaints. 

• ILTexas may not require, allow, rely upon, or otherwise use questions of evidence that 
constitute, or seek disclosure, of information protected under a legally recognized 
privilege, unless the person holding such privilege has waived the privilege.   

 
Consolidating Formal Complaints 
ILTexas may consolidate formal complaints as to allegations of sexual harassment against more 
than one respondent, or by more than one complainant against one or more respondents, or by one 
party against the other party, where the allegations of sexual harassment arise out of the same facts 
or circumstances.  
 
Dismissal of Formal Complaints 
ILTexas must investigate the allegations in a formal complaint.  
 
ILTexas must dismiss a formal complaint if the conduct alleged in the formal complaint:  
 

• Would not constitute sexual harassment, even if proved;  
• Did not occur in ILTexas education program or activity; or  
• Did not occur against a person in the United States.  

 
ILTexas may dismiss a formal complaint or any allegations therein if, at any time during the 
investigation:  
 

• A complainant notifies the Title IX Coordinator in writing that the complainant would like 
to withdraw the formal complaint or any allegations therein;  

• The respondent is no longer enrolled or employed by ILTexas; or  
• Specific circumstances prevent ILTexas from gathering evidence sufficient to reach a 

determination as to the formal complaint or allegations therein.  
 
Upon a dismissal, ILTexas must promptly send simultaneous written notice to the parties of the 
dismissal and the reason(s) for the dismissal. Dismissal of a formal complaint does not preclude 
ILTexas from taking appropriate action under the Student Code of Conduct, the Employee 
Handbook, and/or any other school policy that may apply to the alleged conduct.  
 
Investigating Formal Complaints 
The following guidelines apply during the investigation of a formal complaint and throughout the 
grievance process.  
 

• ILTexas will ensure the burden of proof and the burden of gathering evidence sufficient to 
reach a determination regarding responsibility rests on ILTexas and not on the parties.  

• ILTexas cannot access, consider, disclose, or otherwise use a party’s records that are made 



or maintained by a physician, psychiatrist, psychologist, or other recognized professional 
or paraprofessional acting in the professional’s or paraprofessional’s capacity, or assisting 
in that capacity, and which are made and maintained in connection with the provision of 
treatment to the party, unless ILTexas receives that party’s voluntary, written consent to 
do so.  

• ILTexas will provide an equal opportunity for the parties to present witnesses, including 
fact and expert witnesses, and other inculpatory and exculpatory evidence.  

• ILTexas will not restrict the ability of either party to discuss the allegations under 
investigation or to gather and present relevant evidence.  

• ILTexas will provide the parties with the same opportunities to have others present during 
any grievance proceeding, including the opportunity to be accompanied to any related 
meeting or proceeding by the advisory of their choice, and not limit the choice or presence 
of an advisor for either the complainant or respondent in any meeting or grievance 
proceeding. ILTexas may establish restrictions regarding the extent to which the advisor 
may participate in the proceedings, as long as the restrictions apply equally to both parties.  

• ILTexas will provide to a party whose participation is invited or expected written notice of 
the date, time, location, participants, and purpose of all investigative interviews or other 
meetings with sufficient time for the party to prepare to participate.  

• ILTexas will provide both parties an equal opportunity to inspect and review any evidence 
obtained as part of the investigation that is directly related to the allegations raised in a 
formal complaint, including the evidence upon which the recipient does not intend to rely 
in reaching a determination regarding responsibility and inculpatory or exculpatory 
evidence whether obtained from a party or other source, so that each party can 
meaningfully respond to the evidence prior to conclusion of the investigation.  

• Prior to completing an investigative report, ILTexas must send to each party and the party’s 
advisor, if any, the evidence subject to inspection and review in an electronic format or a 
hard copy, and the parties must have at least 10 calendar days to submit a written response, 
which the investigator will consider prior to completing the investigative report.  

• ILTexas must create an investigative report that fairly summarizes relevant evidence and, 
at least 10 calendar days prior to a determination regarding responsibility, send to each 
party and the party’s advisor, if any, the investigative report in an electronic format or a 
hard copy, for review and written response.  

• After sending the investigative report to the parties and before reaching a determination of 
responsibility, the decision-maker(s) must afford each party the opportunity to submit 
written relevant questions that a party wants asked of any witness, provide each party with 
the answers, and allow for additional, limited follow-up questions from each party. 
Questions and evidence about the complainant’s sexual predisposition or prior sexual 
behavior are not relevant, unless such questions and evidence about the complainant’s prior 
sexual behavior are offered to prove that someone other than the respondent committed the 
conduct alleged by the complainant, or if the questions and evidence concern specific 
incidents of the complainant’s prior sexual behavior with respect to the respondent and are 
offered to prove consent. The decision-maker(s) must explain to the party proposing the 
questions any decision to exclude a question as not relevant.  

 
Determination Regarding Responsibility  
The decision-maker(s) making a determination regarding responsibility cannot be the same 



person(s) as the Title IX Coordinator or the investigator(s). The decision-maker(s) must review 
the investigation report and make a written determination, based on the preponderance of the 
evidence standard, regarding responsibility. The written determination must include:  
 

• Identification of the allegations potentially constituting sexual harassment;  
• A description of the procedural steps taken from receipt of the formal complaint through 

the determination, including any notifications to the parties, interviews with parties and 
witnesses, site visits, or methods used to gather other evidence;  

• Findings of fact supporting the determination;  
• Conclusions regarding application of ILTexas Code of Conduct, Employee Handbook, or 

other non-discrimination policies to the facts;  
• A statement of, and rationale for, the result as to each allegation, including a determination 

regarding responsibility, any disciplinary sanctions imposed on the respondent, and 
whether remedies designed to restore or preserve equal access to ILTexas education 
program or activities will be provided to the complainant; and  

• ILTexas procedures and permissible bases for the complainant and respondent to appeal.  
 
ILTexas must provide the written determination to the parties simultaneously. The determination 
becomes final either on the date ILTexas provides the parties with the written determination of the 
result of the appeal, if an appeal is filed, or if an appeal is not filed, the date on which an appeal 
would no longer be considered timely.  
 
The Title IX Coordinator is responsible for effective implementation of any remedies.  
 
Appeals 
ILTexas will offer both parties an appeal from a determination regarding responsibility, and from 
ILTexas dismissal of a formal complaint or any allegations therein, on the following bases:  
 

• Procedural irregularity that affected the outcome of the matter;  
• New evidence that was not reasonably available at the time the determination regarding 

responsibility or dismissal was made, that could affect the outcome of the matter; and  
• The Title IX Coordinator, investigator(s), or decision-maker(s) had a conflict of interest or 

bias for or against complainants or respondents generally or the individual complainant or 
respondent that affected the outcome of the matter.  

 
As to appeals, ILTexas will ensure that the decision-maker(s) for the appeal is not the same person 
as the decision-maker(s) that reached the determination regarding responsibility or dismissal, or 
the investigator(s), or the Title IX Coordinator. ILTexas will provide both parties a reasonable 
equal opportunity to submit a written statement in support of, or challenging, the outcome.  
 
The decision-maker(s) for the appeal will issue a written decision, based on the preponderance of 
the evidence standard, describing the result of the appeal and the rationale for the result, and 
provide the written decision simultaneously to both parties.  
 
A party who is dissatisfied with the appeal decision may file an appeal to the Board of Directors 
through the process outlined in ILTexas grievance procedures.  



 
Emergency Removals 
ILTexas is able to remove a respondent from ILTexas education program on an emergency basis, 
provided that ILTexas undertakes an individualized safety and risk analysis, determines that an 
immediate threat to the physical health or safety of any student or other individual arising from the 
allegations of sexual harassment justifies removal, and provides the respondent with notice and an 
opportunity to challenge the decision immediately following the removal. ILTexas ability to do so 
may not be construed to modify any rights under the Individuals with Disabilities Education Act, 
Section 504, or the Americans with Disabilities Act.  
 
Informal Resolution 
At any time prior to reaching a determination regarding responsibility, ILTexas may facilitate an 
informal resolution process, such as mediation, that does not involve a full investigation and 
adjudication. However, ILTexas may not require as a condition of enrollment or continuing 
enrollment, or employment or continued employment, or enjoyment of any other right, waiver of 
the right to an investigation and adjudication of formal complaints. Additionally, ILTexas may not 
require the parties to participate in an informal process and may not offer an informal resolution 
process unless a formal complaint is filed.  
 
Prior to facilitating an informal resolution process, ILTexas must:  
 

• Provide to the parties a written notice disclosing the allegations and the requirements of 
the informal resolution process including the circumstances under which it precludes the 
parties from resuming a formal complaint arising from the same allegations. The notice 
must also inform that, at any time prior to agreeing to a resolution, any party has the right 
to withdraw from the informal resolution process and resume the grievance process with 
respect to the formal complaint, as well as of any consequence resulting from participating 
in the informal resolution process, including the records that will be maintained or could 
be shared.  

• Obtain the parties’ voluntary, written consent to the informal resolution process.  
 
ILTexas may not offer or facilitate an informal resolution process to resolve allegations that an 
employee sexually harassed a student.  
 
Retaliation Prohibited 
Neither ILTexas nor any other person may intimidate, threaten, coerce, or discriminate against any 
individual for the purpose of interfering with any right or privilege secured by Title IX, or because 
the individual has made a report or complaint, testified, assisted, or participated or refused to 
participate in any manner in an investigation or proceeding under this policy.  
 
Examples of retaliation may include, but are not limited to, intimidation, threats, coercion, or 
discrimination.  
 
Complaints alleging retaliation may be filed according to the grievance procedure described above. 
 
Confidentiality 



ILTexas must keep confidential the identity of any individual who has made a report or complaint 
of sex discrimination, including any individual who has made a report or filed a formal complaint 
of sexual harassment, any complainant, any individual who has been reported to be the perpetrator 
of sex discrimination, any respondent, and any witness, except as may be permitted by FERPA or 
as required by law, or for purposes related to the conduct of any investigation, hearing, or judicial 
proceeding arising under the Title IX regulations.  
 
Non-Sexual Harassment Sex Discrimination 
The formal complaint investigation and resolution process outlined above applies only to formal 
complaints alleging sexual harassment as defined by Title IX, but not to complaints alleging sex 
discrimination that do not constitute sexual harassment. Complaints of non-sexual harassment sex 
discrimination may be filed with the Title IX Coordinator and will be handled under the process 
described in the “Employee Complaints and Grievances Regarding Harassment and 
Discrimination” portion of the Employee Handbook.  
 
 
              
 
 
Employee Complaints and Grievances Regarding Harassment and 
Discrimination 
 
**NOTE** ILTexas process for making formal complaints regarding sexual harassment is 
discussed in the “Sexual Harassment Prohibited” portion of the Employee Handbook.  
 
ILTexas takes allegations of harassment and discrimination very seriously and intends to 
investigate all official complaints. ILTexas will take appropriate actions for all substantiated 
allegations. Employees who believe they are being harassed or discriminated against are requested 
to take the following actions:  
 

• In the event you feel you are a victim of harassment, you should contact your immediate 
supervisor and/or the designated Compliance Coordinator immediately. In the event your 
immediate supervisor is the alleged harasser, you should contact the next level of 
management immediately. Complaints against the designated compliance coordinator may 
be submitted to the Superintendent.  

• Any employees who are uncomfortable with face-to-face interaction may write down their 
complaints in a memo, and submit the memo to their immediate supervisor and/or the 
designated Compliance Coordinator.  

• Any ILTexas employee who receives a report of suspected harassment or discrimination is 
expected to immediately contact the designated Compliance Coordinator.  

• Complaints will be handled in a timely manner.  
 
Reports of prohibited discrimination or harassment shall be made as soon as possible after the 
alleged act or knowledge of the alleged act. A failure to promptly report may impair the school’s 
ability to investigate and address the alleged prohibited conduct.  
 



Any supervisor who receives a report of discrimination or harassment shall immediately notify the 
appropriate Compliance Coordinator, and take any other steps required by ILTexas.  
 
After receiving a report, the Compliance Coordinator shall determine whether the allegations, if 
proven, would constitute prohibited discrimination or harassment. If so, ILTexas shall immediately 
authorize or undertake an investigation. If appropriate, ILTexas shall promptly take interim action 
calculated to prevent prohibited conduct during the course of an investigation.  
 
The school’s investigation may be conducted by the Compliance Coordinator or designee, or by a 
third party designated by ILTexas, such as an attorney. When appropriate, the Principal or 
supervisor shall be involved in or informed of the investigation.  
 
The investigation may consist of personal interviews with the person making the report, the person 
against whom the report is filed, and others with knowledge of the circumstances surrounding the 
allegations. The investigation may also include analysis of other information or documents related 
to the allegations.  
 
After completing an investigation, the investigator shall prepare a written report summarizing the 
outcome of the investigation.  
 
If the results of an investigation indicate that prohibited conduct occurred, ILTexas shall promptly 
respond by taking appropriate disciplinary or corrective action reasonably calculated to address 
the conduct and to end any harassment and to deter future harassment. ILTexas may also take 
action based on the results of an investigation, even if the conduct did not rise to the level of 
prohibited or unlawful conduct.  
 
To the greatest extent possible, ILTexas shall respect the privacy of the complainant, persons 
against whom a report is filed, and witnesses. The purpose of this provision is to maintain 
impartiality and confidentiality to the extent possible. Both the reporting individual, victim and 
the accused have equal privacy rights under the law, and ILTexas must respond accordingly. 
However, limited disclosures may be necessary in order to conduct a thorough investigation and 
comply with applicable law. 
 
An employee who is dissatisfied with the outcome of the investigation may appeal through the 
School’s general employee grievance process, beginning at the level of Superintendent review.  
 
ILTexas prohibits retaliation against an employee who, in good faith, makes a claim alleging to 
have experienced discrimination or harassment, or another employee who, in good faith, makes a 
report, serves as a witness, or otherwise participates in an investigation. Examples of retaliation 
may include termination, refusal to hire, demotion, and denial of promotion. Retaliation may also 
include threats, unjustified negative evaluations, unjustified negative references, or increased 
surveillance. 
 
In addition to using the school’s complaint process, an employee may file a formal complaint with 
the Equal Employment Opportunity Commission (“EEOC”) or Texas Workforce Commission 
(“TWC”). Additional information may be found by visiting 



http://www.eeoc.gov/employees/charge.cfm.  

http://www.eeoc.gov/employees/charge.cfm
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International Leadership of Texas  

Child Nutrition Food Services Department 
 

 

Code of Conduct 
 

Effective September 1, 2020  

 
This Code of Conduct has been created to establish and maintain effective oversight over the 

International Leadership of Texas Food Services Department’s financial management system that 
provides reasonable assurance that the International Leadership of Texas Food Services Department is 

managing the program in compliance with all federal, state, and local regulations and terms and 
conditions of the program award and; 

To establish and maintain effective oversight over those definitive actions related to the procurement 
process, establish standards of ethical conduct and integrity for procurement actions, and provide full 

and open competition in all procurement actions. 
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International Leadership of Texas – Child Nutrition Food Service Department 
Code of Conduct 

As representatives of the International Leadership of Texas Food Services Department, all employees are 
expected to conduct themselves in a professional and ethical manner, maintaining high standards of 
integrity and the use of good judgment. Employees are expected to be principled in their business 
interactions and act in good faith with individuals both inside and outside the International Leadership 
of Texas. 

The following Code of conduct shall govern the performance, behavior and actions of the International 
Leadership of Texas Food Services Department, including employees, directors, officials, or agents who 
are engaged in any aspect of procurement, including – but not limited to – purchasing goods and 
services; awarding contracts; or the administration and supervision of contracts.  

Code of Conduct 

• No employee, directors or agent of the International Leadership of Texas Food Services 
Department shall participate in the selection, award or administration of a bid or contract 
supported by federal funds if a conflict of interest is real or apparent to a reasonable person.  
 

• Conflicts of interest may arise when any employee, directors or agent of the International 
Leadership of Texas Food Services Department has a financial, family or any other beneficial 
interest in the vendor selected or considered for an award. 
 

• No employee, directors or agent of the International Leadership of Texas Food Services 
Department shall award contracts to, or show favoritism toward a member of his/her 
immediate family, spouse’s family or to any company, vendor or concern who either employs or 
has any relationship to a family member; or award a contract or bid which violates the spirit or 
intent of Federal, State and local procurement laws and policies established to maximize free 
and open competition among qualified vendors. Those circumstances where interests, financial 
or otherwise, are not substantial or are within the limits of applicable Federal, State and local 
laws and the policies and procedures of the International Leadership of Texas, the 
Superintendent’s Cabinet shall determine whether the conflict is material under the 
circumstances. 
 

• The International Leadership of Texas Food Services Department employees, directors, and 
agents will not solicit gifts, including but not limited to travel packages or other incentives, 
and/or donations from prospective contactors. However, incentive language may be included as 
part of the competitive procurement (formal bid and request for proposal) solicitation language 
to acquire the most favorable terms for the operation and benefit of the non-profit food service 
account. Such incentives include but are not limited to volume rebates, timely payment 
discounts, program promotion assistance, upfront savings, etc… 
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Conflicts of Interest 

International Leadership of Texas employees must not solicit or accept gratuities, favors, or anything of 
value to perform improper financial actions, including actions related to procuring contractors or parties 
to subcontracts. When this occurs, there is a conflict of interest.  
 
A conflict of interest is any action that allows a person to benefit at the expense of the public interest or 
the expense of his or her employer. A conflict of interest may be real or apparent, i.e., a conflict of 
interest does not have to be acted upon to be considered a conflict of interest. 

A real or apparent conflict of interest occurs in situations such as the following:  
- International Leadership of Texas employee has a financial or other interest in a business 

being considered for a contract.  

- International Leadership of Texas Food Services employee receives a tangible personal 
benefit from a business being considered for a contract.  

- International Leadership of Texas Food Services employee has a personal relationship or 
friendship with a business being considered for a contract.  

- International Leadership of Texas Food Services employee is employed by, about to be 
employed by, or is seeking employment from a business being considered for a contract.  

International Leadership of Texas Food Services will consult with their attorney or legal counsel if there 
is a question about whether a specific situation is a conflict of interest.  

International Leadership of Texas Food Services’ “nominal value” may be no more than the value of a 
cup of coffee. Acceptance of such offerings is highly recommended against, but International Leadership 
of Texas Food Services is aware that sometimes such offerings are unavoidable. It is required that all 
vendors be informed by the district staff that such offerings are not allowed. 

 

International Leadership of Texas Food Services considers all “tangible benefits,” as defined below but 
not limited to, to be a conflict of interest.    

- Offering a special item at a much lower price than the price structure for a current contract.  
- Offering an item not presently used by the CE at a special price that is below market value.  
- Offering an incentive, such as equipment or other prizes for purchasing items.  
- Allowing staff to make purchases from a CE-procured contract.  

 

 

 

 

Incentives, Gratuities, or Kickbacks 

In accordance with the State of Texas Department of Agriculture (TDA) “Administrative Review Manual” 
(ARM) Section 16, 16.18, International Leadership of Texas Food Services Department employees; 
officials; agents acting on the  International Leadership of Texas Food Services Department behalf; any 
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member of the immediate family of the International Leadership of Texas Food Services Department 
employee, officer, or agent acting on the International Leadership of Texas Food Services Department 
behalf; or business partner of the employee, officer, or agent acting on International Leadership of Texas 
Food Services Department behalf cannot accept anything of value from a vendor. Incentive, gratuities, 
or kickbacks include, but are not limited to, personal gifts or gratuities that may be construed to have 
been given to influence the purchasing process.  

Although such practices may be accepted in the private sector, giving and receiving gifts in the public 
sector may constitute a violation of law. Gift to a Public Servant is a Class A misdemeanor offense if the 
recipient is a government employee who exercises some influence in the purchasing process of the 
governmental body.  

An International Leadership of Texas Food Services Department employee or former employee must not 
knowingly use confidential SNP information for the actual or anticipated personal benefit or benefit for 
any person or entity. 

International Leadership of Texas will apply disciplinary actions (as listed below) for violations of above 
stated standards by International Leadership of Texas Food Services Department employees, officers, or 
agents acting on the International Leadership of Texas Food Services Department behalf.  

 International Leadership of Texas will apply the following disciplinary actions:  
 1.   1st Offense: Documented “verbal” reprimand and review Code of Conduct. Two district staff 
will be present and sign document as witnesses. 
 2.   2nd Offense: Written reprimand. Two district staff will be present and sign document as 
witnesses. 
 3.   3rd Offense: Termination.  

International Leadership of Texas Food Services Department will provide guidance to each employee, 
officer, or agent acting on the International Leadership of Texas Food Services Department’s behalf at 
the time of hire on how to avoid undue influence. International Leadership of Texas Food Services 
Department will offer training and provide all employees, officers, and agents acting on behalf of 
International Leadership of Texas Food Services Department a copy of International Leadership of Texas’ 
Employee Manual that addresses professional and ethical standards.  

International Leadership of Texas Food Services Department requires any employee, officer, or agent 
acting on behalf of International Leadership of Texas Food Services Department to disclose in writing 
any possible situations where there is an appearance of incentives, gratuities, or kickbacks being 
received.  
 

Benefits Received  

International Leadership of Texas Food Services Department employees; officials; agents acting on the 
International Leadership of Texas Food Services Department behalf; any member of the immediate 
family of the International Leadership of Texas Food Services Department employee, officer, or agent 
acting on the International Leadership of Texas Food Services Department’s behalf; or business partner 
of the International Leadership of Texas Food Services Department employee, officer, or agent acting on 
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International Leadership of Texas Food Services Department’s behalf must not solicit or accept 
gratuities, favors, or anything of monetary value from contractors or parties to subcontracts.  

When incentives are offered by the contractor and accepted by an individual, the incentive must 
become the property of International Leadership of Texas Food Services Department. Under no 
condition can the incentive become the property of an individual. The  
 
International Leadership of Texas Food Services Department use the following written procedures on 
how it will avoid unallowable practices based on benefits received:  

1. International Leadership of Texas Food Service employee failure to disclose gifts pursuant in the 
Code of Conduct policy could result in adverse personnel action against the employee. 

 

Conflicts of Interest, Other Individuals or Entities 

International Leadership of Texas defines “other” as the following but not limited to:  
 

- Agent  
- Business  
- Consultant  
- Contractor  
- Cooperative  
- Distributor  
- Food Processor  
- Food Service Management Company (FSMC)  
- For Profit Organization  
- Nonprofit Organization  
- Third party  
- Vendor  

 
International Leadership of Texas will communicate its expectations and applicable procedures related 
to program integrity to individuals and entities acting on International Leadership of Texas’ behalf. 
International Leadership of Texas will review all solicitations, agreements, contracts, and other 
communications prepared on their behalf to ensure compliance with all Federal and State requirements 
and regulations.  
 
 
Certification Regarding Lobbying  

Lobbying certification requirements are applicable to grants, sub-grants, cooperative agreements, and 
contracts exceeding $100,000 in federal funds.  

International Leadership of Texas Food Services Department uses the following procedures  

1. Documentation: International Leadership of Texas Food Services Department will take actions 
to ensure that the proper documentation is prepared, shared as required, and retained. 
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2. Use of Funds: International Leadership of Texas Food Services Department requires that federal 
funds must not be paid by or behalf of the International Leadership of Texas Food Services 
Department to any person influencing or attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or employee of Congress, or an employee of a 
Member of Congress in connection with the awarding of a Federal contract, the making of a 
Federal grant, the making of a Federal loan, the entering into a cooperative agreement, and the 
extension, continuation, renewal, amendment, or modification of a Federal contract, grant, 
loan, or cooperative agreement.   

 

Debarment and Suspension  

International Leadership of Texas Food Services and their subcontractors must not make or permit any 
award, sub-award, sub-grant, or contract with an individual or entity that is debarred or suspended or is 
otherwise excluded from or ineligible for participation in federal assistance programs, per the TDA 
Administrative Review Manual (ARM), Section 16.20. 

• International Leadership of Texas Food Services Management Department will Include the 
following debarment and suspension certification in every written agreement with 
subcontractors:  
“{name of subcontracting organization } certifies that neither it nor its principals are presently 
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from 
participating in this Agreement by any federal department or agency or by the State of Texas. 
{name of subcontracting organization} shall immediately provide written notice to International 
Leadership of Texas Food Services Management Department if at any time the {name of 
subcontracting organization} learns that this certification was erroneous when submitted or has 
become erroneous by reason of changed circumstances. International Leadership of Texas may 
rely upon a certification of a subcontractor that it is not debarred, suspended, ineligible, or 
voluntarily excluded from the covered contract, unless it knows that the certification is 
erroneous.    
 

• International Leadership of Texas Food Service Management Department will require the 
subcontractor to sign and submit the TDA form entitled “Certification Regarding Debarment, 
Suspension, Ineligibility and Voluntary Exclusion for Covered Contracts (H2048)12” and maintain 
the signed form with its contract record. 
 

• International Leadership of Texas Food Service Management Department will print the page 
from the System for Award Management (SAM) which indicates the subcontractor is not 
presently debarred or otherwise excluded from participation in the contract by any federal 
department or agency or by the State of Texas and will maintain that document on file with the 
contract documents. The System for Award Management can be accessed at 
www.sam.gov/portal/SAM/#1 

 
Staff Purchase of Items on Awarded Contracts  
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International Leadership of Texas Food Services Management Department does not allow any 
employee, officer or agent acting on behalf of International Leadership of Texas Food Services 
Management Department to take advantage of International Leadership of Texas Food Services 
Management Department’s procurement by purchasing off an awarded contract. 

Per the ARM, Section 16.22, Confidentiality and Program Integrity, this type of activity as actually 
accepting the cash difference between the bid or discount price and the amount the individual would 
have paid for the item in the regular retail market. This is a financial incentive. When an individual pays 
for the purchase, the payment does not remove the financial incentive. Even if the contractor were to 
charge retail price, the individual would still be receiving the convenience of a personal delivery and 
would be accepting a favor from the contractor—therefore, this is an unallowable practice. 

 

Contracting with Persons and Companies for Assistance in Developing a Solicitation  

Per the ARM, Section 16.22, Confidentiality and Program Integrity, when acquiring goods and services, 
contracting entities (CEs) may contract with agents or companies that provide technical information in 
drafting procurement specifications and/or technical requirements. This provision is intended to 
encourage program administrators to obtain information from as many sources as possible to assist 
them in drafting procurement documents. 

• Potential Offerors or Interested Parties Involved in Developing a Solicitation  
International Leadership of Texas Food Services Management Department will not accept a 
contractor or other interested party’s offer if the contractor or other interested party assisted 
with or drafted the procurement specifications and/or technical requirements, procedures, or 
documents.  

 

Food Taken From Schools  

International Leadership of Texas Food Service Management Department does not allow any employee, 
officer, or agent acting on behalf of the International Leadership of Texas Food Service Management 
Department to take food or leftover food (including milk) from the premises for personal use, personal 
gain, or benefit to another person or entity. 

 

Reporting of Fraud, Bribery, and Gratuity Violations 
 
International Leadership of Texas will report, in writing to TDA, all violations of federal criminal law – 
fraud, bribery, or gratuity.  

The non-Federal entity or applicant for a Federal award must disclose, in a timely manner, in writing to the Federal 
awarding agency or pass-through entity all violations of Federal criminal law involving fraud, bribery, or gratuity 
violations potentially affecting the Federal award. Failure to make required disclosures can result in any of the 
remedies described in§ 200.338 Remedies for noncompliance, including suspension or debarment. (2 CFR 200.113; 
31 U.S.C. 3321). 
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International Leadership of Texas defines fraud as:  

Whoever embezzles, willfully misapplies, steals or obtains by fraud any funds, assets or property provided under the 
National School Lunch Program and/or School Breakfast Program [and/or Special Milk Program] whether received 
directly or indirectly, shall, if such funds, assets or property are of a value of $100 or more, be fined no more than 
$25,000 or imprisoned not more than 5 years or both; or if such funds, assets or property are of a value of less than 
$100, be fined not more than $1,000 or imprisoned not more than 1 year or both. Whoever receives, conceals or 
retains for personal use or gain, funds, assets or property provided under the National School Lunch Program 
and/or School Breakfast Program, whether received directly or indirectly, knowing such funds, assets or property 
have been embezzled, willfully misapplied, stolen or obtained by fraud, shall be subject to the same penalties. 
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(Revised 07/22/2020) 
 

This publication is provided in cooperation with 

Send all inquiries and request for permission to: Charter School 
Assistance Grant 
ESC Region 11 

3001 North Freeway Fort Worth, Texas 
76106 

 
 
 
 

ESC Region 11 and The Network provides this publication to educational entities as a guide and template to develop their own Data 
Quality Manual that directly relates to the representing charter. The contents are accurate as of publication date but frequent changes 
in educational law make it impossible to provide any guarantee. It is the responsibility of the receiving entity to verify and confirm 

the procedures and legal framework of this document, to adapt the Data Quality Manual to fit the entity’s needs, and ensure that that 
entity and LEA are abiding to the policies and procedures that are outlined within the Data Quality Manual. 

 
© 2014, ESC Region 11 on behalf of The Network: Texas Charter School Technical Assistance. All rights reserved. 

 
This document is provided to Local Educational Agencies that meet specific criteria as outlined by the governing grant of The 

Network and may not be sold or shared with other entities 
without prior written permission of ESC Region 11. 

 
This publication is provided by The Network and affiliates “As-Is” and any express or implied warranties are disclaimed. In no 

event shall The Network, ESC Region 11 or its affiliates be liable for any direct, indirect, incidental, special, exemplary, or 
consequential damages. 
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The International Leadership of Texas Data Quality Manual has been compiled to provide district and campus personnel 
with a detailed overview of the data collection process and its impact on state funding, compliance, and accountability. 
Procedures and processes designed to improve data quality accuracy and integrity through the implementation of a 
district-wide data quality initiative are presented as described. 

 
The manual addresses each type of data required for funding and compliance and provides: 

 
● Data type 

 
● Standard procedures for data collection 

 
● Eligibility requirements or mandated procedures and processes 

 
● Documentation required to support coding 

 
● Audit preparation including problems experienced in previous audits 

 
PROGRAMS 

 
● The International Leadership of Texas Data Quality Manual includes specific program requirements, 

procedures, and forms that relate to the gathering of data reported to TEA. These programs may also have 
separate operation manuals. 

 
● Though every effort has been made to insure the accuracy of the content contained within this document, 

frequent changes to federal laws and state mandates can potentially impact the policies and procedures outlined 
within the International Leadership of Texas Data Quality Manual. Any questions should be directed to those 
responsible for the program in question. 
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DATA QUALITY MANUAL HISTORY 

School districts receive a large percentage of their operational funds from state and federal agencies; therefore, specific 
documentation and reporting requirements have always existed in order for districts to receive these funds. In addition, 
the districts have been audited by the agencies supplying the funds in order to verify that the districts were eligible to 
receive the funds requested and determine that the money was spent properly. 

 
Prior to 1984, the reporting burden on the districts was massive and much of the information requested was duplicated in 
different reports; for example, one enrollment report might request the number of students in the district by grade level 
and sex while another report asked for the same information by sex and ethnic category. However, when the two reports 
were compared, the total number of students did not agree because the reporting terms, such as “enrolled” or “in 
membership” were open to interpretation. 
Many of the reports asked for “unduplicated” counts, which was an almost impossible task in a district with high mobility 
and a largely manual (paper) reporting system which reported only totals by campus or district. 

 
School districts appealed to state legislatures to ease the reporting burden by requiring the Texas Education Agency 
(TEA) to reduce the number of reports required and establish an oversight function to provide the district with all the 
reporting requirements for the school year at the beginning of the year in standard formats. 

 
In late 1984, just after the passage of House Bill 72, the TEA decided to convene an Agency-wide task force to 
examine the reporting implications of the new legislation. After considerable study of the upcoming accountability 
requirements and consultation with several other states, the task force’s recommendation was that a coordinated 
database for accountability was needed. The review group foresaw the Agency’s need to have the ability to respond to 
the almost infinite variety of queries for school district information made by policy makers. Detailed, rather than 
aggregated data would be necessary in order to have a flexible system. 

 
This new system became known as the Public Education Information Management System (PEIMS). The first PEIMS 
collection took place in the fall of 1987. The organization, budget, payroll, and staff demographic and responsibility data 
were collected. The requirement that all school districts submit data through the PEIMS is found in Texas Education 
Code (TEC) § 42.006. 

 
There are four PEIMS submissions each year. Only three of them contain student data. The mid-year submission 
contains financial data only. 

 
During the 2012-2013 school year, the Texas Education Agency began the process of completely overhauling data 
reporting system used by LEAs. During the fall of 2012, schools were introduced to the Texas Student Data System 
which would integrate all components of PEIMS in addition to other data that would ultimately be reported. Based on the 
current projection, the Texas Student Data System (TSDS) would be fully implemented by the 2016-2017 school year. 
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FEDERAL AND STATE COMPLIANCE 

Program Contact and Accountability 
 
  Myrna Apodaca, Executive Director of PEIMS, MApodaca@ILTexas.org  
Krystal Lovato, Executive Director of Federal Programs, KLovato@iltexas.org 

James Dworkin, Chief Financial Officer, jdworkinr@ILTexas.org 
 

Definition 
 
Executive Director of Federal Programs is the administrative point person who is responsible for assimilating federal 
data requirement changes and developing policies and procedures to implement those changes. Chief Financial Officer 
is the administrative point person who is responsible for assimilating state data requirement changes and developing 
policies and procedures to implement those changes. 

 
Information Distribution 

 
Monitor and report on legislative actions which may impact International Leadership of Texas. Revise, distribute, and 
ensure training for school and district staff on use of the Elementary Guidelines and the Secondary Guidelines. Provide 
training for school staff on mandated policies and procedures and monitor response where specific action is required. 

 
Data Monitoring and Problem Identification 

 
Monitor data related to funding eligibility, accreditation, and compliance to determine that appropriate documentation is 
being maintained and to identify discrepancies, errors, or omissions of data that impact these issues. Monitor specialized 
student-related reporting such as discipline, dropouts, Student Success Initiative, etc. to ensure compliance with all 
reporting specifications. 

 
Data Quality 

 
Improve the quality of student data which impacts funding, accreditation and compliance through increased extensive, 
on-site campus auditing and monitoring. Interface with International Leadership of Texas departments to get input on 
required documentation for their area of responsibility and identify potential data problems in that area. Implement or 
initiate standard procedures to verify that student data meets all state requirements. Train and monitor school staff in this 
process. 

 
Data Accountability 

 
Executive Director of  Federal Program is responsible for editing all reports or surveys submitted by International 
Leadership of Texas to state and federal agencies. DLI/ELL coordinator is responsible for requests by other entities, such 
as the media, to determine if data are compatible with PEIMS data, are reasonable based on trend analysis, and comply 

mailto:MApodaca@ILTexas.org
mailto:KLovato@iltexas.org
mailto:jdworkinr@ILTexas.org
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with the requirements or instructions designated by the report, survey or request. Approve all reports, surveys, and  
requests prior to submission or release. 

Compliance 
 
Monitor and identify campus and district compliance with local, state, and federal mandates concerning reporting of 
student data and school operations. Notify principals when school practices are not aligned with policy and state 
regulations. Provide support for school staff in coding student data for funding and accountability. 

 
Student Records 

 
Maintain electronic file of transcripts and census data for graduates and inactive students in order to provide copies to 
the public, to colleges and universities, and to businesses, upon request. Supervise and provide training for school 
record clerks and registrars. Monitor state regulations regarding record management and maintenance of the Academic 
Achievement Record. Facilitate storage of inactive records for closed schools. 
How the charter school maintains attendance records (including computerized records, period absence slips, and official 
calendar) after the completion of the school year; and what backup systems are in place to protect the attendance 
accounting records. 

1. Attendance records: Attendance records are maintained electronically by vendor ISCorp. 
2. Backup systems are in place to protect the attendance accounting records as follows: 

1. Daily backups are preserved for one month 
2. Weekly backups are preserved for three months 
3. Monthly backups are preserved for one year 
4. Annual backups: ISCorp maintains Long-Term Data Archiving for ten years and copies are sent to the 

School upon the School’s request. 
5. Offsite backups: ISCorp sends encrypted backups to an offsite facility daily Monday through Friday. 

3. Official calendar: ILTexas maintains an electronic copy of its official calendar on a Google Drive cloud server.  
The calendar is maintained on that server indefinitely after the end of the school year. 

 
Records Management 

 
Serve as Records Management Office appointed by International Leadership of Texas Board of Education as prescribed 
by Local Governments Records Act and implement, monitor, and supervise a records management program in the district 
to ensure compliance with all provisions and mandates of the Act. 
Facilitate use of the Texas Records Exchange (TREx) by district personnel. 
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Improving Data Quality 

 
Planning is the key in any project with the goal to improve the quality of the data reported to state and federal 
agencies. The district PEIMS coordinator receives PEIMS related information. They are responsible for dissemination 
of information to other staff in a timely manner. Every staff member who is responsible for information reported to 
PEIMS must have documentation and training made available to them. A campus administrator will assume the 
responsibility for verification of the data and implement procedures to address any data quality issues. 

 
Data Analysis and Verification 

 
The more verification that can be incorporated into a school’s regular data-generating activities, the better data the school 
district is likely to produce. It is much easier and more efficient to identify and correct mistakes on a current basis rather 
than on an historical basis. PEIMS reporting is much easier if the information is collected and reviewed regularly rather 
than all at once before the reporting deadline. 

 
The Campus PEIMS clerk, in conjunction with the responsible staff, should devise a list of reasonableness and accuracy 
tests appropriate for each data element or set of data elements. For example, reasonableness and accuracy tests could 
consist of comparing certain results with results from prior years or establishing allowable ranges for certain items. A 
school’s goal should be to edit information on an on-going basis rather than only when information is submitted for 
PEIMS. This process promotes better data for day-to-day school district operations rather than just during PEIMS 
submission. 

 
The PEIMS reporting process provides several good examples in which day-to-day data review and analysis can be 
combined with one-time review and editing to provide accurate information. For example, if a school collects and 
processes attendance information on a daily basis and reviews the attendance data at the end of each six- week reporting 
period, then the process of attendance reporting for PEIMS is simplified. Problems and inaccuracies are corrected at the 
end of each six-week period when the personnel who collect the data are more likely to remember what caused the 
problem. When the information is due, the school completes the final six-week period as usual, edits the data for the year, 
and reviews each reporting period for reasonableness. This process is more likely to result in fewer errors than a process 
that attempts to correct attendance data for the year on or near the PEIMS reporting deadline. 

 
Campus Professionals and Data Entry Staff 

 
● Responsible for overseeing the reasonableness and accuracy of data by designing and implementing procedures 

at the campus to insure the data that affects funding, compliance, or accreditation is complete; and correct by 
identifying areas of concern and determining corrective action. Advise the campus principal of the status of data 
quality on a regular basis. 

 
● Collaborate with principal to designate campus contacts for each data type that impacts, funding, compliance, 

and accreditation. 
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● Compile a list of persons at the campus responsible for special program content knowledge should be 

distributed to the necessary personnel. 
 

● Identify, document and supply data reporting timelines and procedures to any personnel affected by them. 
 

● Compile regular status reports for the principal regarding data quality at the campuses. 
 
Data Entry Personnel 

 
● Responsible for entering data as specified by a campus professional staff member. 

 
● All data entry persons must be trained in the district’s SMS software system in a timely manner. 

 
● Become familiar with the policies in the Student Attendance Accounting Handbook 

 
● Have copies of the Elementary and Secondary Guidelines available. 
● Have copies of the data reporting timelines as well as the list of the personnel responsible for providing 

them with the data to enter into the computer. 
 
Provide verification reports to the special program coordinators to be checked for accuracy of the data in the system. 
These reports must be provided in time to make necessary corrections before the PEIMS submissions. 
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DATA ASSIMILATION AND REPORTING 
Program Contact and Accountability 
Myrna Apodaca, Director of PEIMS, MApodaca@iltexas.org  
Shawn “Denise” Hendrick, Assistant Director of PEIMS shendrick@iltexas.org 

 Pamela Clingan, Enrollment Manager, pclingan@iltexas.org 
 Samary Casanova, Houston Area District Registrar, scasanova@iltexas.org 
 Ana Chacon, Houston Assistant Area District Registrar, achacon@iltexas.org 
 Victoria Cruz, Tarrant Area District Registrar, vcruz@iltexas.org 
 Priscilla Bogue, Tarrant Assistant Area District Registrar, pbogue@iltexas.org 
 Arianna Reyes,Dallas Area  District Registrar, areyes@iltexas.org  
  

Public Education Management System (PEIMS) 
 

The submission of Public Education Information Management System (PEIMS) data is required of all Texas school 
districts. It includes all data collected from schools used for evaluating, monitoring, or auditing public education; and 
it utilizes: 

 
● A standard set of definitions, codes, formats, procedures, and dates 

 
● Standard edit procedures available via the Internet 

 
● An established database design with approved security measures for access 

 
● A production system for loading into the TEA’s enterprise database 

 
● Written documentation of the values stored in the system 

 
● An established life cycle for changes to the system (two years) 

 
● A standard set of reports available on the Internet 

 
● A mandated sunset process to review the justification of all data elements every three years 

 
Types of Data Currently Collected 

 

● The following data is currently being collected for accountability purposes: 
 

● Organization (district and campus identification) 
 

● Staff data (identification, demographic, responsibility) 
 

● Finance data (budget, actual financial, payroll) 
 

● Student identification and demographics 

mailto:MApodaca@iltexas.org
mailto:scasanova@iltexas.org
mailto:vcruz@iltexas.org
mailto:areyes@iltexas.org
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● Student enrollment and special program participation data, which includes Title I, Career and Technical 

Education, Bilingual/ESL, Pregnancy Related Services, Life Skills Program for Student Parents, Migrant, 
Immigrant, Gifted/Talented, Optional Flexible School Day Program (OFSDP), and Special Education 

 
● Attendance data (Average Daily Attendance for funding) and summer school attendance 

 
● Classroom Link information 

 
● Course completion data (Grades 1-12 only) 

 
● School leaver data (graduates, dropouts), and 

 
● Disciplinary action data (suspensions, expulsions). 

 
TEA Utilization of Reported Data 

● Audits 
● Legislative  Decision-Making 
● Calculation of Administrative Costs 
● Determine District and Campus Accountability Ratings 
● Academic Excellence Indicator System (AEIS) – 1990-2012 
● Texas Academic Performance Report (TAPR) – 2012-Current 
● School Report Card 

 
International Leadership of Texas Use of Reported Data 

● Staffing ratios 
● Campus budgeting 
● School operations 
● Enrollment projections 
● Budget projections 
● Campus boundary revisions 
● Monitor Special Programs Expenditures 
● Textbook request verification 

 
Texas Student Data System 
Beginning in 2013-2014, the Texas Education Agency adopted a new process of gathering and reporting data. The Texas 
Student Data System (TSDS), a major initiative by the Texas Education Agency, is a new statewide system that 
modernizes and improves the quality of data collection, management, and reporting in Texas education. International 
Leadership of Texas is scheduled to rollout the TSDS PEIMS and Dashboards during the 2015-2016 school year. 

 
Through the new student GPSTM Dashboards and other improvements, TSDS will support higher student performance 
across the state. 
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TSDS also replaces and expands on the existing Public Education Information Management System (PEIMS): 
● TSDS modernizes the PEIMS data collection process to reduce technology risk and system downtime 

allowing for more system availability and ease of use. 
● It puts real-time student performance data in the hands of educators to improve student achievement. 
● TSDS will become the one common data collection platform for TEA to reduce the data collection 

burden on districts and charter schools. 
Access to PEIMS 

● The PEIMS application is only available to authorized LEA, campus, and ESC staff. A TEA issued 
logon is required to access the application. 

● Only Superintendents or persons acting in the role and responsibility of a Superintendent may certify a 
PEIMS submission through the electronic Statement of Approval (SOA). This responsibility may not be 
delegated or shared with a second person 

 
PEIMS Submission Process 

● Campus Input of Data 
● Data Edited at Campus and Reviewed for Accuracy 
● Errors Corrected and Edited Again at Campus Level 
● District Aggregation of Campus Data 
● Data Edited at District Level 
● Address All Fatal Error, Special Warnings and Warnings 
● Data Reviewed and Superintendent's Signature Assigned 
● Notify Educational Service Center 
● Educational Service Center Completes Edit Process (as per service contract) 
● Approval forwarded to the TEA by Educational Service Center 

 
PEIMS Submission Schedule 
Submission dates are determined by the TEA and may vary by a day or two each year. Provisions for a resubmission exist 
for each submission approximately three weeks later. In addition, there are separate provisions for year-round-schools. All 
submission dates and resubmission dates are published in the Legacy PEIMS Data Standards. The district is responsible 
for delivery of the data to TEA by the specified due dates. Extensions will not be approved unless substantiated by 
extreme circumstances (e.g., fire in administration building). 

 
Submission 1 (Fall Snapshot) - This submission includes every student enrolled in school by the “as of” date, which is 
the last Friday in October and their special program participation. It also includes all the students who were enrolled the 
previous year but who are not enrolled this year (graduates, dropouts, and students who enrolled in some other school 
system). 

 
Submission 2 (Mid-Year) - This submission includes organizational data and the actual financial data from the 
previous year. 

 
Submission 3 (End-of-Year / Summer) - This submission is a cumulative record of student attendance and contact 
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hours for special programs, course completion, and disciplinary actions (expulsions and suspensions) for the entire 
school year. State funding is based on this submission. 

Submission 4 (Extended Year) - This submission is a cumulative record of attendance in the summer school provided 
for students who do not meet promotion standards in the regular school year and/or the students served by special 
education who are expected to regress over the summer months without continued services (Extended School Year– 
ESY). Funding for summer school is based on this submission. 
 
Nurses’ Report – Schools are mandated to insure students are adequately immunized and that each student is 
screened for vision and spinal issues. Records of these screenings are maintained by each campus nurse and must be 
submitted by the district to the Texas Department of State Health Services. 

The information collected for PEIMS is utilized by TEA in the following ways: 
 

Submission 1 SNAPSHOT Submission 2 Actual 
Financial Data 

Prior Year 

Submission 3 Summer Submission 4 End-of-Year 

Included Data: 
 
❖ snapshot data – data 

reflect the status of the 
district on the last Friday of 
October. Data includes 
budget, staff, organization, 
and student data. 

❖ leaver data – data on 
graduates, dropouts, and 
other school leavers 
identified during the prior 
school year. (i.e.: 2009-2010 
reports leavers for 
2008-2009) 

Included Data: 
 
❖ actual audited 
❖ financial data from 

the previous year 

Included Data: 
 
❖student attendance data, 
❖course completion data 

& Classroom Link 
information 
❖ discipline data, 

❖ restraint data, and 
❖Title I, Part A data. 

Included Data: 
 
❖Dual credit courses 

completed during the 
summer 

 
❖extended school year services 

(ESY) data, and 
❖bilingual/ESL summer school 

program. 
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Used to: 
 
❖ calculate compensatory  

entitlement, 
❖ monitor special 

programs, 
❖ report to the federal 

government, 
❖ calculate retention, 
❖ calculate basic 

profiles for AEIS, 
and perform desk 
audits. 

Used to: 
 
❖ report to the state 

legislature, 
❖ monitor special, 

program expenditures, 
❖ audit districts, and 

perform desk audits. 

Used to: 
 
❖ calculate FSP final 

allotments, 
❖ calculate 

attendance and course 
completion, 

❖ create a portion 
of the AEIS, 

❖ augment the 
monitoring of special 
programs, and 
perform desk audits. 

Used to: 
 
❖calculate ESY funding, 
❖ calculate BIL/ESL 

summer school funding, 
❖ monitor special programs, 

and perform desk audits. 

 
Timelines and Verification of Tasks 
 
The International Leadership of Texas PEIMS Department has established timelines for all student information. 
Timelines reflect dates and deadlines for each step of the data quality process. The schools are responsible for 
delivery of student data on the specified due dates. 
 

LEA and Campus Deadlines 
Campus data is to be verified and submitted to the LEA by the dates below. 
Fall Collection (prior/current year data) 
First submission- December 5, 2019 
Resubmission- January 16, 2020 
 
Midyear Collection (prior year data) 
First submission-January 30, 2020 
Resubmission-February 13, 2020 

 
Summer Collection (current year data) 
First submission-June 18, 2020 
Resubmission- July 16, 2020 

 
Extended Year Collection (current year data) 
First submission-August 27, 2020 
Resubmission- September 17, 2020 

 
 
LEA data submission timeline is in accordance with the  2019-2020 SUBMISSION AND 
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RESUBMISSION  TIMELINES. 

Submission Timelines by Collection 
TSDS 

Collection
s 

TSDS ready to load data to eDM August 5, 2019 

PEIMS Fall Submission (Submission 1) 

PEIMS Fall Submission ready for users to promote data September 9, 2019 

Close of school-start window - Last Friday in September September 27, 2019 

PEIMS Fall snapshot date October 25, 2019 

TSDS PEIMS ready for users to complete, approve, and accept 
submissions 

October 28, 2019 

Requests to retire Unique IDs due at TEA November 29, 2019 

PEIMS Fall first submission due date for LEAs and ESCs December 5, 2019 

Requests to retire Unique IDs due at TEA January 10, 2020 

PEIMS Fall resubmission due date for LEAs and ESCs January 16, 2020 

PEIMS Fall data available to customers February 13, 2020 

PEIMS Mid-Year Submission (Submission 2) 

PEIMS Mid-Year Submission ready for users to promote data November 11, 2019 

TSDS PEIMS ready for users to complete, approve, and accept 
submissions 

December 9, 2019 

PEIMS Mid-Year first submission due date for LEAs and ESCs January 30, 2020 
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PEIMS Mid-Year resubmission due date for LEAs and ESCs February 13, 2020 

PEIMS Mid-Year data available to customers March 5, 2020 

PEIMS Summer Submission (Submission 3) 

PEIMS Summer Submission ready for users to promote data March 2, 2020 

TSDS PEIMS ready for users to complete, approve, and accept 
submissions 

May 18, 2020 

Requests to retire Unique IDs due at TEA June 12, 2020 

PEIMS Summer first submission due date for LEAs June 18, 2020 

Requests to retire Unique IDs due at TEA July 10, 2020 

PEIMS Summer resubmission due date for LEAs * July 16, 2020 * 

PEIMS Summer data available to customers September 17, 2020 

PEIMS Extended Year Submission (Submission 4) 

PEIMS Extended Year Submission ready for users to promote data March 24, 2020 

TSDS PEIMS ready for users to complete, approve, and accept 
submissions 

August 5, 2020 

Requests to retire Unique IDs due at TEA August 21, 2020 

PEIMS Extended Year first submission due date for LEAs August 27, 2020 

Requests to retire Unique IDs due at TEA September 11, 2020 

PEIMS Extended Year resubmission due date for LEAs September 17, 2020 



 

 

25 

PEIMS Extended Year data available to customers October 15, 2020 

Early Childhood Data System Collection (ECDS) - (Kindergarten Submission) 

ECDS Kindergarten ready for users to promote data November 11, 2019 

ECDS Kindergarten submission due date for LEAs January 30, 2020 

ECDS Kindergarten data available to customers February 13, 2020 

Early Childhood Data System Collection (ECDS) - (Prekindergarten Submission) 

ECDS Prekindergarten ready for users to promote data November 11, 2019 

ECDS Prekindergarten submission due date for LEAs and 
Private Prekindergarten Organizations 

July 16, 2020 

 

Private Prekindergarten application deadline for BPD 
(Business Partner Directory) Org number 

June 26, 2020 

ECDS Prekindergarten data available to customers July 30, 2020 

Residential Facility Tracker (RF Tracker) Collection 

RF Tracker ready for users to promote data September 9, 2019 

RF Tracker submission due date for LEAs July 30, 2020 

RF Tracker data available to customers August 13, 2020 

State Performance Plan Indicator 14 (SPPI-14) Collection 

SPPI-14 ready for users to promote data September 9, 2019 
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SPPI-14 submission due date for LEAs February 20, 2020 

Classroom Roster Collection   

Classroom Roster Fall snapshot date – Last Friday in September September 27, 
2019 

Classroom Roster Fall Submission due date for LEAs October 17, 2019 

Classroom Roster Winter snapshot date – Last Friday in February February 28, 2020 

Classroom Roster Winter Submission due date for LEAs March 19, 2020 

  

2019-2020 Submissions Sorted by Due Date 
October 17, 2019 Classroom Roster Fall Submission due date for LEAs 

December 5, 2019 PEIMS Fall first submission due date for LEAs and ESCs 

January 16, 2020 PEIMS Fall resubmission due date for LEAs and ESCs 

January 30, 2020 PEIMS Mid-Year first submission due date for LEAs and ESCs 

January 30, 2020 ECDS Kindergarten submission due date for LEAs 

February 13, 2020 PEIMS Mid-Year resubmission due date for LEAs and ESCs 

February 20, 2020 SPPI-14 submission due date for LEAs 

March 19, 2020 Classroom Roster Winter Submission due date for LEAs 

June 18, 2020 PEIMS Summer first submission due date for LEAs 
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July 16, 2020 * PEIMS Summer resubmission due date for LEAs * 

July 16, 2020 ECDS Prekindergarten submission due date for LEAs and 
Private Prekindergarten Organizations 

July 30, 2020 RF Tracker submission due date for LEAs 

August 27, 2020 PEIMS Extended Year first submission due date for LEAs 

September 17, 
2020 

PEIMS Extended Year resubmission due date for LEAs 

  
* LEAs registered with TEA with year-round tracks ending later than June 18, 2020 may delay Summer 
resubmission until two weeks following completion of the latest year-round track or August 13, 2020, 
whichever comes first. 
However, the initial data delivery for submission 3 must still be made by June 18, 2020, for all LEAs. In no case 
will any resubmission be processed after August 13, 2020. Data Corrections made after August 13, 2020 will 
be processed by State Funding. 

 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
TSDS Unique ID 

 
Beginning in July of 2013, all staff and students must be assigned a TSDS Unique ID. The purpose of the 
Unique ID is another form identifying and tracking students and staff outside of using the individual’s social 
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security number or state issued identification number. Students and district employees are required to be 
assigned a Unique ID. The Unique ID assignment process within the TSDS Unique ID system consists of six 
distinct steps: 

 
1. Data submission 
2. File validation 
3. Data validation 
4. Assign ID 
5. Resolving near matches 
6. Download IDs 

 
It is the responsibility of the Data Coordinator to make sure that each student and faculty member receive a 
Unique ID. This is accomplished by running and extracting a Unique ID list from the SMS system that will 
then be uploaded into the TSDS system. TSDS will match the students with their Unique ID and provide a 
file that will need to be downloaded and imported back into the SMS system. Detailed instructions on the 
import and export process can be found at http://www.texasstudentdatasystem.org 
 
PET Reporting Changes for 2018-2019 
Effective with the 2018-2019 school year, the Legacy PET data submission application will no longer be the method in 
which to submit your person enrollment tracking data to TEA. Beginning in the spring of 2018, enrollment tracking 
data will be submitted through the Unique ID application. PET will be known as the Unique ID Enrollment Tracking. 
Please refer to Section 9 (TSDS Unique ID) of the TEDS Data Standards for the reporting requirements. 
https://www.texasstudentdatasystem.org/TSDS/TEDS/1819F/TEDS_Section_9_Unique_ID_Specifications/ 
The Legacy PET application will continue to be accessible for searching historical enrollment data or running reports 
on previously submitted data until the 2019-2020 school year. 
 

 
 

http://www.texasstudentdatasystem.org/
https://www.texasstudentdatasystem.org/TSDS/TEDS/1819F/TEDS_Section_9_Unique_ID_Specifications/
https://www.texasstudentdatasystem.org/TSDS/TEDS/1819F/TEDS_Section_9_Unique_ID_Specifications/
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CAMPUS DATA 
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CAMPUS DATA 
Program Contact and Accountability 

 
Principal on campus will be the person of Program Contact and Accountability 

 

Definition 
 

Principals are directly responsible for all records in their school and must ensure that all data is correct and accurate. It is 
also the responsibility of the principal to assign all data entry and monitoring functions to appropriate personnel and hold 
them accountable for these activities. The principal must determine the security level at which each staff member may 
function. Security levels may have to be adjusted during certain time periods to accommodate specific functions, i.e., 
PEIMS, TSDS, scheduling, grade reporting, summer school registration and reporting, or in the absence of personnel with 
security authorization in the impacted area. The principal should perform periodic checks to monitor the quality of 
data and implement corrective actions, where necessary, to implement an in-house monitoring system. 

 
Importance of Accurate Computer Data 

 
In International Leadership of Texas, all PEIMS data is entered by the campus’ Registrar, the PEIMS extracts are 
processed, and reports are run through the Student Management System to verify data. Even if the data’s paperwork 
trail is correct, if it is not on the computer, it will not be reflected on the reports and, therefore, not reported to TEA. 

 
The master schedule file must be accurate and up-to-date, since PEIMS staffing data is derived from matching the 
personnel file to the courses and number of students each teacher is teaching. 

 
The scheduling and grade reporting data must be accurate and up-to-date, since PEIMS data elements such as course 
completion and staff schedules are derived from these files. Any missing course or grade may result in inaccurate 
reporting for the school. 

 
Extracurricular eligibility is also dependent on accurate up-to-date grade reporting data. Any student who receives a 
grade below 70, an incomplete, or a blank grade is ineligible, not only for UIL sponsored events but also for all other 
designated extra-curricular activities. If a teacher fails to input grades for a particular class, every student in that class 
appears on the UIL ineligible report. 

All student ID numbers must be unique and accurate. If identical ID numbers are posted at two different schools, a 
conflict is recorded and funding data is significantly impacted. 

 
The student social security number (if available) or the sending school's nine-digit PEIMS Identification Number must 
appear on each check-out sheet if a student withdraws. It is the sending school's responsibility to assist the receiving 
school attempting to enroll a student regarding checkout information, especially social security numbers or PEIMS ID 
numbers. It is the receiving school's responsibility to ensure during the enrollment process of a new student that the 
student's social security number or PEIMS ID number and the student's International Leadership of Texas local ID 
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number are secured. If all efforts fail to yield a social security number or a PEIMS number from the previous district, 
assistance may be requested from TEA. Do not assign a new PEIMS number unless the student has never been 
enrolled in a Texas public school. 

 
All student data — demographics, membership (entries and withdrawals), absences, program eligibility, discipline, 
grades, etc., - must be on file. Missing data results in a "Fatal Error" on PEIMS, and the student will not be counted for 
funding or program enrollment, resulting in a loss of program funds. In the Average Daily Attendance (ADA) system 
alone, if 10 students are not counted for funding purposes, the district loses significant funding. This does not include 
funds for special program enrollment, which would also be lost. 

 
It is important to recognize the difference between a "fatal error" and a "warning message." All fatal errors must be 
corrected. A fatal error indicates that the data is not acceptable in its present form. TEA will not accept data with fatal 
errors. A warning indicates that this is an unusual condition, and TEA would like for the data to be carefully scrutinized 
to see if it is correct before it is submitted. Most of the time, the warnings can be corrected; however, if the data reflects 
the truth, no action is required. An example of this might be a student in the 9th grade that is 21 years old. This condition 
would cause a warning message, but if the student actually is 21 years old and in the 9th grade, the data should not be 
changed. Excessive numbers of certain warnings are cause for an on-site investigation; therefore, research and correction 
should continue until all "warnings" are addressed or the re-submission deadline is past. 

 
Although schools must be fatal free by the submission deadline, staff should continue to review the data for accuracy 
and make corrections until the deadline for resubmission is past. 

 
All corrections to PEIMS data must be made at the campus level prior to the re-submission deadline. 

 
Data Quality 

 
Policies and procedures must be developed and maintained at the district and campus level in order to maintain data 
integrity. Procedures must be outlined in the Data Quality Manual and revised as deemed necessary. 

 
 
 
 
 
Data to be reviewed 

 

Ownership and responsibility must be assigned for all types of data that impacts funding, accreditation, and compliance 
(department heads, project managers, school principals, etc.), as well as enforcement of accountability for data quality. 

 
1 AAR – Transcripts 
1 ADA Attendance Accounting  
1 At-Risk Student Data 



 

 

32 

1 CTE 
1 Course and Credit Validation (Course Completion) 
1 Discipline –Gun-Free Schools Act, DAEP, JJAEP, and Suspension 
1  Extracurricular Activities/UIL Eligibility and Co- curricular/Extracurricular Data  
1 Free/Reduced Lunch 
1 Gifted and Talented Education 
1 Grade Reporting – Missing Grades, Grade Books, Grade Change  
1  Documentation, Course Completions 
1 Graduates and Related Data 
1 Health Services – Immunizations 1 Homeless 
1 English Learners (EL/LEP) – Immigrants/Migrants  
1 Master Schedule – Student Scheduling 
1 Office of Civil Rights (OCR) 
1 Optional Extended Year Program (OEYP)  
1 PEIMS 
1 PEIMS Staff PID – 090 Records  
1 PEIMS Student PID 

o Life Skills Program for Student Parents 
o Pre-kindergarten Eligibility or Pregnancy Related Services (PRS) 
o Section 504 
o Special Education – Extended School Year (ESY), Early Childhood 

 
Placement 

1 Dropout Initiatives – GED  
1 Dyslexia 
1  Economically Disadvantaged 
1 Enrollment Verification, Membership Data, Tuition, Withdrawals/Leavers  
1 External Funding – Title I, Title VI, Compensatory Education 
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Verification Reports and Timelines 
REPORTS RUN FROM SMS EDIT+ REPORTS 

STUDENT PROGRAM 2-3 WEEK 
AFTER 
SCHOOL 
STARTS 

END OF 
EVERY 
SIX 
WEEKS 

2 WEEKS 
PRIOR TO 
FALL 
SNAPSHOT 
DATE 

FALL, SUMMER, 
OR EXTENDED 
YEAR 
SUBMISSION 

At-Risk   X* Fall 
Attendance  X*  Summer* 
Bilingual/ESL X X* X* Fall and Summer* 
Career and Technical Education  X* X* Fall and Summer* 
Disciple  X  Summer* 
Economically Disadvantaged X  X* Fall 
Extended School Year Services (ESY)    Extended Year 
Gifted and Talented X X* X* Fall and Summer* 
Grades  X  Fall and Summer 
Course Completion (Grades 9-12)  X**  Summer 
Graduates X  X* Fall 
Leavers/Withdrawals X X X* Fall 
Life Skills for Student Parents Program X X*  Summer* 
Migrant/Immigrant X  X* Fall and Summer* 
Master Scheduling/Scheduling X    

Immunizations X X   

Optional Extended Year Services (OEYP)  X*  Extended Year 
PID/PET X   Fall, Summer, and 

Extended Year 
Pregnancy Related Services (PRS) X X*  Summer* 
Special Education X X* X* Fall and Summer* 
Staff Data X   Fall 
125% Rule for Special Ed. State Requirement  X X  

Title I, Part A X X X* Fall and Summer* 
 

Source: Region XVII ESC 
*Have a sign off sheet returned affirming verification 
**To be checked at the end of each grading period 
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Campus PEIMS Coordinator Checklist 
 

District/Campus Student Program Contacts 
 
 

PROGRAM DISTRICT COORDINATOR 
OR DIRECTOR 

CAMPUS CONTACT 

At Risk Angela Marcellus Counselor 

Attendance Myrna Apodaca Attendance Clerk 

LEP/BIL/ESL Veronica Csorvasi LPAC Administrator  

Career Tech Joseph Roman Counselor 

Discipline Angela Marcellus Principal/Assistant Principal 

Economic Disadvantage Yolanda Banks N/A Call District 

Extended School Year 
(ESY) 

Shannon Urbina Special Education Lead 

Gifted and Talented Ashley Neuschwander Principal/Assistant Principal 

Grades/Course Completion Laura Carrasco/Angela 
Marcellus 

Principal/Assistant Principal 

Graduates Laura Carrasco/Angela 
Marcellus 

Counselor 

Leavers Myrna Apodaca Registrar 

 
 
Impact of Inaccurate Campus Data 

● Financial - loss of state funds 
● Accreditation status 
● Compliance reprimand 

 
TEA Funding or Compliance Audits 

● Duplicate Attendance 
● Students with Perfect Attendance and No Course Completion Indicator 
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● Students Coded '0', '4', or '5' on the “Snapshot” but Coded Eligible for Attendance for the School Year 
● Kindergarten Students Enrolled Under the Age of Five 
● Early Education Students with No Special Education Setting or Speech Therapy Only 
● Bilingual/ESL Education Eligibility Coding on the Snapshot 
● 7th and 8th Grade Students Earning Career and Technical Contact Hours 
● Homebound and Hospital Class School Students Earning Career and Technology Contact Hours 
● Student enrolled in Pregnancy Related Services for more than 70 days 

 
 
 
 
 
 
 
 

RECORD TAMPERING 
 

It is a third degree felony to tamper with a government record that is a public school record, report, 
or assessment required under Chapter 39, Texas Education Code. If the intent of the tampering is to 

defraud or harm another, then the offense is a felony of the second degree. 
 

 



 

 

36 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTENDANCE ACCOUNTING 
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ATTENDANCE ACCOUNTING 
Program Contact and Accountability 
 
Principal on campus will be the person of Program Contact and Accountability 
 

Principal shall designate appropriate campus personnel to whom all attendance coding questions should be directed. 
 
Definition 

 
As per the Student Attendance Accounting Handbook that is put out by the Texas Education Agency each year, a detailed 
outline of policy of procedures regarding attendance accountability must be kept and maintained by the district and 
followed by campus personnel whose responsibilities include student attendance. 

 
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: 

 
●  how and when teachers are to take official attendance 
● how attendance is entered into the attendance accounting system which positions 

is/are responsible for the coding of special programs(such as career and 
technical, special education, Pregnancy Related Services, etc. 

● how changes to special programs are to be documented 
● how student membership is to be reconciled between the teacher rosters and the attendance accounting 

database 
● how your district will maintain attendance accounting records (including computerized records, 

period absence slips, and official calendar) after the completion of the school year  
● what backup systems are in place to protect the attendance accounting records 
● which position is responsible for the maintenance and security of the attendance  accounting records 
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Eligibility 
 

A student must be enrolled for at least two hours of instruction, five days a week to be considered in membership for 
one-half day and for at least four hours of instruction, five days a week to be considered in membership for one full 
day. Students who are not scheduled to attend at least two hours, five days a week should be enrolled with an ADA 
eligibility code of 0 – Enrolled, Not in Membership. 

 
Instructional time in Dual Credit courses does not apply to ADA eligibility. 

 
ADA is based on the number of days of instruction in the school year. Every school must have an instructional 
day that is at least seven hours in length. 

 
Official ADA time for taking attendance during the second instructional hour of the day must be established at each 
campus prior to the first day of school. Once a time has been selected, a campus may not change it during the school 
year. Permission for recording absences in an alternate period, such as for testing days, must be obtained in advance from 
the International Leadership of Texas Charter School PEIMS Department. 

 
Texas Education Agency Rules 

 
Each school must have a copy of the current Student Attendance Accounting Handbook published by the Texas 
Education Agency. The rules in the State handbook govern the procedures used by all districts. No school officer or any 
other person in the school district has the authority to change these instructions. At the end of the year, all records must 
be signed by a certified person and delivered to the superintendent, who is responsible for the safekeeping of all 
attendance records and reports. Each year, instructions will be sent to schools regarding packaging and delivery of 
attendance documents. The following personnel must be aware of their responsibilities in following the state rules for 
attendance accounting: administrators, teachers, special program coordinators, and attendance personnel. 

 
The principal of each campus is responsible for reviewing his or her Campus Summary Reports for completeness and 
accuracy. Reports from the Texas Education Agency (TEA), which reflect Public Education Information Management 
System (PEIMS) data, should be compared to locally-produced reports for reasonableness and accuracy. The principals 
affirm that they have checked, or caused to be checked, the accuracy and authenticity of the attendance data by signing 
the Campus Summary Report. The principal is ultimately responsible for the accuracy and safekeeping of all 
attendance records and reports. These records must be available for audit. 

 
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 district secret password. 
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The attendance personnel generating absence summaries and/or transcribing the absences or coding information into 
the computer 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 is true and correct to the best of his or her knowledge. In no case should attendance personnel be assigned the 
responsibility of determining a student’s coding information. 

 

Code Description Documentation Required 

C; C- CT COURT Court Documents with date -1 day to and from to 
travel 

D ATHLETIC 
EVENT 

Signed and dated roster from Skyward 

E-DR EXCUSED PER 
DR 

Signed and dated Dr. note - an over the phone or 
virtual appointment will not be considered as a visit 
with a healthcare professional. 

E-EC EXCUSED 
EXTENUATING 
CIRCUMSTANCE 

Funeral- Obituary - or note from the parent - 
approved by principal 

  

E- OE EXCUSED 
OTHER 
EXCUSED; 

  

Parent note explaining the situation - approved by 
the principal.  

E-IL EXCUSED 
ILLNESS 

Note from parent stating illness with date - within 3 
days of the absence. Can be used when the nurse 
sends the student home after ADA time, with the 
office visit documented in the clinic log.  

E-US EXCUSED US 
NAT/CIT 

Documentation from citizenship office or ceremony- 
1 day to and from to travel 
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E-VI EXCUSED VISIT 
HIGHER 
EDUCATION 

Documentation from the colleges 

E- EL EXCUSED 
ELECTION 
CLERK 

Documentation from the Clerk's Office with date 

F; F-FT FIELD TRIP Signed and dated rosters 

G; G- OE MILITARY 
DEPLOYMENT 

Documentation with date of person deployment 

H; H-HB HOMEBOUND Signed documents from admin over homebound and 
Dr. Signed and dated log from homebound teacher 

H- CEHI HOMEBOUND 
PREGNANCY 

Documentation from admin over homebound and 
Dr. Signed and dated log from homebound teacher 

I ISS ISS is coded by a discipline officer once the action is 
assigned, no documentation needed.  

M; M- DR MEDICAL DR 

 

Note from DR is required; students MUST have 
attended a portion of the school day. 

O; O- OS OSS OSS is coded by discipline officer once the action is 
assigned on Skyward, no documentation is needed 

P; P- DR; P-IL ABSENCE POST 
ADA; 

ABSENCE POST 
ADA DR Visit 
(note)  or 
ABSENCE POST 
ADA - ILLNESS 

Signed, timed, and dated log - for elementary use 
only for early release after ADA time. 

Can be used when the nurse sends the student home 
after ADA time, with the office visit documented in 
the clinic log.  
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Q EXCUSED BY 
PRINCIPAL 

Signed form from administration with dates excused 

R; R- HOLY 
DAY 

RELIGIOUS Signed and dated letter from the church stating the Holy Day or 
signed letter from the parent (email/handwritten) 

Church retreats, camps, and mission trips and individual 
religious rites (baptisms, christenings, bar mitzvahs, etc.) are not 
considered holy days. 

  

U UNEXCUSED 
ABSENCE 

Signed and dated roster; if not recorded via online 
system 

Z TARDY ABSENT 
ADA 

Signed, timed, and dated log 

L TEACHER WEB 
TARDY 

Entered by the teacher of record via online system 

T TARDY 
PRESENT ADA 

Entered by the office via online system 

W TEACHER WEB 
ABSENCE 

Entered by the teacher of record via online system 

  

 
 

IMPORTANT 
 
In no case should attendance personnel be assigned the responsibility of determining a student's coding information. Special 
program staff, directors, and/or teachers should provide attendance personnel with names and coding information of 
students who are eligible, whose documentation is in order, and who are being served in accordance with an individualized 
education program (IEP). Special program directors and/or staff 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 such changes. The attendance personnel are then responsible for 
entering the changes in the detailed student attendance accounting system (manual or automated). At the end of each six-
week reporting period, special program staff should verify the Student Detail Report for any coding errors. 
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Policy on Classroom Attendance 

 
Acceptable excuses for absences and tardiness are personal illness, sickness, or death in the family, quarantine, 
weather, or road conditions making travel dangerous, participation in school activities with permission of the principal, 
and emergencies or unusual circumstances recognized by the principal or person designated. 
Supervision of student attendance will be the responsibility of teachers and school administrators. The role of the 
principal (and administrative team) is to: 
● Establish a period by period attendance management system. 
● Design and implement a process for identifying and counseling students with attendance problems. 
● Communicate with parents about student attendance problems. 
● Approve credit for excused absences. 
● Chair the statutorily required School Attendance Committee. 

 
 

The role of the teacher is to: 
● Take attendance at the official time designated and for each class period. 
● Maintain accurate attendance records and verify accuracy of Student Management System records. 
● Send excuse notes from parents to the office in a timely manner. 
● Notify parents when a student returns from an absence without an excuse or has been absent for three or more 

days. 
● Ensure that students make up work for excused and unexcused absences. 
● Complete an attendance referral form for appropriate students, in accordance with district guidelines. 

 
 
Classroom First Day of School Procedures 
 

August 13, 2020 - First Day of School 

All staff must realize that the first day count is an important process for the school district.  The first day provides 
administrators with the tools they need to make budgeting and staffing decisions.  Every student in attendance on the 1st day 
of school earns state funding, so we must verify and document that every student is “in attendance” on the 1st day of school.  

It is important that the campus administrator in charge of first day procedures makes all the necessary staff assignments to 
achieve an accurate and timely first day count.  Campus attendance clerks, counselors and registrars play a major role in the 
1st day reconciliation process.  

The district official attendance time (K-8; 9:30 am and 9-12; 9:40 am) shall be used as the cut-off time for new 
enrollments for face-to-face and remote instruction.  If a student was not present during the official count, he/she 
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cannot be enrolled (added to the membership count) until the next day.   

Students under Option 1 instruction shall make every effort to be present during the official ADA time in order to 
be considered present “ENROLLED” on day 1. Students under option 1 who are unable to attend by ADA time 
must be engaged in instruction by 11:59pm, August 13, 2020, to be considered enrolled.  

For Option 2 instruction, the cut-off time shall be 11:59 pm; August 13, 2020 to measure student engagement on the 
1st day of school and be considered “ENROLLED”.  

ILTexas will schedule a call to students who have not engaged in learning by 12:00pm using Classlink to encourage 
participation.  

The TEA-approved engagement methods are listed below:  

1.    Daily progress in the Learning Management System (LMS), as defined in the approved learning plan; or 

2.    Daily progress via teacher-student interactions, as defined in the approved learning plan; or 

3.    Completion/Turn-in of assignments from student to teacher (potentially via email, on-line, or mail). 

NOTE: ILTexas will primarily use Classlink  to track student daily progress. In addition, the 
campuses may use any of the other approved methods. 

  1st “Day Student Engagement (Attendance) Process – Classroom Teachers 

 1.  On the first day of school, each teacher should submit attendance via Skyward for ALL students who participated in the 
lesson via zoom or by other teacher communication. Attendance should be entered in K-8 by 9:30A.M. Attendance in 9-12 
should be entered by 9:40 A.M. In addition, secondary attendance must be submitted for each class.  

In grades K-8 teachers will review Classlink student participation by 3:00pm to submit student participation for 
students who participated virtually via an ILTexas approved learning platform or other TEA approved 
engagement method. Corrections to attendance must be submitted in Skyward by 3:00pm. 

In grades 9-12 teachers will review Classlink student participation by 5:00pm to submit student participation 
for students who participated virtually via an ILTexas approved learning platform or other TEA approved 
engagement method. Corrections to attendance must be submitted in Skyward by 5:00pm. 

As the campus attendance clerk reviews Classlink engagement reports they may reach out to individual 
teachers to determine student attendance. 

2.  Any student not in your Zoom or engaged in a learning platform, mark Absent.  ALL students that are marked 
“Absent” will be verified to have met ONE of the engagement measures by 11:59pm. Campus attendance clerks will 
review Classlink reports on August 14 to determine attendance on Day 1.  

3. Digitally sign and Submit Attendance in Skyward by the times outlined above. The following video link 
provides detailed instructions for teachers on how to submit attendance: Skyward Attendance Recording  

https://drive.google.com/file/d/16FgABOUNDl36QG7WKm_gtARp0nuglv_i/view
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4. Teachers shall submit via email a list of students who participate in their Zoom lesson but do NOT appear on 
their roster to the campus attendance clerk and GLA Immediately.  

 

 All counts shall be measured by student engagement as of 11:59 pm on August 13, 2020.  Due to the need to verify 
and document student engagement, the 1st day the electronic process must be completed not later than 2:0pm on 
Friday, August 14, 2020 (the 2nd day of school). 

For remote instruction after the 1st day of school, daily attendance will be verified on a weekly basis based on 
student engagement as noted above. Daily attendance shall be reconciled by Wednesday 2:00 p.m. for the prior week 
of school. Documentation must be on file to support every day that a student is marked present for attendance 
purposes.   
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NOTE: It is important that the first day enrollment be verified by grade level totals and individual names. 

1st “Day Student Engagement (Attendance) Process – Attendance clerks, Campus Registrars Attendance clerks, 
Campus Registrars, and GLAs shall reconcile the 1st day attendance. The 1st day reconciliation process must be 
completed no later than 2:00 pm; Friday, August 14, 2020. After the initial reconciliation using the digital reports 
from Classlink , the Attendance Clerks and Campus Registrars shall verify all of the digital report data and make 
corrections, as appropriate, if any.  

1.          After all attendance has been collected, compare lists to verify “no show”.  Students who are not listed as 
present on another list. If a “no show” student is found on another list, correct the student’s “no show” status.  
Check the students’ schedule and make any necessary corrections.  

2.     Run Attendance reports and confirm students who are marked absent by one teacher, are not marked by 
another teacher. PATH 

3. On August 14th send to your District registrar the compiled list of confirmed “No show” students for mass 
updating in Eklipse no later than 3:00pm. District Area Registrars will compline their area lists and submit to Betty 
Diaz by 4:00pm.                     

         4. Print the following reports for verification:  

  

                               A.(Sheryl)Registration Report ____________, Student No Show Report. 

B. Daily Balancing Summary, Attendance clerks print out daily.  WS/OF/AT/RE/AR/DR/DB.  The grand 
total should equal the corrected counts. 

C. Enrollment Report :WS\OF\AT\RE\AR\ER -Use this report to confirme entity counts with students 
enrollment.  

D. Suspect or Questionable Attendance Report:WS\OF\AT\RE\VR\SQ 

E. The campus principal shall review, sign and submit the 1st day reports to the District Registrar no 
later than August 14, 2020 at 10:00am. 

  

5. Make necessary corrections to student demographic information and/or withdrawal records to reconcile membership 
totals.  Reprint reports as necessary.  The number of students on the reports above must be identical to the grand total 
figure. 

  

   6.  File day one reports for auditors.  
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Campuses should limit the number of schedule changes during the first two days of school to emergency situations. 

  

NOTE:  Before attendance is posted for the first time for the school year, it is critical that ALL “No Show” students have been 
withdrawn and that enrollment has been verified as correct by grade level totals and names. 
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Classroom Second Day of School Procedures 

 
On the second day of school and any day thereafter: 

 
1. Use Skyward to take attendance at the designated time. 
2. Take attendance at the official attendance (ADA 9:30 K-8 and 9:40 9-12). 
3. Document the names of any students present in your classroom at official attendance time whose names are not on 

the roster, but whom you accepted into class with documentation from the office. (i.e schedule). Email the 
Attendance Clerk and GLA with the name of students that are not on your attendance roster and are participating in 
your Zoom Classroom. 

 

Daily Attendance Procedures 
 

1. Teachers begin taking attendance within the Student Management Software on August 13th. 
2. The official ADA time is at 9:30 am each day for Kindergarten- 8th grade and 9:40 am for 9th grade - 12th 

grade. Teachers must have their attendance submitted into the Student Management Software. THIS IS LAW. 
Failure to report attendance within the allotted time could result in a formal write-up. 

 
 
Attendance Clerk Procedures 

 
 
Tasks Prior to Opening of School 
1. Review the updated Membership Reporting procedures and the school district calendars. 
2. Ensure teachers are able to access the class rosters in Skyward and email teachers with written instructions 

on how to document an absent student. 
3. Verify the ADA time/period within the Student Management System. Note: Students must arrive by 9:30 am 

for Kindergarten -8th grade and 9:40am for 9th grade - 12th grade to be counted as “Present” for ADA. 
 

Attendance Clerk First Day Procedures 
1. Ensure all staff is prepared for first day Attendance 
2. Send reminder and Attendance 101 Flyer to teachers. 
3. If a student is not present, the teacher should mark the student as absent in Skyward. 
4. Be sure that teachers' attendance is posted no later than 10 minutes after official ADA time. 

 
NO SHOWS: 
➢ ALL STUDENTS NOT PRESENT FIRST DAY MUST BE NO SHOWED by August 14th. 
➢ Office staff will review all posted attendance and ClassLink to determine student engagement. 
➢ If a student's name is emailed to the Attendance Clerk and GLA this means either the student is not properly 
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enrolled at the campus OR the student has an incorrect schedule. 
➢ These students SHOULD BE UPDATED not marked as “Absent”or “No Show”. 
➢ Next step will be for office staff to review all  students marked as “Absent” and were not rectified in the previous 

step. 
➢ All NO SHOWS must be posted by 3:00 pm, August 14th on the Student Manager System. 
➢ All NO SHOWS marked in the Student Management System will show a summer Entry and Withdrawal 

date of the first day of school. NOTE: Be sure and mark “No Show” within the comment section before 
submitting No Show record. 

 
 
Attendance Clerk First Week of School Procedures 

 
1. A “No Show” count verification form must be submitted to the Area District Registrar on August 14th by 

3:00pm. 
2. Attendance must be completed and submitted by the person responsible for the ADA of that classroom (i.e.: 

Classroom Teacher). 
3. Continue completing the Entry/Withdrawal log. This form will need to be completed each time a student 

Enrolls or Withdraws from the campus. 
 

 
 
 
Reminder: 

 
If a student who was marked on the 1st day as a “No Show” reports on the 2nd day or thereafter, the “No Show” record 
should be changed to a withdrawal of the first week day of school prior to the school start day and a new Entry Record 
should be added with the date of the child’s first day in attendance. 

 
Daily Attendance Procedures 

 
1. The official ADA time is at 9:30 am each day for Kindergarten-8th grade and 9:40 for 9th grade -12th grade . 

Teachers must have their attendance submitted into the Student Management Software. THIS IS LAW. Failure to 
report attendance within the 10 minute allotted time could result in a formal write-up. 

2. Log any new enrollments and withdrawals. 
3. On the first day of each week, reconcile the attendance by verifying absences and ClassLink 

 

Data Integrity 
All students data - demographics, membership, absences, program eligibility, discipline, grades, etc. must be uploaded to 
Skyward under the individual student portfolio tab. The data about each student that is reported to PEIMS must be first 
posted to the Skyward Student Information System. Missing data, results in a “Fatal Error” or “Special Warnings” on 
PEIMS. 
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District Special Programs Department will: 
Be responsible for designating all appropriate special programs coding to campus special programs designated personnel. 
Please refer to each special program section for initial qualification, coding and reporting to PEIMS policies. 
 
Campus Special Programs Designated Personnel will: 
Assess students to identify services needed, determine qualification and placement, enter the information to Skyward 
Student Information System depending on assessment results and/or records received from previous schools (if 
applicable). 
 
PEIMS Department will : 
·        Notify campus and special program personnel of PEIMS submission deadlines and ensure compliance with 
submission. 
·        Run and Distribute copies of FSP reports to appropriate campus and special program personnel 
              
·        Special Programs personnel will verify copies of the FSP reports , campus assigned personnel will be in charge of 
making necessary changes to FPS - after corrections, new FSP will be sent to campus to show data accuracy prior to 
submission. 
·        The special programs designated staff will sign, date in blue or black ink, return the report with any corrections noted 
to PEIMS Coordinator. 
·        After FSP is verified, campus Attendance Clerk will obtain signatures of clean FSP report and submit to PEIMS 
Department. 

 
Membership Reporting 

 
All students who are physically present in school on the first day are to be counted in their respective grade level, even 
though they may be in a self-contained special education class. Membership figures should be shown by grade level 
(EE through 12), reflecting a physical count of the student present at official ADA time. Students in the auditorium, 
library, counselor’s office, nurse’s office, etc. at official ADA time must be documented on a roster with a teacher, 
counselor or administrator’s signature. 

 
After the first day of school, membership includes all students who have enrolled and attended at least one day during the 
current school year and who have not withdrawn. Students who enrolled, but have not attended at least one day should 
not be included in the membership count. 
 

Reconciliation of Student Membership  
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Student membership from the teacher’s roster is to be reconciled to the attendance accounting records, Skyward, at the end 
of the first and fourth 6-week reporting periods.  
 
The 1st 6 weeks reconciliation is to verify that all students are reported on attendance records and that “no show” students 
have been purged from the attendance accounting system (Skyward) . The Teacher Membership Report (Attendance 
Worksheets) for 3rd period shall be used before the end of the first (1st) and fourth (4th) 6-week reporting periods to show 
the total number of students in membership in each teacher’s class during the official attendance period.  
 
On the date indicated on “Attendance Timeline” of the 1st and 4th six-week cycle,  

● the attendance clerk shall print and distribute the 3rd  period Attendance Worksheets.  
● Each teacher shall sign the Membership Report for their 3rd period respective class(es).  
● The total number of students in membership shall be reconciled (by the attendance clerk and registrar) to the total 

number of students listed in attendance accounting records, Entity Counts report on Skyward.  
● The signed Teacher Membership Reports and Enrollment Report shall be signed by each campus principal and 

forwarded to the District Registrar for reconciliation with the District Entity Count.  
● After reconciliation, the reports shall be forwarded to the district PEIMS coordinator (Executive Director) for final 

review and signature. The reports shall be filed for audit purposes with the 1st and 4th six-week attendance records.  
 
The workflow for reconciling the teacher’s roster information and attendance accounting records  
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Average Daily Attendance (ADA) Rules and Exceptions 
 
Official ADA attendance accounting will continue to be reviewed on a six-week basis with funding determined by ADA 
over the full instructional year calendar. International Leadership of Texas Charter School has designated 9:30 AM 
for Kinder through 8th grade and 9:40 for 9th through 12th each day as the times for ADA attendance. All 
teachers must take attendance at that time. The time for attendance must be posted throughout the building, or the 
principal must verify that all staff members can state the time when attendance is taken to an auditor. 
Absences must be posted daily. Students are either present or absent at the official ADA attendance time. For official 
attendance accounting, “excused” and /or “unexcused” absences do not exist. 

 
Note: Documentation must be provided in all cases where a student is not physically present at ADA time in the 
classroom and was counted present for Foundation School Program (FSP) ADA purposes. This includes signed and dated 
rosters used when a student is with other school personnel at ADA time. 

 
Compulsory Attendance 

 
Unless specifically exempted by law, those children at least six years of age and those who have not yet reached their 
19th birthday are required to attend school. A student enrolled in prekindergarten or kindergarten must attend school. 
However, if the child has not reached mandatory attendance age (six years old by September 1 of the current school 
year), the parent/guardian may withdraw the student from school and the child will no longer be in violation of 
compulsory attendance rule. Also, a person who is age 19 or older and is enrolled in public school is required to attend 
school each day. 
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School Attendance Committee 
 

Pursuant to state law, each school campus shall have a School Attendance Committee, the composition of which shall be 
named by the principal. The principal shall serve as chairperson of the committee. The committee shall review petitions 
for class credit for students who were in attendance fewer than the number of days required for the semester or year. 
Also, the committee may review the records of all students whose attendance drops below the number of days required, 
whether or not a petition is filed. 

 
The School Attendance Committee may grant class credit in those cases where absences are due to extenuating 
circumstances, and the committee may stipulate additional requirements which a student must meet in order to regain 
credit in a class. Final decisions about credit or promotion will be made at the end of the semester/year. The decision of 
the School Attendance Committee may be appealed to the Superintendent of Schools (or designee), and finally to the 
School Board. 
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Withdrawals 
 

A student can be withdrawn from school by either biological parent if no court action is involved, regardless of who 
enrolled the student in school, or by the person who signed the enrollment card and/or has legal custody of the student. 

 
➢ Parents must complete a Student Withdraw Form. After the first week of school, if the student has been in 

attendance in the school for five days or more, academic grades must be recorded on the check-out sheet. All 
absences (excused, unexcused, and extracurricular) should be transferred with the student, so they may be 
recorded at the new school. A copy of the check-out sheet is given to the parent/guardian; one copy is retained by 
the school; and another copy is sent to the receiving school, if known, together with a copy of the report card. 
The parent/guardian/student should be given the original report card, and the school should retain a copy in the 
student's permanent folder. On the top right-hand side of the withdrawal form, write the PEIMS state ID number 
and highlight. 

 
➢ In order to track dropouts, a parent signature and the name of the new school in which the student plans to enroll 

is needed. This is imperative to avoid underreported students. 
 

➢ The official date of withdrawal depends on the time of day the student withdraws. If a student withdraws from 
school before the designated ADA time, the effective date of withdrawal is that same day. If a student 
completes the withdrawal process after the designated ADA time, the effective date of withdrawal that must be 
posted to the student's computer file is the next school day. Parents and legal guardians should be encouraged 
to give the school a 24- hour notice of withdrawal to allow time for the school staff to process the check- out 
sheet without disrupting classes. 

 
➢ A student is not in membership on the withdrawal date. 

 
➢ Note the effective date of withdrawal and the withdrawal code (see International Leadership of Texas Charter 

School Withdrawal Codes) . 
 

➢ Write the applicable information on the Membership/Transaction Log using the effective date of withdrawal. 
 

➢ It is critical that withdrawals be posted to the computer files on a daily basis to avoid conflicts with other 
schools or within the statewide TSDS file. 

 
Withdrawal Procedures for Non-Attending Students 

 
The principal only may withdraw students for non-attendance after specific actions are taken and documented as 
outlined within board policy and the Parent Handbook. These actions must include 
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attempting to contact the student to suggest possible interventions or alternative placement to prevent the student’s 
leaving school. 

 
➢ For general education students between six and nineteen years of age, compulsory attendance laws apply. A 

student should not be withdrawn for non- attendance unless school personnel can document that appropriate 
procedures have been followed. For students in violation of compulsory attendance, a court case should be filed 
on the parent and/or student; and the student should be withdrawn using Withdrawal Code 98 - Other. The 
parent should be notified in writing of this action and informed to re- enroll the student once they regain control. 

 
➢ On or after the nineteenth birthday, general education students can be withdrawn for non attendance. If the 

student has more than five unexcused absences in one semester, a school district may revoke the student’s 
enrollment for the remainder of the year. Attempts to notify the parent should be documented, and a letter 
informing the parent and adult student of the withdrawal should be sent. The student will be counted as a 
dropout. 

Attendance Best Practices 
 

➢ Have a current updated PEIMS Data Quality Manual 

➢ Have a current TEA Student Attendance Accounting Handbook 
 

➢ Attend PEIMS training offered 

➢ Attend training for changes to Elementary/Secondary Guidelines 

➢ Review teachers on first day procedures 

➢ Have all new students entered into the District’s Student Management System and all No-shows 
posted by end of the first day 

➢ After processing No Shows run a period detail report within the Student Management System at the 
end of the first day, this will provide a record of all students in each class entered into Student 
Management System on the first day 

➢ Generate a list of students with no homeroom number (if applicable) or schedule and verify status 

➢ Enter Transactions on the Membership Transaction Log on a daily basis 
 

➢ Enter and check absences on a daily basis 
 

➢ Verify membership totals on a daily basis 
 

➢ Run the Daily Attendance Summary to verify student’s ADA Eligibility 
 

➢ Check Absentee Slips (Manual Teacher/Substitute Attendance Rosters) daily for signatures in 
ink. File by Cycle for End of Year Documentation 
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➢ An Attendance Change Form that has been signed and dated by the principal or principal’s designee 
must be kept on file when an attendance correction is made, for instance, when a student is changed from 
present to absent or absent to present; and/or when a student is not on campus at the official ADA time but can 
be considered in attendance for the Foundation School Program (FSP) purpose, the supportive documentation 
must be attached. File by Cycle for End of Year Documentation 

➢ Verify leaver codes for No-show students 
 

➢ Verify that leaver codes are correct for previous year withdrawals and have supportive documentation 
on file 

 
 
 
 

 



 

 

56 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

AT-RISK 
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AT-RISK 
Program Contact and Accountability 

 
Angela Marcellus, Director of Student Services, AMarcellus@ILTexas.org 

 
Responsibility 

 
Principal shall designate appropriate campus personnel to whom all At-Risk coding questions should be directed. 

 
Professional staff should provide data entry/clerical personnel with names and coding information, in writing, of 
students who are identified as at-risk and those who are being served in the program. In no case should data 
entry/clerical personnel be responsible for determining whether a student is At-Risk. 

 
Principals must ensure that reports from the Texas Education Agency (TEA), which reflect actual Public Education 
Information Management System (PEIMS) data, are compared to campus reports for reasonableness and accuracy. 

 
Definition 

 
AT-RISK-INDICATOR-CODE indicates whether a student is currently identified at risk of dropping out of school using 
state-defined criteria only (TEC §29.081, Compensatory and Accelerated Instruction).  Please note that a student with a 
disability may be considered at-risk of dropping out of school only if the student meets one or more of the state at-risk 
criteria that is not considered to be part of the student’s disability. A student with a disability is not automatically coded 
as being at risk of dropping out of school because of his/her disability. Districts should use the student's individualized 
education program (IEP) and other appropriate information to make the determination. 

 
Students are not identified as at-risk solely because they are on free and/or reduced lunch. They must meet one of the 
13 criteria listed below. 

 
A student at-risk of dropping out of school includes each student who is under 21 years of age and who: 

 
● is in pre-kindergarten, kindergarten or grade 1, 2, or 3 and did not perform satisfactorily on a readiness 

test or assessment instrument administered during the current school year; 
 

● is in grade 7, 8, 9, 10, 11, or 12 and did not maintain an average equivalent to 70 on a scale of 100 in 
two or more subjects in the foundation curriculum during a semester in the preceding or current school 
year or is not maintaining such an average in two or more subjects in the foundation curriculum in the 
current semester; 

 

● was not advanced from one grade level to the next for one or more school years; (Retained – stays with 
them for their entire school career) New: A student is not considered a student at risk of dropping out 
of school if the student did not advance from pre-kindergarten or kindergarten to the next grade level 

mailto:AMarcellus@ILTexas.org
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only as the result of the request of the student’s parent; 
 

● did not perform satisfactorily on an assessment instrument administered to the student under Subchapter 
B, Chapter 39, and who has not in the previous or current school year subsequently performed on that instrument 
or another appropriate instrument at a level equal to at least 110 percent of the level of satisfactory performance 
on that instrument; 

 
● is pregnant or is a parent; (Pregnant/Parent – stays with them for their entire school career unless they are no 

longer pregnant or parenting) 
 

● has been placed in an alternative education program in accordance with TEC §37.006 during the preceding or 
current school year; 

 
● has been expelled in accordance with TEC §37.007 during the preceding or current school year; 

 
● is currently on parole, probation, deferred prosecution, or other conditional release; 

 
● was previously reported through the Public Education Information Management System (PEIMS) to have 

dropped out of school; (Dropout – stays with them for their entire school career) 
 

● is a student of limited English proficiency, as defined by TEC §29.052; 
 

● is in the custody or care of the Department of Protective and Regulatory Services or has, during the current 
school year, been referred to the department by a school official, officer of the juvenile court, or law 
enforcement official; 

 
● is homeless, as defined NCLB, Title X, Part C, Section 725(2), the term “homeless children and youths”, and 

its subsequent amendments; or 
 

● resided in the preceding school year or resides in the current school year in a residential placement facility in the 
district, including a detention facility, substance abuse treatment facility, emergency shelter, psychiatric hospital, 
halfway house, or foster group home. 

 
At-risk data is reported in the fall PEIMS submission. Reports on PEIMS Edit+ are available to list students identified 
as at-risk. At-Risk Student Roster (PRF5P025) also provides information on participation in Title I and Special 
Education and the economic disadvantaged status of at-risk students, even though these criteria do not affect at-risk 
status. 
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Documentation Requirements 
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DOCUMENTATION REQUIREMENTS 
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TEA Funding or Compliance Audits 
➢ Homeless student not coded with correct codes 
➢ Start Date with Student Management System is invalid 
➢ LEP/ELL students are marked as eligible regardless of grade level 
➢ Incorrect ID numbers 
➢ Incorrect or missing data 

 
Best Practices to Ensure Data Quality for At-Risk Data 

 
➢ It is imperative that at-risk data be correct within the Student Management System for PEIMS submission. 

Here are information and guidelines to ensure data quality for at-risk data: 
 

➢ At-Risk records are maintained by the Campus PEIMS Clerk based upon information received by the at- risk 
contact/coordinator. 

 
➢ Schools are responsible for maintaining, verifying and updating all at-risk information for students. Most 

importantly, students who are at-risk must have corresponding documentation entered in the system. 
 

➢ All back-up data for at-risk should be on file. A student should not be coded as at-risk if there is not any 
documentation for the coding. 

 
➢ Please be advised that the at-risk contact/coordinator is the person responsible for the at-risk data on their 

campus. 
 

➢ The PEIMS Clerk responsible for entering at-risk data into the SMS system must have written and signed coding 
instructions from the at-risk campus contact/coordinator. They are not to make decisions regarding coding or 
services. That is the responsibility of the at-risk campus contact/coordinator professional staff member. 

 
➢ Services that at-risk students receive will need to be entered. Services will not be populated automatically. 

 
Note: Please remember each teacher should have, in their possession, a list of the at-risk students that they teach. Teachers 
should be reminded that this list is confidential. 
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BILINGUAL/ESL 
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BILINGUAL/ESL 
Program Contact and Accountability 

 
Dr. Laura Carrasco, Chief Academic Officer, LCarrasco@ILTexas.org 
Dr. Veronica Csorvasi, Director of EL K-12, vcsorvasi@ILTexas.org 

 
 

Responsibility 
 

Principals shall designate a Bilingual/ESL Program Administrator (LPAC AP) to whom all questions related to 
LEP/EL, Bilingual, and ESL PEIMS coding should be directed. 

 
The Bilingual/ESL Program Administrator should work collaboratively with the LPAC in providing data entry staff with 
names and coding information of LEP/EL and monitored students that reflects EL status, Program Placement, Home 
Language Code, Parent Permission Date/Code, and information regarding eligibility (or ineligibility) for PEIMS, which 
will generate  EL funding. 

 
In no case should attendance clerk or registrar personnel be responsible for determining a student's PEIMS 
EL/Bilingual/ESL Indicator code. The Bilingual/ESL Program Administrator (LPAC AP or other) is also responsible 
for ensuring that attendance personnel are aware of changes in student's services and effective dates of such changes. The 
attendance clerk and registrar personnel are then responsible for entering such changes in the detailed student attendance 
accounting system (manual or automated). At the end of each six-week reporting period, the Bilingual/ESL Program 
Administrator should verify the Student Detail Report for any coding errors. 

 
Campus administrators are responsible for PEIMS data and will ensure that reports from the Texas Education Agency 
(TEA), which reflect actual Public Education Information management System (PEIMS) data, are compared to campus 
reports and student folder for reasonableness and accuracy. 

 
After ALL eligibility requirements have been met for an EL/LEP student, information then is input into the Student 
Management System. 

 
As soon as a student withdraws from school or the LPAC reclassifies a student as English proficient according to 
appropriate tests and recommends the student's exit from the bilingual education or ESL program, the student will no 
longer have an EL indicator code of 1. The effective date of this change should be recorded in the attendance 
accounting system. 

 
At the beginning of each semester, the LPAC Administrator (AP) should verify the Student Detail Report to ensure 
that initial coding is correct. At the end of each six- week reporting period, the LPAC Administrator (AP) should verify 
the Student Detail Report to ensure that coding is correct. 

 

mailto:LCarrasco@ILTexas.org
mailto:vcsorvasi@ILTexas.org
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Students in grades K through 8th who are counted for funding in the bilingual/ESL program must be served in a 
bilingual/ESL program. ILTexas has two program models of service: a) Dual Language Immersion and b) Pull out-
ESL. Students in grades 6-8 must be served by Language Arts teachers who are also ESL certified. Students in grades 
nine through twelve are served in a Pull-out ESL program. In a Pull-out ESL program, the RLA/English teacher is ESL 
certified. English I for Speakers of Other Languages and English II for Speakers of Other Languages must be taught by 
ESL certified teachers. LPAC recommendation of services must be documented in the student’s permanent record 
folder. Students not served in a state required program must be served in a program approved by the Agency under an 
Exception or Waiver. 
 
Students who are counted for funding in the bilingual/ESL program must have all documentation on file. 
 
When a student is exited from the bilingual/ESL program, the LEP/EL or ESL indicator code in the attendance accounting 
system will be removed after the LPAC Meeting Log Panel has been updated. Not entering the correct coding will result in 
bilingual/ESL days accumulating when the student has been exited from the program and is no longer being served. At the 
end of each school year, LPACs must ensure that they are correctly reclassifying students to avoid this mistake in the 
future. If the LPAC did not review the student in the prior year, the district will NOT be able to claim Bilingual/ESL 
funding for the current school year until that LPAC review is conducted and properly documented. LPAC must clearly 
state ‘effective date’. 
 
Districts shall conduct only one Home Language Survey for each student. The Home Language Survey (HLS) shall be 
administered to each student new to the district and to students previously enrolled in a district in Texas that was not 
surveyed in the past. Districts shall require that the survey be signed by the student’s parent or guardian for students in 
grades kindergarten through grade 8 or by the student in grades 9-12. The original copy of the survey shall be kept in the 
student’s permanent record. 
 
LPAC Data Collection/Organization 

 
A student’s placement in a Bilingual/ESL program is determined by the LPAC committee after review of the student’s 
Home Language Survey (HLS), Teacher Observations, and a review of the student’s oral and norm-referenced 
assessments. If a student is placed in a Bilingual/ESL program, an LPAC Assessment Folder is created for the student 
and maintained as part of the student’s permanent record. Documentation is uploaded to the student’s folder in Skyward 
(in Attachments). 
 
Language Proficiency Assessment Committee (LPAC)  Folder 

 
The following contents must be included in the LPAC Folder. 

● Home language survey (will be housed in student’s general folder or electronic folder in Skyward) 
● Initial LPAC Paperwork 

○ Home Language Survey (Skyward) 
○ Parent Consent letter (may be housed in student’s general folder/Skyward) 
○ LPAC Recommendation of Placement (initial or transfer) -- (LAS links and LAS battery scores are 

included unless enrolled as a previously identified LEP/EL student 
○ Student History Worksheet 
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● Middle of Year LPAC Paperwork 
  LPAC Decision for State Assessments (Eduphoria) 

● End of Year LPAC paperwork 
○ Report on Student Progress (uploaded to Skyward) 
○ Monitoring of Exited Students (uploaded to Skyward) 
○ Notification and approval of Exit (uploaded to Skyward) 

 
Bilingual/ESL Entry Process 

 
LPAC Time Requirements 

● Within four weeks of initial enrollment, the LPAC should review documentation of student's’ EL/LEP status, 
and recommend placement in program of service. 

 
● Parental permission must be acquired within the four week period (if not included in enrollment 

paperwork). 
 

● Identification as EL is based on LAS Links (K) and LAS (1-12).   
Initial Registration 

 
Documentation Required to Support Coding- In order to claim Bilingual/ESL eligible days present for funding, 
documentation must be complete. All documentation supporting student eligibility must be in the student’s EL folder (and 
in the LPAC Documentation binder-LPAC minutes- when applicable) for every student accumulating eligible 
bilingual/ESL days present on the Student Detail Report. LPAC Minutes for Initial identification/Transfer ELs must be 
uploaded to the LPAC drive. The documentation requirements are as follows: 

➢ Every student must have Home Language Survey (HLS) in his/her permanent folder (part of 
student enrollment packet). 

➢ This includes requesting an original HLS from a previous campus (if applicable). 
➢ Out-of-State surveys are not valid; students will have to go through the state identification and placement process 

if student’s or family language is other than English on the HLS. 
 
Home Language Survey – The home language survey shall be provided in both English/ Spanish or applicable 
language. The home language survey shall be translated into the home language whenever possible. Districts shall conduct 
only one Home Language Survey for each student. The home language survey shall be administered to each student new 
to the district and to students previously enrolled in a district in Texas who were not surveyed in the past. Districts shall 
require that the survey be signed by the student’s parent or guardian for students in grades K through grade 8 or by the 
student in grades 9-12. The original copy of the survey shall be kept in the student’s permanent record. Digital copy is 
permissible. 

 
Assessment Information – Proof of a qualifying score on an approved OLPT (LAS links k-1st) and LAS Battery for 
grades 2-12.  The official scores must be documented in the student's records in the LPAC minutes. 
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LPAC Recommendation – Written documentation of the recommendation for placement by the LPAC (LPAC 
minutes). 

Parent Consent – Signed Parent Consent letter to place the EL student in a bilingual education or ESL program. This 
record must include the parent's signature and should contain a "date completed by parent" or "date received by 
district".Parent Consent letter is housed in the EL student’s folder in Skyward.  

 
Written documentation of the annual review and recommendation of the LPAC. Proof that a student is: 

 
● served in a full-time bilingual instructional program by staff on permit or certified in bilingual education; 

 
● provided instruction in ESL by staff on permit or certified in ESL or bilingual education for the amount of 

time accorded to English language arts in the regular instructional program; 
 

● provided instruction as recommended by the LPAC; or 
 

● served in a program approved by the Agency under a Bilingual Exception or ESL Waiver if applicable; 
 

● grade books, teacher lesson plans, students' Academic Achievement Records (AAR) and/or class rosters would 
be acceptable documentation; 

 
The student's permanent record shall contain documentation of all actions impacting the EL student. This 
documentation shall include [19 TAC §89.1220(m)]: 

 
● the identification of the student as EL/LEP; 

 
● the designation of the student's level of language proficiency; 

 
● the recommendation of program placement; 

 
● parental approval of entry or placement into the program; 

 
● parental denial, if applicable; 

 
● the dates of entry into, and placement within the program; 

 
● LPAC decisions for State Assessments; 

 
● the date of exit from the program and parent notification; and 

 
● the results of monitoring academic success. 

 
● the propriety of student eligibility is affirmed by the principal or superintendent when affidavits are signed. 

Timelines for Identification and Placement 
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Within four weeks of his or her initial enrollment in the district, a student shall be identified as EL/LEP and enrolled into 
the required bilingual or ESL program. 19 TAC §89.1225(g) However, even though the student may be served in the 
bilingual/ESL program, LEP/EL information for a student should not be entered into the Student Management System 
unless all the documentation is on file. Funds for bilingual/ESL students cannot be claimed until all documentation is in 
place. This is audited through the EL/LEP student folder and LPAC meeting logs. 

 
 
Required Program 

 
Each district that is required to offer bilingual education and special language programs shall offer the following for 
EL/LEP students: 

 
● bilingual education in PK through the elementary grades; 

 
● bilingual education, instruction or English as a second language, or other transitional language instruction 

approved by the agency in middle school; and 
 

● instruction according to LPAC recommendation. 
 
The student must be placed in a bilingual education or ESL program as soon as the student is identified as EL (through 
the home language survey and test scores) and the LPAC has recommended such placement, regardless of whether or not 
parental approval has been received. The district shall place the student in the bilingual or ESL program on the date the 
LPAC recommends that service begin but may not claim funding until after parental approval is received along with 
home language survey, test scores, and documentation of LPAC recommendation) 19 TAC §89.1220(k). If a 
parental denial is received, then the district must discontinue serving the student. This is audited through review of EL 
student folder and LPAC meeting logs.  
 
Program Service Issues for Secondary Programs 

 
For EL students in grades 9-12 that are newcomers, enrollment in English I for Speakers of Other Languages and/or 
English II for Speakers of Other Languages is appropriate. For all other EL students in grades 9-12, LPAC 
documentation must reflect appropriate services to meet the student’s needs such as ESL designated English and 
content courses. English I for Speakers of Other Languages and English II for Speakers of Other Languages must be 
taught by ESL certified teachers. LPAC recommendation of services must be documented in the student’s permanent 
record folder. Students not served in a state required program must be served in a program approved by the Agency 
under an ESL Waiver.. 

 
 

 
 
Students Tested for Eligibility/Fluent English Speakers Served in EL Programs 

 
All students in grades K-5 participate in the Two-Way Dual Language program offered by ILTexas either as EL (English 



 

 

68 

learners) or EP (English Proficient) students.. 
 
Funding Eligibility Requirements 

 
A student should have a bilingual/ESL indicator recorded in the Student Management System as soon as ALL eligibility 
requirements have been met and a new EL record is entered into Skyward. All documentation must be on file before a 
record is added. The sooner documentation is on file, the sooner funds may be earned for serving the student. 

 
Reclassification/Non-service Due to Withdrawal 

 
As soon as a student withdraws from school or the LPAC reclassifies a student as English proficient according to 
appropriate tests and recommends the student for exit from the bilingual education or ESL program, the student will no 
longer have a Bilingual or an ESL indicator code. The effective date of this change should be recorded in the attendance 
accounting system. At the beginning of each semester, the LPAC Administrator should verify the Student Detail Report 
to ensure that initial coding is correct. At the end of each six-week reporting period, LPAC Administrator should verify 
the Student Detail Report to ensure that coding is correct. 

 
When a student is exited from the bilingual/ESL program, changes are made within the Student Management System by 
adding a new record to the LPAC Meeting Log with the correct EL/LEP Status/Program Placement, (F, S, M3, M4), etc., 
and the changes will be reflected in the PEIMS Coding. Not adding this record will result in bilingual/ESL days 
accumulating when the student has been exited from the program and is no longer being served. At the end of each 
school year, LPACs must ensure that they are correctly reclassifying students to avoid this mistake in the future. If the 
LPAC did not review the student in the prior year, the district will NOT be able to claim Bilingual/ESL funding for the 
current school year until that LPAC review is conducted and properly documented. 

 
 
Eligible Days Present 

 
Students who are being served in the bilingual education or ESL program and are eligible for funding, according to 
General Rules and Eligibility earlier in this section, will be identified by a bilingual/ESL indicator code of 1 in the 
attendance accounting system. The total number of eligible bilingual/ESL days present must be recorded for each six- 
week reporting period in the Student Detail Report for every student eligible for the program. 

 
At the end of each six-week reporting period, a Campus Summary Report (Section II) must be computed. Total eligible 
bilingual/ESL days present, for every student in the program, must be summarized by grade level on this report. There 
will be a separate Campus Summary Report for each instructional track for each campus in the district. Total Eligible 
Bilingual/ESL Days Present for each grade level on that campus, Total Eligible Bilingual/ESL Days Present for all 
grades, and Campus Bilingual/ESL ADA must be included on the Campus Summary Report. 

 
At the end of each six-week reporting period, a District Summary Report (Section II) must be computed. The information 
from all Campus Summary Reports for each track in the district would be added to comprise the District Summary Report 
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for each track. This report must include Eligible Bilingual/ESL Days Present for each grade level in that district, Total 
Eligible Bilingual/ESL Days Present for all grades, and District Bilingual/ESL ADA. 
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CAREER AND TECHNICAL  EDUCATION 
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CAREER AND TECHNICAL EDUCATION 
Program Contact and Accountability 

 
Joseph Roman, Deputy Chief Academic Officer, jroman@ILTexas.org 

 
*Principals shall designate a SBEC-certified professional (counselor or assistant principal) to whom all Career and 
Technical Education (CTE) coding questions should be directed. Under no circumstances should the PEIMS data clerk be 
responsible for decision-making on issues regarding CTE PEIMS coding. 
 
Because contact hours generate a significant amount of funds for the district, it is important that the district and 
state rules relative to student attendance in CTE be observed. 

 
Contact Hour Eligibility 

 
The complete rules for reporting contact hour funding for Career and Technical Education courses can be found in 
Section V of the Student Attendance Accounting Handbook published annually by the TEA. ILTexas is responsible for 
ensuring that campuses are eligible for CTE contact hour funding. 

 
1. CTE courses must have an SBEC-certified CTE teacher. (a.) A person may not be employed as a teacher, teacher 

intern or teacher trainee, librarian, educational aide, administrator, or counselor by a school district unless the 
person holds an appropriate certificate or permit as provided by Subchapter B (TEC§ 21.003 Certification 
Requirements) and (b) the teacher of record must be the teacher in the classroom responsible for teaching and 
learning, grades, attendance, etc. 

 
2. The campus bell schedule and the school calendar must document the average number of minutes per day in the 

CTE class. The CTE coding must equal the total number of one-hour approved CTE class periods in which the 
student is enrolled. 

 
For CTE purposes, "one-hour" refers to a class period ranging in time from 45 minutes to one hour. Usually, a half-
credit semester Career and Technical Education course is taught for one class period. A one and one-half credit 
semester career and technical course would be taught for three class periods. 

 
Campuses which operate on block scheduling where class periods are not in one-hour increments, should use the 
following chart when determining CTE codes for students. 

 
Each CTE class must be examined separately to determine the average minutes per day students attend that class. 
Average minutes per day must be computed by reviewing a complete cycle of classes. For example, if a class meets 
on even-numbered days of the month, a two-week cycle must be 

reviewed. One week the class will meet on Monday, Wednesday, and Friday, and the next week the class will meet 
on Tuesday and Thursday. Once average minutes are determined, the applicable code is assigned to each CTE class. 
Then, all students attending that career and technical class are assigned the corresponding CTE code. 

mailto:Nayala@ILTexas.org
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For students who are enrolled in more than one career and technical course, CTE codes are combined to determine 
the correct code assigned to each student. For example, a student is enrolled in a CTE that averages 50 minutes per 
day (V1) and a CTE course that averages 150 minutes per day (V3). 
When the V1 and the V3 class codes are combined, the student is assigned a code of V4 in the attendance 
accounting system. 

 
3. A school may only offer a class once the CTE Department has verified that the appropriate instructional 

resources, certified personnel, facilities, and technology are in place to teach the essential knowledge and 
skills intended for that course. 

 
4. CTE student enrollment participation codes must be accurately recorded in the Student Management System 

section labeled CTE coding. (see attached Decision Charts – Fall and Summer) 
 

Code 0 - not enrolled in CTE courses 
Students who are not enrolled in any CTE class must have their CTE Participation code entered as 0 and the 
effective date is the first day of school. 

 
Code 1 – enrolled in a CTE elective (6-12) 
Any student who is enrolled in a CTE class as an elective must have a CTE Participation code of 1 and the effective 
date is the first day of school or the first day of their enrollment in the CTE class, whichever is later. 

 
Code 2 – enrolled in a CTE course that is part of coherent sequence 
Any student (grade 9 – 12) who plans to pursue a sequence of related CTE courses leading to a career pathway must 
have a signed four-year career plan of study on file before their CTE Participation Code can be entered as 2. (See 
sample of a four year career plan of study at the end of this chapter.) 

 
In the event that the student does not enroll in a CTE class during a given semester, that student is still considered as a 
2 unless she or he changes their plan of study. If a student’s plan of study or Academic Achievement Record does not 
reflect a coherent sequence of courses then that student may not be coded as a 2. 

 
 

Code 3 – enrolled in a Tech Prep or Dual Credit program 
Any student (grade 9 – 12) may be coded as a 3 if (a) the signed career plan of study includes one or more courses 
for Advanced Technical (ATC) credit and (b) the signed plan of study includes four years of high school and two 
years of post-secondary courses. In the event that the student does not enroll in a CTE class during a semester, that 
student is still considered as a 3 unless she or he changes their career plan of study. If a student’s plan of study or 
Academic Achievement Record does not reflect a coherent sequence of courses, then that student may not be coded 
as a Code 3 

 
The CTE Participation Code of 0, 1, 2 or 3 is NOT equivalent to the CTE weight of V0, V1, V2 or etc. V- weight is 
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determined by the PEIMS course number, is shown in the campus Master Schedule and is directly related to the 
amount of weighted funding applied to that CTE course. Participation codes describe the individual student’s plan of 
study and do not affect campus funding. Data quality requires that both of these must be accurately maintained. 

 
There is no V-weight attached to middle school CTE courses under normal circumstances. Only students in 
grades 9-12 are eligible for CTE contact hour funding, except for 7th and 8th grade students who are taught in a 
CTED instructional arrangement. Students in grades below 9 are not eligible for contact hours. 

 
Students may earn CTE contact hours while they are being served in Pregnancy Related Services (PRS), 
Compensatory Education Home Instruction (CEHI), special education homebound (01), hospital (02), and/or state 
school (30) if and only if that student continues to receive the same amount and type (eye-to- eye contact) of CTE 
service that s/he was receiving before being placed and must be in addition to the hours served in any of these 
instructional arrangements. 

 
CTE contact hours may not be claimed when students receiving CTE services are placed in disciplinary settings {i.e., 
In-School Suspension (ISS) or Disciplinary Alternative Education Program (DAEP)} for more than 5 consecutive 
days if the same amount and type of CTE services are not provided by the CTE teacher. After 5 consecutive days 
without CTE services being provided, the student must be removed from the PEIMS 410 record for CTE contact 
hours effective the first day of placement in the disciplinary setting. 

 
This doesn’t necessarily change the student’s CTE Participation Code but the CTE weighted funding must be turned 
off. A CTE Override code must be entered in the detail box next to the class name on each student’s schedule. The 
start date is the sixth day that the student is removed from face-to-face CTE instruction. The ending date is the day 
that student returns to face-to-face instruction. This must be done for each CTE class in which the student is enrolled. 

 
5. Withdrawn students require special attention to their CTE Participation Codes. Miscoding of CTE students can 

cause serious PEIMS errors which result in funding losses. In order to maintain data quality, the following rules 
apply: 

a. If a student is withdrawing from a ILTexas secondary campus and going out-of- district then the CTE 
administrator may change the CTE Participation Code according to the steps below: 

1. Run a class roster for the student to see what CTE courses the students was enrolled in 
during this school year. 

2. Determine if the student will receive an end-of-semester average grade (i.e., a 415 
record) for any CTE course in ILTexas during this school year. 

 
 



 

 

74 

3. If yes, then leave the CTE Participation Code unchanged. 
Only if the student will not receive an end-of-semester average grade for any CTE course 
in ILTexas during this school year should his/her CTE Participation Code be changed to 
0. 

 
6. When a student misses more than five (5) days of CTE instruction for PRS, then documentation must be shared ASAP 

with the campus CTE decision-maker so that vocational funding can be adjusted. Do not change the student’s CTE 
Participation Code. 

 
The CTE weighted funding must be turned off with a select of ‘V0’. The start date is the sixth day that the student is 
removed from face-to- face CTE instruction. The ending date is the day that student returns to face-to-face 
instruction. This must be done for each CTE class in which the student is enrolled. 

 
7. A student is not eligible to receive any CTE contact hours for participating one hour in a two hour course or for 

one or two hours in a three-hour course. 
 
8. State approved CTE courses are listed in Section 4, Code Table CO22 of the Legacy PEIMS Data Standards. 

Courses with two or five asterisk service ID notation(s) have not been approved for the additional state CTE 
funding weight and should not be coded in the attendance accounting system as V1, V2, V3 

a. Districts that offer instruction in CTE courses that are not approved for the additional state CTE funding 
weight do not report students served in these courses on the 410 Record (CTE- Student). However, these 
courses are reported on the student’s PEIMS 170 record on the Fall Snapshot date. Students enrolled in 
grade 9-12 courses that re not approved for weighted funding must be reported on the 415 Record in 
Submission 3 

b. CTE courses not approved for weighted funding are reported as PEIMS Program Intent Code 11 
(Program Intent Code 22 is reserved for CTE courses eligible for weighted funding.) 

 
9. If the campus obtains CTE department approval and the community college meets all Texas Administrative Code 

requirements for dual credit courses, then the campus may offer Dual Credit courses. The secondary course 
syllabus and textbook must correspond to the college syllabus and textbook. All students enrolled in a course 
resulting in dual credit for both a college course and an approved secondary CTE course are eligible to be 
counted for CTE contact hour funding. 

 
10. If the CTE teacher holds a valid certificate for Advanced Technical Credit (ATC) then the campus may offer an 

ATC course under a separate PEIMS number. All students enrolled in a course resulting in banked college credit 
through an approved secondary CTE course are eligible to be counted for CTE contact hour funding. 

 
11. Each career preparation class utilizing the work-based learning delivery arrangement must consist of student 

participation in work based training appropriate to the instructional program plus participation 
 

in related CTE classroom instruction. Time spent at the training site is instructionally engaged time. Up to 120 
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minutes per day required time at the training stations counts towards meeting full-time and half-time attendance 
requirement. 

 
The course must span the entire school year and classroom instruction must average one class period each day for 
every school week. Career preparation is a full year course; students are expected to be enrolled the entire school 
year. However, if a student transfers in at mid-year from a different campus where s/he was enrolled in career 
preparation, then that student may enter the course. 

 
12. Use the following chart to determine the CTE code for unpaid students in CTE “career preparation.” 

 
13. Use the following chart to determine the CTE code for paid students in CTE “career preparation” or for paid or 

unpaid students in a practicum. 
 

The CTE code must equal the total number of one-hour approved career and technology class periods in which the 
student is enrolled. (Successful completion of a course is not required to receive funding.) For example, a student 
enrolled in a one-credit career and technology course should be coded V1. A student enrolled in three one-credit 
career and technology courses should be coded V3. A student enrolled in a three-credit career and technology course 
should be coded V3. 

 
14. An approved, written training agreement must be on file for each student participating in work-based learning, 

whether paid or unpaid. A student in paid work-based instruction may be counted for contact hours on the first day 
of enrollment, provided that an approved training plan is on file within 15 instructional days of the student’s 
enrollment date. 

 
A student participating in unpaid work-based experiences may be counted for contact hours on the first day of 
enrollment; a written training agreement must be approved and on-file before the student begins participating in 
training at the work-based learning site. 

 
15. For a student participating in paid work-based learning experiences, employment must begin within 15 instructional 

days of the student’s enrollment date. If a student’s employment at an approved work site does not begin by the 16th 
instructional day after enrollment, the student may be placed at an unpaid work site. That unpaid training station may 
be at the student’s school, a nearby school, or at a public library. 

 
If a student’s employment ends prior to the end of the school year, contact hours may be counted without 
interruption provided the student’s paid work- based training resumes within 15 instructional days and a written 
training agreement is on file within 15 instructional days of employment. 

 
16. Teachers assigned to career preparation work-based learning experience, both paid and unpaid, must visit each 

student training site at least six times each school year. The teacher of record must be provided time within their 
schedules to visit the training sites. The training sites visits may not be conducted during the teacher’s planning and 
preparation period {TEC§ 21.404}. Whether the school is using 6-week or 9-week grading periods, at least one 
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training site visit during each student grading period is required in order to earn contact hours for that reporting 
period. 

 
For auditing purposes, verification of the one visit per six weeks to each training station by the supervising 
instructor must be maintained by the Career and Technology Department. 

 
17. Campuses that plan to offer CTE content by independent study should first seek approval from the CTE department 

which will refer to rules governing such instructional delivery as outlined in Section V, of the Student Attendance 
Accounting Handbook. 

 
18. Documentation -In order to claim CTE contact hours for funding, documentation must be complete. All documents 

supporting students’ eligibility must be on file for every student accumulating CTE eligibility days present on the 
Student Detail Report. Documentation requirements include but are not limited to: 

a. adequate documentation of a student’s entry into the program, services in the program, and 
withdrawal from the program must be available; 

 
b. an approved form from TEA or authorized approval entity for magnet courses or innovative 

courses must be on file in order to obtain CTE funding for these courses; 
 

c. signed affidavits (by the principal or designee) affirming student eligibility; 
 

d. four year plans or coherent sequence of courses signed by the student listing specific CTE courses by 
name and number; or 

 
e. documentation of a student’s temporary removal from CTE (such as discipline records and CEHI 

records) to warrant turning off the weighted funding. 
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COURSE COMPLETION 
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415 COURSE COMPLETION DATA 
Accountability 
Accountability for course completion data  rests with the Principal of the school 

 

Principal can designate the campus Assistant Principal to review and confirm all 415 course records being submitted. 
 
General 

 
The information for the 415 Course Completion record is required to be tracked and reported beginning with the last 
Friday in October of each school year. 

 
● In submission 3, there should be one 415 record for each student in membership in grades 1 through 12 that 

was enrolled in at least one course during the current school year. Multiple 415 records are used to report all 
of the course completion data for a student. 

 
In submission 4, one 415 record must be submitted for each unique class (course section) that was attended during the 
summer (between school years) for the purpose of a student attempting to earn dual credit. 

 
Minimum Reporting Standards for the 2015-2016 School Year (Submission 3) 

 
1. Districts and charter schools must report all courses attempted by a student as of the last Friday in October. 

 
2. The exact STUDENT-BEGIN-DATEs and the STUDENT- END- DATEs for each class in which the student is 

enrolled as of the Last Friday in October must be reported. For example, if a student started a semester with Biology 
I and changed to a different course such as Theatre on November 1st, then both the Biology I and the Theatre course 
must be reported on a 415 record along with the actual STUDENT-BEGIN- DATEs and the STUDENT-END-
DATEs for each class. 

 
3. Classes completed prior to the fall snapshot date must also be reported along with the classes completed 

after the fall snapshot date. 
 

4. Locally developed courses such as the special education 9XXXXXXX series and the locally developed 
8XXXXXXX series courses are not reported. 

 
● For submission 3, CAMPUS-ID-OF-ENROLLMENT identifies the campus that scheduled the student 

for a particular course section and where the student was enrolled while taking the course. 
 

● For submission 4, CAMPUS-ID-OF-ENROLLMENT identifies the campus that scheduled and/or 
awarded the high school credit for the dual credit course the student attempted in the summer 
between school years. 
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● The COURSE-SEQUENCE-CODE identifies how the course was taught to the student during the 
school year, or in the summer. 

 
● COURSE-GRADE and FINAL-COURSE-GRADE are only reported for courses taken for high school 

credit. This includes high school courses taken in middle school and dual credit courses. 
 

● COURSE-COMPLETION-INDICATOR indicates whether or not the student finished the full sequence 
of instruction for a course. If the COURSE-COMPLETION-INDICATOR is “1”, it does not mean that 
the student met all of the requirements to receive credit or a grade for the course. 

 
● Do not include audited courses or courses taken for local credit only. 

 
● Do not include courses with SERVICE-IDs that begin with SA, SR, SS, 01, 8, or 9. 

 
● If a student repeats a course during the year with different outcomes, each course completion is 

to be reported. 
 

● The 415 record must reflect the PASS/FAIL-CREDIT-INDICATOR-CODE determined at the end of 
the course. For example: A student completes the first half of Chemistry, a two-semester course. The 
course was failed, no credit was received (Code “02”). The second semester, this student completed the 
second half of Chemistry. The course was passed and credit was received (Code “01”). The district 
averages the grades earned in each half of the course to determine if course credit should be received. 
In this example, the average grade was passing. The 415 record should reflect a 
PASS/FAIL-CREDIT-INDICATOR-CODE of “08” (course was failed but credit was received) for 
the first half of Chemistry. Therefore, the Code “02” originally recorded must be changed to Code 
“08”. 

 
If a student leaves and returns to the same course section for a particular class during the school year, 
only one of the 415 records for that course section may be reported with a Course Completion Indicator 
of “1”. This rule is enforced by a fatal edit. 

 
Additionally, if a student leaves and returns to the same course section for a particular class during the 
school year, only one of the 415 records for that course section may be 

 
reported with a Pass Fail Credit Indicator Code other than “00”. This rule is enforced by a fatal edit. 

 
● CLASS-ID-NUMBER and SERVICE-ID identifies the unique number assigned to a particular course 

section at the campus level and must match a 300 Course Section record. 
 

● For submission 3, STUDENT-BEGIN-DATE identifies the first date a student was assigned to the 
class in the current school year. For submission 4, STUDENT-BEGIN-DATE identifies the date the 
dual credit course began. 

 
● For submission 3, STUDENT-END-DATE identifies the last date a student was assigned to the class in the 

current school year. For submission 4, STUDENT-END-DATE identifies the date the dual credit course 
ended. 
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● A DUAL-CREDIT-INDICATOR-CODE of 1 is reported only when a student is eligible to receive both 

high school and college credit for a SERVICE-ID listed in C022. Advanced Placement courses taken at the 
high school are not to be reported as dual credit. 

 
● The ATC-INDICATOR-CODE indicates a high school course for which college credit may be awarded by 

a post-secondary institution under the conditions of a local articulation agreement or the statewide 
Advanced Technical Credit (ATC) program agreement. For submission 4, the ATC- INDICATOR-CODE 
must be “0”. 

 
● Dual Credit courses are not to be reported as local or statewide articulated (ATC) credit. Likewise, ATC 

courses are not to be reported as dual credit courses. These rules are enforced by fatal edits. 
 

● COLLEGE-CREDIT-HOURS collects the number of college hours that a student earned while taking a dual 
credit course. This field will have values ranging from 0 to 3. If a student takes a dual credit course and does 
not complete the course, then the COLLEGE-CREDIT-HOURS will be reported as 0. 
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DISCIPLINE 
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DISCIPLINE 
Accountability 
  

Accountability for discipline rests with the Principal of the school. Principals must ensure that reports from the Texas Education 
Agency (TEA), which reflect actual Public Education Information Management System (PEIMS) data, are compared to locally-
produced reports for reasonableness and accuracy. 

  
Disciplinary Role of ILTEXAS Staff 
  
TEACHERS are authorized to assign Lunch Detention and Classroom Detention. Classroom Detention 
by a teacher must be scheduled with the parent and coordinated with the Grade Level 
Administrator. Teachers will work to determine why the student misbehaved and to help the student 
learn to make better choices in similar future situations. 
  
THE GRADE LEVEL ADMINISTRATOR (GLA) is authorized to handle student discipline and may assign 
and supervise ASD of up to 90 minutes to help the student learn to make better choices in similar 
future situations. 
  
THE ASSISTANT PRINCIPAL or designee is authorized to enforce discipline and to investigate any 
allegation of misconduct. The AP may question any witnesses in addition to the offending student 
and may ask for written statements that may include time, date, circumstances, observations, and 
signature. 
  
THE AP may assign any of the disciplinary consequences described on the ILTEXAS “Student /Parent Handbook and Code of 
Conduct” and is authorized to supervise ASD, up to 90 minutes of physical exercise that may include students walking 3 miles (20 
minute pace), cleaning desks, campus beautification efforts, or other relevant duties as assigned. Additionally, the AP may assign In-
School-Suspension (ISS) and/or Out of School Suspensions (OSS) for up to five (5) days. The AP will attempt to reach a parent by 
phone and follow-up with an email notification to 
the parent of ISS dates. 
  
THE CAMPUS PRINCIPAL has the authority to implement the Code of Conduct, up to and including the 
suspension of a student from campus. The Campus Principal may also assign any of the disciplinary 
consequences described on the ILTEXAS “Student /Parent Handbook and Code of Conduct” and may recommend a student for 
expulsion. 
  
Disciplinary Action Data – Student 
  
All disciplinary events must be documented on skyward. Every disciplinary referral must be converted into an offense.  Once a referral 
has been converted to an offense; it must be marked as “served”, whenever the student has served the total time assigned.  Details to a 
disciplinary action are only visible to parents, through “Family Access”, once the referral has been converted to offense. 
  
 When a student is assigned OSS, ISS or any other disciplinary action, the incident must be marked as “served” upon the student 
returning to the regular classroom environment. If for any reason, the student could not serve the total days/time assigned, an 
appropriate “Difference Reason Code” must be added to the disciplinary incident. 
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Discipline records are reported to PEIMS at the end of the current school year, and are a part of the PEIMS Submission 3. However, all 
disciplinary records must be accurate and “Fatal Free” through the current school year. 
  
A discipline record is required for each disciplinary action taken against any student which results in the removal from his regular 
classroom for any part of a day or when truancy charges have been filed against a student and/or his parents. A single student will have 
multiple discipline records if removed from his classroom more than once and will be categorized in one of the following general 
categories: In-School Suspension (ISS), Out-of-School Suspension (OSS). 
  
When an incident has “Action Reason Code” 41 “FIGHTING/MUTUAL”, two or more students must be listed as part of the incident. 
When two or more students are part of the same incident, regardless of the “Action Reason Code”, the same incident number must be 
assigned to all students involved. 
 
Multiple violations are sometimes committed in the course of one disciplinary event. When completing a discipline record, only the 
offense code representing the most serious violation should be entered on a discipline record. NOTE: DO NOT MAKE MULTIPLE 
ENTRIES FOR THE DISCIPLINE REASON (OFFENSE) CODE. 
  

The ILTEXAS “Student/Parent Handbook and Code of Conduct” provides legal and locally established definitions, and is 
intended to assist in understanding terms related to the Code of Conduct. Personnel responsible for discipline coding should refer to 
the “Discipline” section of the ILTEXAS “Student/Parent Handbook and Code of Conduct” when determining appropriate 
PEIMS discipline coding and appropriate disciplinary actions (consequences.) 

  
All student discipline records shall be recorded in the district discipline tracker “Skyward”. Records for disciplinary infractions may be 
entered in by the classroom teacher, office personnel, or school administration. Classroom teachers may enter infractions as classroom 
referrals. However, administrators should be cognizant that they—not clerical staff—are responsible for documenting the coding. In no 
case should data entry/clerical personnel be responsible for determining disciplinary coding.  An administrator may convert a 
teacher referral into an offense and/or enter a referral. Offenses may be viewed by a parent through Skyward “Family Access Portal”. 
Parent contact must be made by the teacher and or administrative staff when entering a discipline record. Designations of discipline 
coding should include either the local coding or two-digit PEIMS discipline offense, consequences, and appropriate dates. Schools 
should use a discipline referral form with all required PEIMS elements.  
  

Guidelines Regarding Offenses 
  

Permanent removal by a teacher from class (disciplinary-action-reason-code 01) under TEC §37.002(b) is a serious offense and is 
limited for use in those situations where the teacher has refused re-admittance of the student to that teacher’s class. Otherwise, if the 
teacher allows re-admittance of the student to the class, then PEIMS offense code “21-Violation of Student Code of Conduct” 
should be used. 

  
Charter Schools are not subject to expulsion requirements as outlined and required by public schools in TEC §37.002. A 
chart of mandatory DAEP and Expulsion placement is provided for reference and to aid in local decisions as directed by 
the Charter School’s board. The only exception is if a student brings a gun or firearm to school. This incident falls under 
TEC §37.007(e) stating: 

  
In accordance with 20 U.S.C. Section 7151, a local educational agency, including a school district, home-rule 
school district, or open-enrollment charter school, shall expel a student who brings a firearm, as defined by 18 
U.S.C. Section 921, to school. 
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Retention of Disciplinary Records 
  
NOTE: “TEC §37.017 Destruction of Certain Records” states information received by a school district under Article 
15.27, Code of Criminal Procedure, may not be attached to the permanent academic file of the student who is the subject 
of the report. The school district shall destroy the information at the end of the school year in 
  
which the report was filed. In light of this requirement to destroy information received under Article 15.27, Code of 
Criminal Procedure, the district must retain documentation other than the information received under Article 15.27, Code 
of Criminal Procedure to support the discipline data submitted on the 425 record for a period of 5 years. 
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DISTRICT OFFENSE CODES    
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DISTRICT OFFENSE CODES - Cont. 
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DISTRICT ACTION CODES    
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Expulsion Procedure 
  

General Education student is expelled (usually, these are made final): 

Within 24 hours after receiving the Hearing Officer’s Notice of Decision from the Area Superintendent’s Office, if the Decision 
includes an order to expel the student, the Campus Registrar will: 

-          Add or update the leaver code to “78, expelled, cannot return” in the student’s Entry/Withdrawal history. 

-          Process the withdrawal paperwork in Skyward according to the expulsion effective date as stated in the Notice of Decision. 

-          Update Eklipse to reflect that the student was expelled, entering a note stating the length of expulsion. 

Within 24 hours of receiving the Hearing Officer’s Notice of Decision from the Area Superintendents Office, if the Decision 
includes an order to expel the student, the District PEIMS & Compliance Specialist will add the disciplinary action code “01, 
Expulsion Without Placement” to the student’s discipline history and will notify the student’s home District by email. 

  

SPED or 504 student is ordered expelled and expulsion order is non-final because MDR is Pending: 

Within 24 hours after receiving the Hearing Officer’s Notice of Decision from the Area Superintendents Office, if the Notice of 
Decision or any other communication makes it clear that the student is classified as SPED or 504, and the Decision includes an 
order to expel the student: 

The Principal will notify the Special Populations Coordinator and the SPED or 504 Case Manager of the Decision and of the 
pending MDR/ARD. 

Within 24 hours after the conclusion of the MDR/ARD, the Principal will share the Manifestation Determination with the Area 
Superintendent, the Area Office Administrative Assistant, the Hearing Officer, the District PEIMS & Compliance Specialist, 
other campus administrators, the Campus Registrar, and Legal. Principal will explicitly state how the Manifestation 
Determination affects the expulsion order that had been non-final. 

Within 24 hours after receiving the results of the evaluation, the District PEIMS & Compliance Specialist will update the 
student’s Disciplinary Record and Leaver Code as needed to indicate the student’s correct status: if the expulsion order is made 
final, then 01, Leaver Code 78; if the expulsion order remains non-final, then Leaver Code 98 or other appropriate code, but not 
78. See discussion below of these situations. 

  

Child Find student is “expelled,” (a General Education student was ordered expelled, order made non-final awaiting an 
evaluation because someone suspected a need to determine SPED or 504 eligibility before carrying out a change of placement): 

Within 24 hours after receiving the Hearing Officer’s Notice of Decision from the Area Superintendents Office, if the Notice of 
Decision or any other communication makes it clear that an evaluation to determine eligibility for SPED or 504 has been 
scheduled or requested, and the Decision includes an order to expel the student, the Principal will notify the Special Populations 
Coordinator and the SPED or 504 Case Manager of the Decision and of the need for evaluation. 

Within 24 hours after the conclusion of the evaluation, the evaluation team and the Principal must share the evaluation results 
with the Hearing Officer, the Area Superintendent, the District PEIMS & Compliance Specialist, the Campus Registrar, and 
Legal. 

Within 24 hours after receiving the results of the evaluation, the District PEIMS & Compliance Specialist will update the 
student’s Disciplinary Record and Leaver Code as needed. See discussion below of these situations. 
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Non-final expulsion is made final: 

Within 24 hours after determining that a previously non-final expulsion is made final, the person making such determination 
will notify the Hearing Officer, the Area Superintendent and the Area Office Administrative Assistant of the decision and the 
grounds for the decision. Here are the ways this can happen: 

·         MDR/ARD determines the misconduct was not linked to an underlying disability or special needs, nor to the school’s failure 
to serve or accommodate. The Principal notifies the above persons that the previous order to expel the student is to be made 
final because of this Manifestation Determination. 

·         Someone called for an Evaluation (for SPED or 504 eligibility) of a General Education student who was ordered expelled. 
We made the expulsion order non-final in order to have an Evaluation. However, the parent or guardian refused to give consent 
for the Evaluation. The Principal, or other person who receives this information, notifies the above persons that the previous 
order to expel the student is to be made final, because the student’s General Education status remains unchallenged due to lack 
of parental consent for Evaluation. 

·         Evaluation finds a student who was ordered expelled not eligible for SPED or 504 services. Thus, the student’s General 
Education status is confirmed and the expulsion order should be made final. The Principal and the Evaluation team notify the 
above persons that the previous order to expel the student is to be made final because the student has been confirmed to be a 
General Education student. 

Within 24 hours after learning of a determination that a non-final expulsion has been made final, the Area Office 
Administrative Assistant will draft a letter to the student’s parent or guardian notifying him/her that the expulsion is made final 
and that the parent or guardian should immediately visit the campus and complete the paperwork to facilitate the student’s 
transfer to another school. CC to the Campus Registrar, Area Registrar, District PEIMS Specialist, and Legal. 

Within 24 hours after receiving the Hearing Officer’s Notice of Decision from the Area Superintendent’s Office, if the Decision 
includes an order to expel the student, the Campus Registrar will: 

-          Add or update the leaver code to “78, expelled, cannot return” in the student’s Entry/Withdrawal history. 

-          Process the withdrawal paperwork in Skyward according to the expulsion effective date as stated in the Notice of Decision. 
However, if the expulsion took place after ADA appointed time, the withdrawal will be effective on the next school day. 

-          Update Eklipse to reflect that the student was expelled, entering a note stating the length of expulsion. 

  

 

  
Non-final order of expulsion remains non-final: 

Within 24 hours after determining that a previously non-final expulsion will remain non-final, the person making such 
determination will notify the Hearing Officer, the Area Superintendent, the Area Office Administrative Assistant, and Legal of 
the decision and the grounds for the decision. Examples: 

·         MDR/ARD determines the misconduct was linked to an underlying disability or special need or to the school’s failure to 
serve or accommodate. The Principal notifies the above persons that the previous order to expel the student is to remain non-
final because of this Manifestation Determination. 

·         An Evaluation (for SPED or 504 eligibility) was called for due to concerns regarding a General Education student who was 
ordered expelled. We made the expulsion order non-final in order to have an Evaluation. The student was found to be eligible 
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for SPED services or a 504 accommodation. The Principal, or other person who receives this information, schedules MDR/ARD 
as needed to make a Manifestation Determination regarding the misconduct that led to the expulsion. The Principal notifies the 
above persons that the previous order to expel the student will remain non-final at least until MDR/ARD is conducted, because 
there is now a basis for conducting MDR/ARD. 

Within 24 hours after determining or learning that a non-final expulsion is to remain non-final, the Area Office Administrative 
Assistant will draft a letter to the student’s parent or guardian notifying him/her that the expulsion will remain non-final until 
the MDR/ARD produces a Manifestation Determination. CC to the Campus Registrar, Area Registrar, District PEIMS 
Specialist, and Legal. 

Within 24 hours after receiving the Hearing Officer’s Notice of Decision from the Area Superintendent’s Office, if the Decision 
includes an order to expel the student, the Campus Registrar will: 

-          Ensure that the Leaver Code does not indicate expulsion in the student’s Entry/Withdrawal history. 

-          Update Eklipse, if necessary, to reflect that the student remains enrolled. 

  

Expulsion held in abeyance is made final due to violation of a condition: 

Within 24 hours after determining that an expulsion which was held in abeyance should be made final, the Principal making 
such determination will notify the Hearing Officer, the Area Superintendent and the Area Office Administrative Assistant of the 
determination and of the grounds for it and will request that the student be ordered removed from ILTexas. 

Within 24 hours after learning of a determination that a non-final expulsion has been made final, the Area Office 
Administrative Assistant will draft a letter to the student’s parent or guardian notifying him/her that the expulsion is made final 
and that the parent or guardian should immediately visit the campus and complete the paperwork to facilitate the student’s 
transfer to another school. CC to the Campus Registrar, Area Registrar, District PEIMS Specialist, and Legal. 

Within 24 hours after receiving the Hearing Officer’s Notice of Decision from the Area Superintendent’s Office, if the Decision 
includes an order to expel the student, the Campus Registrar will: 

-          Add or update the leaver code to “78, expelled, cannot return” in the student’s Entry/Withdrawal history. 

-          Process the withdrawal paperwork in Skyward according to the expulsion effective date as stated in the Notice of Decision. 
However, if the expulsion took place after ADA appointed time, the withdrawal will be effective on the next school day. 

Update Eklipse to reflect that the student was expelled, entering a note stating the length of expulsion. 
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ECONOMICALLY  DISADVANTAGED 
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ECONOMICALLY DISADVANTAGED/FREE AND REDUCED LUNCH 
Program Contact and Accountability 

 
Yolanda Banks, Director of Child Nutrition, ybanks@iltexas.org 
Esther Galvan, Administrative Assistant, egalvan@iltexas.org 

 
 
Definition 

 
International Leadership of Texas Charter School has agreed to participate in the National School Breakfast and Lunch 
Programs and accepts responsibility for providing free and reduced-price meals to eligible children in its schools under 
its jurisdiction. 

 
The administrator is responsible for the identification of students who are approved by the Child Nutrition Department, 
based on Federal Income Guidelines, the assurance students are being served and the orderly maintenance of the supporting 
documentation. 

 
Eligibility 

 
All students have access to Free and Reduced Meal applications. Approved application data will be provided by Nutri-
Apps. Applications are reviewed by the Student Eligibility and Accountability (SEA). NSLP policies, rules and 
procedures are used to determine the student’s eligibility. The federal and state requirements are detailed in the Policy 
Statement and the Contact Person Training Manual. 

 
Auditing 

 
At the end of the six-week recording period, the Child Nutrition staff will verify reports within the Mosaic System for any 
coding errors. It is suggested that queries be run on a regular basis to check for reasonableness and accuracy. 

 
Records must be kept on a current basis and routinely analyzed. The district may verify questionable applications at any 
time. SEA is required to verify a number of approved free and reduced-price meal applications. The administration will 
issue detailed instructions on the verification procedure at the proper time. 

 
Please use the National School Meals Program School Level Contact Person Reference Booklet for forms and for detailed 
information on the following topics and for forms. For additional information on federal policies and procedures, visit 
www.squaremeals.org. 

 
 

mailto:ybanks@iltexas.org
mailto:egalvan@iltexas.org
http://www.squaremeals.org/
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Application Form 
 
All applications should be completed online at www.iltexas.org and will be processed in a timely fashion. Parents will 
receive their statues via email within 10 business days of processing. Approved applications will NOT be returned to 
schools. 

 
Applications made within International Leadership of Texas include all campuses within the district. If a family has 
children in more than one campus, each student may be included on a single application. 

 
Direct Certified Status 

 
The Direct Certified (DC) status transfers from one school district to another school district. Please call the Child 
Nutrition Department for further instructions. Students who have transferred from International Leadership of Texas to 
another district and then return to the district are considered DC. 

 
Direct Certification 

 
Each year, all school districts receive a list of children from the state that are on the Supplemental Nutrition Assistance 
Program (SNAP is formerly known as the Food Stamp Program) and/or Temporary Aid to Needy Families (TANF) 
program. They are Direct Certification students,and are eligible for free meal benefits. If a student is on the DC list and 
other members of the household are not, the names of the other members of the household can now be added to the DC 
list. Benefits are extended within the first 30 operating days of the new school year. 

 
Period of Enrollment 

 
Students who apply and are determined eligible for free or reduced lunches will remain eligible during the remainder of 
the school year. Students who withdraw from the district and elect to re-enroll during the same school year do not need to 
re-apply as their original application will remain in effect. Students must reapply every year, as previous year’s statuses 
expire 30 days after the first day of school. 

 
 

http://www.iltexas.org/
http://www.iltexas.org/
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GIFTED  AND TALENTED 
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GIFTED AND TALENTED 
Program Contact and Accountability 
Dr. Laura Carrasco, Chief Academic Officer, lcarrasconavarrete@ILTexas.org 
Ashley Neuschwander, Advanced Academics Coordinator, aneuschwander@iltexas.org 
 
Student assessment for advanced academic opportunities is collaborative and ongoing throughout the school year and 
cumulative through schooling experience (across the grade levels). Via the RtI process, as tracked through the Student 
Success Team (SST), led by GT Lead, all data will be collected and stored in a Portfolio (digital and physical).  Students 
with a large learning capacity will be identified as GT learners, for purposes of the state, by a committee of GT trained 
educators from the campus and district.  The portfolio will consist of: 
 
Advanced Academics (Gifted and Talented) Potential Portfolio/SST Documentation  
Gifted Characteristics 

o Teacher and parent survey/Referral Form 
o GT IEPs once determination is made 
o SST documentation 

 
Assessment Data  

o Ability test (CogAT scores) 
 
Student Pieces (these pieces can be uploaded to Seesaw for digital “work” portfolios) 

o Projects and performances 
▪ Pre-determined, grade level wide projects  
▪ Student selected pieces 
▪ Teacher selected pieces 
▪ Data (Reading Levels, Unit assessment data, MAP results, etc) that is open to be shared with 

parents 
 
Transfer students seeking to be identified for needing GT services will need to submit identification data from previous 
school to campus GT committee for review. Additional information may be required. 
ILTexas may or may not accept previous GT identification, as documented through PEIMS from their previous district. 
 
Furlough of services, reassessment of needs, and the exiting students from receiving GT services will be reviewed by the 
SST committee on a case-by-case basis, as and if needed.  
 
 
Service Design/Curriculum & Instruction is based on the academic needs of those students with the largest capacities to 
learn in the four core content areas. Additionally International Leadership of Texas serves the needs of students with 
leadership, athletic, linguistic (through trilingual enrichment model), and artistic capacities to excel above grade level 
peers. These identified students will have opportunities to work together as well as individually.  These identified students 
will have opportunities to work together as well as individually.  These opportunities for exploring a curriculum with 
advanced depth and complexity of content will be provided during school hours (i.e., enrichment time offerings, 
differentiated instruction, telescoping, curriculum modifications and accommodation, acceleration) and out of school as 
well (i.e., competitions, clubs, extracurricular activities, etc).  As part of our campus master schedule, each grade level will 

mailto:lcarrasconavarrete@ILTexas.org
mailto:aneuschwander@iltexas.org
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have a designated enrichment period whereby GT identified students (as well as others) will have an opportunity to be 
challenged on their level.  Furthermore, part of the IL Texas GT service design is offering opportunities for acceleration as 
students qualify based on credit by exam qualification.  

 
Moreover, additional opportunities are offered in Middle School and High School as follows: 

-Pre AP and AP classes provide options, challenges, and appropriate depth and complexity of content. 
-Juniors and Seniors in high school have access to Dual Credit classes on the university level. 
-Leadership and Career assessment and training are provided in areas of strength (in collaboration with Kuder 

Galaxy, K-5, and Kuder Navigator 6-12). 
 

This process will be reviewed annually on a campus and district level to determine how providing services to meet 
the needs of the most capable learners can be improved. 
 
Acceleration  
Content Acceleration  
Acceleration may be used as appropriate for students in grades K-12.  Decisions to accelerate should be made by the SST 
committee, consisting of 3 trained administrators and/or teachers. Parents, the student, and others may also be included 
when applicable.  
 

- Curriculum compacting 
o Pre-assess at beginning of new academic area (MAP).  
o Curriculum is “compacted”, taught at a faster pace with time to incorporate advanced content and skills 

via differentiated instruction (of TEKS RS Units) and or via enrichment period/time.  
 

- Single-subject acceleration into advanced classroom  
o Appropriate for a student who is advanced in a specific domain such as math. 
o Use results from TTU Credit By Exam or MAP data (80-90% proficiency required). 
o The student leaves the regular classroom to attend accelerated class in appropriate grade level (i.e., 1st 

grader receiving RLA instruction with 2nd grade teacher, 5th grade student taking 6th grade math, 7th 
grader taking Algebra I, 8th graders taking English I, Dual Credit and AP courses at the high school 
level, etc). 

 
 
Grade Level Acceleration K-5 
All students are eligible to be considered for grade level acceleration, if they meet all of the following criteria: 

- score of  80% or higher on a district or state developed exam (CBE by Texas Tech) in all core areas: 
reading language arts, mathematics, science, and social studies in English and Spanish for students 
participating in fully implemented 45%/45% DLI program while taking into account 10% Chinese 
language development.   

- recommendation from SST (with teacher input) 
- student’s parent/guardian’s written approval 

 
The SST (with teacher input) will determine timeframe of when qualifying students will be accelerated into advanced grade 
level. 
 
Course Acceleration 6-12  
Students are eligible to test for credit by exam through IL Texas.  Course credit will be awarded for the following:  
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- score of 80% or higher on exam (CBE by Texas Tech)   -or- 
- score of 3 or higher on AP exam  -or- 
- score of 75 or higher on CLEP exam 

 
The course will appear on the transcript as a P (Pass).  Regardless of the exam, the grade will not be calculated into GPA.   

 
Exam Windows 

The CBE exams will be administered 4 times annually upon referral by SST.   
Testing Windows: 

- July 1-September 30     
- October 1-December 31  
- January 1-March 31  
- April 1-June 30      

 
Students may attempt exam up to two times per subject.  
Parents are responsible for the CBE exam fees unless the referral is made by the SST committee based upon a 
recommendation by the student’s teacher who observes that the student’s academic needs are not being met in the current 
grade level. 
Link to purchase CBE testing: http://www.depts.ttu.edu/k12/programs/testing/institutional/ 
 

 
Professional Development on the nature and needs of gifted students will be provided to all administrators, counselors, and 
specific instructors. Specific Instructors are required to complete the 30-hour GT Foundations training through any regional 
ESC (via both online and face-to-face platforms) and complete an additional 6-hour update annually.  Foundations 1 & 2 
(face-to-face) will include an orientation of the district's identification process and service model.  The GT Coordinator 
Ashley Neuschwander will be involved with the planning and conducting of the face-to-face training. 
* Teachers who have attended the College Board five-day summer institute will be omitted from days 3 and 4. 
 
As teachers receive their 30-hour GT training and/or 6-hour update certificates, they will need to submit their certificates 
of completion to the campus AP over GT, as well as upload the documents to Eduphoria.   For any teacher, the above 
training is not a substitute for teachers having to take the state GT exam and adding the GT supplemental to their 
teaching certificate through TEA/SBEC, if desired (not required by ILTexas). 

 
Family and Community Involvement will be encouraged. Information on GT services will be available on the website 
and will be shared at informational meetings. Family and community members will also have an opportunity to join TAGT 
parent association. Parents will be informed of the array of learning opportunities, and products and achievements will be 
shared with the community. Parents are included in the annual evaluation of GT services process. 

 
Campus GT Leads 
GT Leads will meet at least once per semester with district Advanced Academics/GT Coordinator (Ashley Neuschwander; 
aneuschwander@iltexas.org ).  GT Leads will be charged with leading their campuses towards full implementation of the 
above components of our GT program.  GT Leads will serve as Subject Matter Experts and will need to assist either in 
person or other communication with GT-SSTs or Pre-GT-SSTs to help guide the committee in making the most 
instructionally sound decisions/ interventions for our GT kids and GT-IEPs as needed.   
 
Each campus will  designate two IAs and the Media Specialist that will be trained as CogAT testing Proctors.   

http://www.depts.ttu.edu/k12/programs/testing/institutional/
mailto:aneuschwander@iltexas.org
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PEIMS Reporting 
Principals shall ensure that reports from the Texas Education Agency (TEA), which reflect actual Public Education 
Information Management System (PEIMS) data, are compared to campus reports for accuracy. 
 
The Gifted and Talented campus lead should provide appropriate data entry personnel or Advanced Academics Coordinator 
Ashley Neuschwander with the names and coding information of students who are eligible, whose documentation is in 
order, and who are being served. In no case should clerical personnel be responsible for determining a student’s gifted 
and talented indicator code. Gifted and Talented Leads are responsible for ensuring that clerical personnel or Ashley 
Neuschwander are aware of changes in a student’s services and effective dates of such changes. The designated personnel 
are then responsible for entering changes at the end of each six-week reporting period, the Gifted and Talented Lead shall 
notify the campus principal of any Gifted and Talented Report coding errors, with the principal having final signature 
verification. 
 
Authority: State Law 
State law can be found in the Texas Education Code (TEC) Chapter 29: Educational Programs; Texas Administrative Code 
(TAC) Chapter 89: Adaptations for Special Populations, Subchapter A; Gifted/Talented Education; International 
Leadership of Texas Charter School (International Leadership of Texas CHARTER SCHOOL) Board Policy 
 
 
GT Coding Within Student Information System (Skyward) 
The gifted and talented indicator code must reflect the student’s identification for gifted and talented services for each 
six-week/nine-week reporting period. 
 

● All students identified as Gifted and Talented and receiving Gifted and Talented services should be GT PEIMS 
coded including the student’s GT program entry effective date. 

 
● The gifted and talented indicator code is removed from the attendance accounting system by the clerical 

personnel, only when directed by the GT Campus Lead. The effective date of dismissal should be recorded. 
 
Documentation 
In order to claim gifted and talented enrollment for funding, documentation must be complete, which includes the 
following: 

 
● Student identification and assessment is complete according to International Leadership of Texas 

CHARTER SCHOOL policy; 
 

● Student’s G/T Program Services are complete according to International Leadership of Texas 
CHARTER SCHOOL policy: 

➢ Includes documentation of teacher’s G/T training complete according to 
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International Leadership of Texas CHARTER SCHOOL policy; 
➢ Includes documentation of student scheduled in mandated courses according to International 

Leadership of Texas CHARTER SCHOOL policy; 
➢ Includes implementation of G/T Curriculum Framework, Scholars and 

Knowledge according to International Leadership of Texas CHARTER SCHOOL policy. 
 
Controls are in place to ensure that a student is included in only one campus gifted and talented count. If the student 
changes campuses during a six-week/nine-week reporting period or attends another campus to receive gifted and talented 
instruction, the student’s participation in the program will only be counted once. 

 
At the beginning of each school year, the principal’s appointed Campus Gifted and Talented Lead shall review the 
clerical personnel input of initial coding within the Student Management System for accuracy. The principal of each 
campus has final compliance responsibility and must sign and verify the accuracy of campus coding for G/T students. 

 
At the end of each six-week/nine-week reporting period, the Campus Gifted and Talented Coordinator shall review 
the clerical personnel input within the Student Management System for accuracy. The principal of each campus has 
final compliance responsibility and must sign and verify the accuracy of campus coding. 

 

Gifted and Talented Definition 
Students who participate in services designed for Gifted and Talented Students will demonstrate skills in self-directed 
learning, thinking, research, and communication as evidenced by the development of innovative products and 
performances that are advanced in relation to students of similar age, experience, or environment and reflect 
individuality and creativity. 

 
State Definition of the Gifted and Talented Student 
TEC §29.121. DEFINITION: A Gifted and Talented Student means a child or youth who performs at, or shows the 
potential for performing at, a remarkably high level of accomplishment when compared to others of the same age, 
experience, or environment and who: 

 
1. Exhibits high performance capability in an intellectual, creative, or artistic area; 
2. Possesses an unusual capacity for leadership;or 
3. Excels in a specific academic field. 

 
Added by Acts 1995, 74th Leg., ch. 260, § 1, eff. May 30, 1995. 

 
Local Definition of Gifted and Talented 
International Leadership of Texas ISD defines Gifted and Talented as any child or youth in grades K-12 who performs 
at, or shows the potential for performing at, a remarkably high level of accomplishment when compared to others of the 
same age, experience, or environment, and who: 

1) Exhibits high performance capability in general intellectual ability; or 
2) Excels in one or more specific academic fields: math, science, language arts, and/or social studies 
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Goal of Gifted and Talented Services 
Students who participate in services designed for Gifted and Talented Students will demonstrate skills in self- directed 
learning, thinking, research, and communication as evidenced by the development of innovative products and 
performances that are advanced in relation to students of similar age, experience, or environment and that reflect 
individuality and creativity. 

 
Goals for K-12 Gifted and Talented Services 

 
1. IDENTIFICATION 
Identify students in grades K-12 who demonstrated an academic need for Gifted and Talented services using 
the criteria established by the district, approved by the board, and in compliance with the state mandates. 

 

2. SELF-DIRECTED LEARNERS 
Develop the students' capacities to become self-directed and to be confident in their ability to research and 

process information and to create and communicate their findings as they produce and present advanced-level 
products or performances as well as products and performances of professional quality at the high school exit level. 

 
3. COMPLEX THINKING SKILLS 

Enhance and refine the abstract and complex thinking and reasoning of these students through more sophisticated 
creative and critical thinking activities as they reflect and refine their own thinking processes. 

 
4. APPROPRIATE INSTRUCTIONAL STRATEGIES 

Provide students with multiple opportunities to participate in learning experiences using advanced content (within the 
four core areas) which are defensibly differentiated in depth, complexity and range through modification to content 
and/or process and/or product. Students will be able to work independently, with groups of other gifted students, and 
with groups of non-gifted peers. 
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      IMMIGRANT AND MIGRANT 
EDUCATION 
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IMMIGRANT AND MIGRANT EDUCATION PROGRAM 
Program Contact and Accountability 

 
Veronica Csorvasi, Director of EL K-12, VCsorvasi@ILTexas.org  
Krystal Lovato, Executive Director of Federal Programs, klovato@iltexas.org 

 
 
 
Responsibility 

 
The principal designates appropriate campus personnel responsible for identifying students who are eligible for the 
Migrant Education Program, ensuring that supporting documentation is in order for students. The corresponding 
data entry position is responsible for determining that the appropriate information is entered into the Student 
Management System. 

 
It is the responsibility of each Campus Data Clerk to report the entry and withdrawal of all students to the District 
Migrant point person to insure that migrant students are appropriately coded and reported. 

 
The Campus Immigrant Administrator should work collaboratively with the PEIMS Data Clerk contact (if different) in 
providing attendance personnel with names and demographic information of students who are eligible, whose 
documentation is in order, and who are being served. The Campus Immigrant Administrator is also responsible for 
ensuring that attendance personnel are aware of changes in student services and effective dates of such changes. The 
attendance personnel are then responsible for entering changes in the detailed student attendance accounting system 
(manual or automated). At the end of each six-week reporting period, the Campus Immigrant Administrator should verify 
the Student Detail Report for any demographic errors. 

 
Principals shall ensure that reports from the Texas Education Agency (TEA), which reflect actual Public Education 
Information Management System (PEIMS) data, are compared to campus reports and student folder documentation for 
reasonableness and accuracy. 

 
Definition 

 
The Federal Title I, Part C Migrant Education Program (MEP) was created in 1966 as part of a national effort to address 
the special educational needs of farm worker children who move with their families to harvest the fruits and vegetables 
that help feed our nation. The Migrant Education Program ensures that all migratory children who move among the 
states are not penalized in any manner by disparities among states in curriculum, graduation requirements or state 
academic content and student academic achievement standards. The Texas MEP’s goal is to provide all migrant children 
with the opportunity to reach challenging academic standards and graduate with a high school diploma (or complete a 
GED) in order to prepare them for responsible citizenship, further learning and productive employment. 

The term migratory child means a child, ages 3-21, who is, or whose parent or spouse is, a migratory agricultural 

mailto:VCsorvasi@ILTexas.org
mailto:klovato@iltexas.org
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worker, including a migratory dairy worker, or a migratory fisher, and who in the preceding 36 months, in order to seek 
or obtain, or accompany such parent or spouse who seeks or obtains, temporary or seasonal employment in agriculture 
or fishing work and who: 

 
● has moved from one school LEA to another 

 
● in a state that is comprised of a single LEA, has moved from one administrative area to another within such 

district, 
 
● resides in a school district of more than 15,000 square miles, and migrates a distance of 20 miles or more to a 

temporary residence to engage in a fishing activity. 
 
Data Components 

 
Data components for the SIS Migrant Panel are as follows: 

 
● Migrant Status 
● NGS Number 
● Qualifying Arrival Date 
● End of Eligibility 

 
Migrant student data is entered and maintained by the data specialist of the Migrant Education Program. Using SIS, 
schools may periodically query the roster of eligible migrant students. 

 
Documentation Required to Support Data 

 
A valid Certificate of Eligibility (COE) must be on file with the Migrant Education Program (MEP) for a student to be 
coded on SIS as a migrant student and to be considered eligible for service. 

 
Enrollment Procedure 

 
The student enrolls in the district, and the parent completes a Home Language Survey. If a country other than the United 
States of America (USA) and any of its territories is indicated as the place of birth on the survey, and he/she has attended 
a USA school for three years or less, then that student can be identified as an immigrant student. The student's date of 
entry into USA schools must be filled out by the parents on the Home Language Survey. Students in grades 9-12 may 
complete the Home Language Survey. The Home Language Survey is completed only upon initial entry, and only if there 
is no evidence of prior completion of a Home Language Survey from a previous district in Texas. 

 
Data Component: Enter Country of Origin data on the Personal panel, and Date First Entered US School data entry field 
on the Immigrant Panel/ Student and Immigrant Info. 

Required Documentation: Home Language Survey in LEP/ELL folder and Enrollment Card 
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Eligibility for Immigrant Funding 
 

A student must meet the following requirements in order to be eligible for state immigrant (Title III) funding. Student 
date of initial entry into USA schools and grade level is reviewed by the Immigrant Data Entry Contact upon the student’s 
enrollment to determine eligibility. 

 
Students entering grades PK, K or 1, and who are born outside of the USA, must automatically be given immigrant 
status if they meet the criteria above, unless a first grade student has been retained. 

 
Data Component: Report Card information, Student and Immigrant Information Panel, LEP/EL folder 

Required Documentation: Documents provided by parents at initial enrollment  

Definition of an Immigrant Student 

An immigrant student is defined as one who: 
● Is ages 3-21 years of age AND 
● Was born outside of the United States or any of its territories AND 
● Has not attended a USA school in the past three complete PEIMS years (years are cumulative and not necessarily 

consecutive) 
 
Note: Grades PK, K, and 1 students born outside of the USA must automatically be given immigrant status, unless a 
Grade 1 student has been retained. 

 
The criteria may include: 

 
● Only students who are not US citizens 
● Lawful permanent resident aliens 
● Refugees 
● Parolees 
● Persons of other immigrant status 
● Undocumented residents 

 
The criteria should exclude: 

● US citizens’ children who were born abroad 
● A student who is a citizen of the USA or born in the USA 

 
Immigrant students who meet eligibility will be coded with a “Yes” indicator in the IMMIGRANT Status Indicator grid 
on the Immigrant PEIMS Coding panel, which is determined automatically by the original calculation based on Date 
Entered USA School. The only entry in this panel will be the date in the appropriate box. The system will calculate the 
years of eligibility once this process is completed. 
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Data Component: The Country of Origin, Date First Entered USA School and Complete Years in USA codes on Student 
and Immigrant Information Panel will automatically calculate years of eligibility shown as a grid report on the Immigrant 
PEIMS Coding Panel. 

 
Required Documentation: Home Language Survey 

 
The number of complete years the student has attended a school in the USA is calculated in relation to the PEIMS 
Snapshot Date. The allowable three years of eligibility are determined by counting the total number of school years in 
which the student was enrolled (for any amount of time). Years are calculated beginning with the student's initial year in a 
USA school and are cumulatively calculated, regardless of gaps in enrollment during any of those years. 

 
Ineligibility for State PEIMS Funding 

 
An immigrant student becomes ineligible for immigrant funding after three PEIMS years of immigrant eligibility and 
will appear as a “No” in the Immigrant Status grid for not eligible. 

 
Required Documentation 

 
In order to claim Immigrant "PEIMS Eligible" years for funding, documentation must be complete. All documentation 
supporting student eligibility must be in the student’s Limited English Proficient (LEP/EL) folder (and/or in the LPAC 
Documentation binder when applicable) for every student accumulating eligible immigrant years on the Immigrant PEIMS 
Coding Panel. The documentation requirements are: the Home Language Survey and the birth certificate or other 
identifying documents. 

 
The Home Language Survey shall be administered in English and Spanish for students of other language groups, the 
Home Language Survey shall be translated into the home language whenever possible. The Home Language Survey 
shall contain the following information in accordance with the No Child Left Behind Act PL 107-110, 2001. 

● Place of birth, city and country 
● Date of initial entry into US schools 
● Number of complete academic years in a US school 

 
Written documentation of the information above must be noted on the Home Language Survey. This record must 
include the parent's signature and should contain a "date completed by parent" or "date received by district". 

 
Data Component: The Country of Origin, Immigrant Indicator Code, Date First Entered USA School and Complete 
Years in US codes on the birth city and birth state from the Student Demographic Panel. 

Required Documentation: Home Language Survey, birth certificate or other admissible document (INS card, passport). 
 
Quality Control 
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NOTE: TEA uses the Immigrant Indicator and complete years in USA School for Title III Immigrant funding. 
 
A student should have an Immigrant Indicator code recorded in the Immigrant Status Indicator grid of the Immigrant 
PEIMS Coding Panel as soon as ALL eligibility requirements have been met. All documentation must be on file to back 
up the Immigrant Status Indicator code. 

 
As soon as a student completes three academic years in a USA school, the student should no longer have an Immigrant 
Indicator code. 

 
At the beginning of each year (before the PEIMS Snapshot date), the appropriate staff should verify the status of each 
immigrant student to ensure that coding is correct. 

 
Students who are counted for funding as Immigrants must have all documentation on file. 

 
TEA Funding or Compliance Audits 

 
● Deleting important data on Immigrant Info Panel or Immigrant PEIMS Coding Panel (i.e. country of origin and 

date entered US schools) in order to be error- free on PEIMS without checking to verify information first on the 
Home Language survey and/or birth records 

 
● Missing LEP/EL folder available or empty folder LEP/EL or LEP/EL folder with outdated information 

 
● Placing too many Home Language Surveys in the LEP/EL folder 

 
● Failing to match documentation on LEP/EL folder or Home Language Survey with 

 
● Immigrant Information Panel or Immigrant PEIMS Coding Panel 

 
● Missing Country of Origin or coded as N/A on the Personal Panel 

 
● Entering Country of Origin as US or any of its territories on the Personal Panel 

 
● Missing date entered USA school on the Immigrant PEIMS Panel 
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LEAVERS  AND GRADUATES 
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LEAVERS 
Program Contact and Accountability 
Principal on campus will be the person of Program Contact and Accountability 

 
 
School Requirements 
 

Schools must document the withdrawal of students in grades 07-12 and maintain on file the appropriate paperwork 
associated with student withdrawals. Documentation is required to support all leaver and mover reason codes. All 
documents are uploaded in Skyward. 
Student withdrawals from ILTexas are coded automatically into Skyward as a “98” until required documentation 
is obtained to change to the appropriate leaver code. 

 
Leavers are students who leave Texas public education. Leavers include: 

 
✓ Graduates, 

 
✓ Students who died, 

 
✓ All dropouts, 

 
✓ Students who fail to re-enroll in the fall (no-shows), 

 
✓ Students who enroll in private school, 

 
✓ Students who enroll in an out-of-state school, 

 
✓ Students who leave for homeschooling, 

 
✓ Students who return to their home country 

 
✓ Students withdrawn by the school district 

 
✓ Students who are expelled 

 
✓ Other school leavers identified during the previous school year. 

 
✓ Student leavers in special education and other special, ungraded, or state-approved alternative programs are 

included. 
 
Movers are students who move to another Texas public school, including state charter schools and other International 
Leadership of Texas CHARTER SCHOOL schools. Movers include: 

 
✓ Students enrolled in another Texas public school district 

 
✓ Students who earn a GED certificate at a Texas examination site by August 31, or 
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✓ Students who are accounted for by other state reconciliation processes. 

 
 
 
Schools must enter appropriate leaver reason codes into the Student Management System that most accurately describes 
the student’s whereabouts during the school-start window. The school-start window extends from the first instructional 
day of school through the last Friday in September. Detailed leaver code information is available in TEA’s Appendix D, 
Summary of Leaver Reason and Required Documentation, but is summarized below. 

 
Documentation Requirements by  LEAVER-

REASON-CODE 
In addition to general documentation requirements, requirements specific to leaver reason codes also apply. 
Following are the specific documentation requirements by leaver reason code. They are grouped into four 
major categories: graduated or received an out-of-state GED, moved to other educational setting, withdrawn 
by school district, and other reasons. School leavers with this LEAVER-REASON-CODE are counted as 
dropouts for state accountability purposes: code 98. School leavers with this LEAVER-REASON-CODE are 
counted as dropouts for federal accountability purposes: codes 88, 89, 98. These designations are provided 
for information purposes only. They are not the final or comprehensive description of the definitions used for 
dropout and completion processing. For more information please see the Secondary School Completion and 
Dropouts in Texas Public Schools. 

 

 

 GRADUATED OR RECEIVED AN OUT-OF-STATED GED  

01 Student graduated from a campus in this district or charter 
Definition and use: Use for students who meet all high school graduation requirements (which includes passing 
the state assessments required for graduation) at any time during the prior school year, including the summer 
(through August 31) following the close of the prior year. To graduate, a student must satisfy the requirements 
under 19 TAC Chapter 74, Subchapter B. Special education students must satisfy requirements under 19 TAC 
§89.1070. Students who complete all course requirements for graduation in one school year but do not pass the 
state assessments required for graduation until a later year, are reported as graduates in the school year in which 
the state assessments are passed, and the diploma is issued. 
Documentation requirement: Transcript showing sufficient credits, successful completion of the state 
assessments (including testing dates) required for graduation, graduation seal, school official signature, and date 
of completion. 

 

85 Student graduated outside Texas before entering a Texas public school, entered a Texas public school, and 
left again  
Definition and use: This code may be used for students who graduated in another state or country before 
entering Texas public schools. This code may also be used for students who graduated from Texhoma High 
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School,Texhoma,Oklahoma. 
 Documentation requirement: Transcript showing sufficient credits, date, and school official signature, and a 
diploma with a graduation seal. 

86 Student completed theGED outside Texas 
Definition and use: This code may be used for students who earned GED certificates outside Texas, including 
students living in Texas and earning GED certificates online from a testing company in another state, before 
enrolling or after leaving Texas public schools.  
Documentation requirement: Acceptable documentation is a copy of theGED certificate or some other written 
document provided by the testing company showing completion of theGED.Written documentation from the 
testing company must include the date of GED completion, location, address, and contact information of the 
company. 

 

90 Student graduated from another state under the provisions of the Interstate Compact on Educational 
Opportunity for Military Children  
Definition and use: Per TEC §162.002, student lives in the household of an active-duty military serviceperson, 
transferred into Texas public schools at the beginning of or during his or her senior year, did not meet the 
requirements to graduate from Texas public schools, did meet requirements to graduate from a school in the 
sending state, and, under the provisions of the Interstate Compact on Educational Opportunity for Military 
Children, graduated from a school or district in the sending state.  
Documentation requirement: Transcript showing sufficient credits, date, and school official signature, or a 
diploma with a graduation seal 

 

 MOVED TO OTHER EDUCATIONAL SETTINGS  

24 Student entered college and is working towards an Associate’s or Bachelor’s degree  
Definition and use: This code is for students who leave secondary school to enter college early. It should be 
used for students who are enrolled full-time (at least 9 credit hours per semester). This code is also for students 
who leave school to enter a dual-credit program established by the Texas Legislature at the Texas Academyof 
Mathematics and Science at the University of North Texas, the Texas Academy of Leadership in the Humanities 
at Lamar University, the Texas Academyof Mathematics and Science at the University of Texas at Brownsville, 
and the Texas Academyof International Studies at Texas A&M International University.  
Documentation requirement: Documentation of enrollment in a college or university must indicate that the 
student is enrolled full-time in an academic program. Per federal requirement, it is not permissible for a district 
to document that, at the time of withdrawal, the student intended to enter a post-secondary educational setting. 
Beginning with students leaving in the 2011-12 school year, a district must document that the student has 
actually entered a post-secondary educational setting. One of the following types of documentation is required to 
verify enrollment: Transcript Request. Acceptable documentation of enrollment in college is a records request 
from the college in which the student is enrolled. Telephone requests must be documented in writing, including 
the date of the call, the name of the college requesting the records, the name of the person making the request, 
and the name of the person who received the call. Telephone requests should appear on a standardized, district 
approved form. The original of the form should be included in the student's permanent file. Documentation of 
the method of records dissemination also must be included in the student’s permanent file (e.g., copy of fax 
activity log, certified mail receipt, encrypted email receipt confirmation, or postage/mail log with complete 
address information for requesting school). Verification by an authorized representative of the college. Assigned 
letter from the college verifying enrollment is also acceptable documentation. The letter must state the name and 
location of the college in which the student is enrolled and the date of enrollment. Other acceptable 
documentation is written documentation of an oral statement by a representative of the college providing the 
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name and location of the college and verifying that the student is enrolled, signed and dated by an authorized 
representative of the district. Verification by the parent/guardian or qualified student. Acceptable documentation 
includes a letter, signed and dated from the parent, guardian, or qualified student stating that the student has 
enrolled in college in a program leading to an associate’s or bachelor’s degree 

60 Student is homeschooled  
Definition and use: Student is being homeschooled. This code may be used only for a student whose 
parent/guardian confirms that the student is pursuing, under the direct supervision of the parent/guardian, a 
curriculum designed to meet basic education goals. The district is not required to obtain evidence that the 
program being provided meets educational standards.  
Documentation requirement: District must document that the parent/guardian is homeschooling the student. 
Per federal requirement, it is not permissible for a district to document that, at the time of withdrawal, the 
student intended to be home-schooled. Beginning with students leaving in the 2011-12 school year, the 
following documentation is required to verify enrollment: Verification by the parent/guardian. A letter, signed 
and dated, from the parent/guardian stating that the student is being home schooled is acceptable documentation. 
Letters from parents/guardians must indicate the actual date homeschooling began.  

 

66 Student was removed by Child Protective Services (CPS) and the district has not been informed of the 
student's current status or enrollment  
Definition and use: This code applies only to Child Protective Services. Private agencies that provide asylum 
for students do not have the legal authority to remove students from school.  
Documentation requirement:Acceptable documentation includes due process documentation supporting the 
withdrawal; a written statement, signed and dated by the CPS officer, including the CPS officer's name and 
contact information; or written documentation of an oral statement by a CPS representative that the child was 
removed, including the CPS representative's name, the date of the conversation, and the signature of the school 
official.  

 

81 
82 

Student enrolled in a private school in Texas 
Student enrolled in a public or private school outside of Texas  
Definition and use: Student is enrolled in a private school in Texas (code 81), the Texas Job Corps Diploma 
Program (code 81), or a public or private school outside Texas (code 82). Documentation of actual enrollment is 
required. This code is also used when a student moves from the district without withdrawing but the district 
receives a records request. If the student enrolls in another school in the district or another public school district 
in Texas, a leaver record is not submitted. If the district did not assign code 81 or code 82 when the student 
stopped attending, the district can change the original code assigned to the student when the records request or 
communication from the parent/guardian or qualified student is received. If the original withdrawal date for the 
student is later than the date the student enrolled in the other school, the withdrawal date must be changed and all 
attendance accounting records affected by this change must be updated.  
Documentation requirement: Per federal requirement, it is not permissible for a district to document that, at the 
time of withdrawal, the student intended to enter another educational setting. Beginning with students leaving in 
the 2011-12 school year, a district must document that the student has actually enrolled in a private school in 
Texas, the Texas Job Corps Diploma Program, or a private or public school outside Texas. One of the following 
types of documentation is required to verify enrollment: Transcript Request. Acceptable documentation of 
enrollment in another school is a records request from the school in which the student is enrolled. Telephone 
requests are acceptable, but they must be documented in writing, including the date of the call, the name of the 
school requesting the records, the name of the person making the request, and the name of the person who 
received the call. Telephone requests should appear on a standardized, district-approved form. The original of 
the form should be included in the student's permanent file. Documentation of the method of records 
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dissemination also must be included in the student’s permanent file (e.g., copy of fax activity log, certified mail 
receipt, encrypted email receipt confirmation, or postage/mail log with complete address information for 
requesting school). Verification by the superintendent or authorized campus or district administrator of the 
receiving district. A signed letter from the receiving school verifying enrollment is acceptable documentation. 
The letter must state the name and location of the school in which the student is enrolled and the date of 
enrollment. Other acceptable documentation is written documentation of an oral statement by a representative of 
the receiving school providing the name and location of and contact information for the school and verifying that 
the student is enrolled, signed and dated by an authorized campus or district administrator of the district. 
Verification by the parent/guardian or qualified student.Acceptable documentation includes a letter, signed and 
dated, from the parent/guardian or qualified student stating that the student has enrolled in a private school in 
Texas or a private or public school outside of Texas leading to the completion of a high school diploma 

87 Student withdrew from/left school to enroll in the Texas Tech University ISD High School Diploma 
Program or the University of Texas at Austin High School Diploma Program  
Definition and use: Student was withdrawn from school and parent/guardian or qualified student indicated at 
the time of withdrawal that the student has enrolled in the State Board of Education-authorized Texas Tech 
UniversityISD High School Diploma Program or the Universityof Texas at Austin High School Diploma 
Program.  
Documentation requirement: The district must receive either a) a records or transcript request from the high 
school diploma program or b) a letter from the high school diploma program stating that the student is enrolled. 

 

 WITHDRAWN BY SCHOOL DISTRICT  

78 Student was expelled under the provisions of TEC §37.007 and cannot return to school  
Definition and use: This code may only be used when: • the student was expelled under the provisions of TEC 
§37.007, and • the term of expulsion has not expired or the student’s failure to attend school is due to court 
action. This code may only be used for a student who was expelled for an offense included in TEC §37.007. This 
code is not intended for use by districts which assign students to a Juvenile Justice Alternative Education 
Program (JJAEP).  
Documentation requirement: Due process documentation supporting the expulsion. 

 

83 Student was attending and was withdrawn from school by the district when the district discovered that 
the student was not entitled to enrollment in the district because a) the student was not a resident of the 
district, b) was not entitled under other provisions of TEC §25.001 or as a transfer student, or c) was not 
entitled to public school enrollment under TEC §38.001 or a corresponding rule of the Texas Department 
of State Health Services because the student was not immunized.  
Definition and use: This code is for situations in which the district discovers when verifying enrollment 
information that the student is not entitled to enrollment in the district because the student is not a resident of the 
district or is not entitled under other provisions of TEC §25.001 or as a transfer student. It is not for a student 
who was a resident of the district and who stops attending because he/she has moved. This code is also for rare 
situations in which the student has not met the requirements under TEC §38.001 or a corresponding rule of 
theTexas Department of State Health Services for immunization, provisional enrollment, orexemption. Subject 
to the exceptions in TEC §38.001(c), a student is required to be fully immunized against disease as required by 
the Texas Department of State Health Services (TEC §38.001(a)). A student may be provisionally admitted if the 
student has begun the required immunizations and continues to receive the necessary immunizations as rapidly 
as medically feasible (TEC §38.001(e)). Except as provided byTEC §38.001(c) or by rule of the Department of 
State Health Services, a student who is not fully immunized and has not begun the required immunizations may 
not attend school. For further information about enrollment procedures, please see the StudentAttendance 
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Accounting Handbook. For further information about immunization requirements,immunization exemptions,and 
immunization documentation,please contact the Texas Department of StateHealth Services.  
Documentation requirement: Due process documentation supporting the withdrawal.All district actions to 
withdraw a student must be documented or the documentation for use of this leaver reason code may be 
considered insufficient. For purposes of leaver reason code 83, due process is defined as completion of the 
following steps: 1. District provides oral or written notice, appropriately documented, to the student’s parent, 
guardian, or qualified student him- or herself of intent to withdraw the student, reasons for the withdrawal, 
effective date of withdrawal, and date of hearing or conference at which the parent, guardian, or qualified student 
will have an opportunity to respond to allegations that the student is not entitled to be enrolled in the district. 
Steps 2 and 3 are not required for cases in which the parent, guardian or qualified student agrees that the student 
is not entitled to enrollment in the district. Step 4 is always required for charter districts. 2. District provides a 
hearing or conference at which the district presents the reasons for withdrawal, and the parent, guardian, or 
qualified student is given the opportunity to respond to the reasons for withdrawal. 3. District provides a written 
report to the parent, guardian, or qualified student that contains the findings of fact and district decision 
following the hearing or conference. The written report shall include notice of the parents, guardians, or 
qualified student’s right to appeal the district’s decision. 4. Charter districts shall notify the school district in 
which the student resides within three business days of withdrawing a student from a charter school, per Texas 
Administrative Code §100.1211. 

 OTHER REASONS  

03 Student died while enrolled in school or during the summer break after completing the prior school year 
Definition and use:Self-explanatory.  
Documentation requirement: Acceptable documentation includes a copy of the death certificate or obituary, a 
program from the funeral or memorial service, a written statement from the parent or guardian, and written 
documentation of an oral statement by a parent or guardian stating that the student has died. 

 

16 Student returned to family’s home country  
Definition and use: Use for students who are leaving the United States to return to their home country. A 
student may be leaving with or without family members to live with his or her family, immediate or extended, in 
the home country. The citizenship of the student is not relevant in assigning this code. This code can also be 
usedforforeign exchange students.  
Documentation requirement: Acceptable documentation is a copy of the Transfer Document for Binational 
Migrant Student completed at the time the student withdraws from school, signed and dated by an authorized 
campus or district administrator. Acceptable documentation is also a copy of the withdrawal form signed and 
dated by the parent/guardian or qualified student and a campus or district administrator. The withdrawal form 
should indicate that the student is leaving school because the student is returning to the home country and should 
specify the destination. An original signature is not required on withdrawal forms received in the district by 
fax.Withdrawal forms received by e-mail do not need to be signed by the parent/guardian or qualified student. A 
signed letter from the parent/guardian or qualified student stating that the student is leaving school because the 
student is returning to the home country is also acceptable documentation. Acceptable documentation for foreign 
exchange students includes a written, signed, and dated statement from the student's host family or the foreign 
student advisor verifying the student's return to his or her home country. Other acceptable documentation is 
written documentation of an oral statement by an adult neighbor or other adult with knowledge of the family's 
whereabouts, signed and dated by an authorized campus or district administrator 

 

88 Student was ordered by a court to attend a GED program and has not earned a GED certificate  
Definition and use: This code is for students who are court-ordered to attend a GED program and have not 
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earned a GED certificate at any time during the prior school year, including the summer (through August 31) 
following the close of the prior year.  
Documentation requirement: Acceptable documentation is a copy of the court order stating that the student has 
been ordered to attend a high school equivalency or GED program. Documentation must include the name of the 
student, the date of the order, the name of the judge making the order, and the county in which the judge 
presides. The order should state that the court is ordering the student to attend a high school equivalency or GED 
program or to take a high school equivalency or GED exam.  

89 Student is incarcerated in a state jail or federal penitentiary as an adult or as a person certified to stand 
trial as an adult  
Definition and use: Student is incarcerated in a state jail or federal penitentiary as an adult or as a person 
certified to stand trial as an adult.  
Documentation requirement: Acceptable documentation is one of the following: 1) Oral notification from a 
law enforcement agency, the office of the prosecuting attorney, or the jail or penitentiary, to an authorized 
representative of the district, that the student is incarcerated. The written statement of the oral notification shall 
be signed and dated by the authorized representative. 2)Written notification from a law enforcement agency, the 
office of the prosecuting attorney, or the jail or penitentiary, that the student is incarcerated. 

 

98 Other(reason unknown or not listed above)  
Definition and use: This code is used for students who are withdrawn by the school district after a period of 
time because they have quit attending school and their reason for leaving is not known. It is also used for 
students who withdrew from/left school for reasons not listed above 

 

 
 
 

* PEIMS leaver codes. School leavers coded with this LEAVER-REASON-CODE are not included in the calculation of 
the dropout rate used for accountability purposes. 

 
Graduates 

 
Schools must enter appropriate leaver codes in their Student Management System for all students who have met all high 
school graduation requirements at any time during the prior school year, including the summer following the close of the 
prior year. To graduate, students must satisfy the requirements under 19 TAC, Section 74, Subchapter B. Special 
education students must satisfy requirements under 19 TAC, Section 89.1070. For GRADUATION-TYPE-CODE, report 
the code that represents the program with the most stringent requirements that was completed by the student. References 
to the various Texas State Graduation Requirements are found on the TEA website at 
http://www.tea.state.tx.us/curriculum/ugr.html. 

 
CAMPUS- ID is the campus where the student was enrolled at the time of graduation. 

 
Students who have previously completed all graduation requirements in one school year, but do not pass the exit-level 
STAAR until the next year, are reported as graduates in the year in which the STAAR test was passed. 

 
Students reported with a LEAVER-REASON-CODE of 01 must also have valid entries for DATE-OF- 

http://www.tea.state.tx.us/curriculum/ugr.html
http://www.tea.state.tx.us/curriculum/ugr.html
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GRADUATION, and GRADUATION-TYPE-CODE. 
 
Students who complete a GED program are not reported as graduates. 
Students who leave during the school year 

 
Students who leave during the school year should have documentation at the time of withdrawal and uploaded in 
Skyward. Documentation of intent to enroll in a college, a private school, an out-of-state school, another International 
Leadership of Texas CHARTER SCHOOL school, or a Texas public school must be obtained within 10 days of the last 
day the student attended school. Attempts should be made to obtain verification of enrollment at the new school. 

 
Students who fail to return in the fall 

 
For students who fail to return the following fall, the school should use the leaver reason code that most appropriately 
describes the student’s whereabouts during the school-start window (from the first instructional day of school through 
the last Friday in September). 

 
Leaver folders and documentation 

 
Schools are required to maintain leaver documentation and folders for all students in grades 7-12, who withdraw from 
the school. These folders are subject to audit and are to be available for administrative review. The contents of the 
folders must be sufficient to support the leaver code assigned to the student. Detailed documentation guidelines are 
available in TEA’s Appendix D, Summary of Leaver Reason and Required Documentation, but are summarized below. 

 
The registrar should be able to produce a copy of the student’s transcript, showing sufficient credits, successful 
completion of STAAR (including testing dates), graduation seal, school official’s signature, and date of completion. 

 
The campus PEIMS contact person for leavers and dropouts is responsible for maintaining a leaver folder for all students, 
other than graduates, who withdraw from the school. Merits of leaver documentation are assessed at the time the 
documentation is requested or received during a data inquiry investigation. Determination of the acceptability of 
documentation is made by the professional staff conducting the investigation. The professional staff member should sign 
and date the documentation to indicate the documentation  acceptability. 

 
Once a school meets the documentation standard that supports the leaver reason code used, the school is not required to 
obtain additional information on the student; however, if the school receives additional information that accurately 
substantiates the student’s current status, the documentation should be filed and the coding adjusted. Documentation can 
be obtained at any time until the PEIMS Submission 1 re-submission date in early January. Hence, the determination of 
a document’s acceptability, indicated by the professional staff member’s signature and date, should be dated prior to the 
PEIMS Submission 1 re-submission date. 

Coding may not be changed after the final PEIMS Submission 1st re-submission date, nor may data be corrected 
through the appeals process. If the school makes a mistake in coding, the school owns it. 
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Dropouts 
 
TEA is required by the Texas Legislature to use the standards of the National Center for Educational Statistics, NCES. 
These standards require that a student enroll and attend school during the school start window (from the first 
instructional day through the last Friday in September) in order to avoid being counted as a leaver and possible dropout. 
The importance of the school start window is demonstrated by the following examples. 

 
✓ If a student does not return during the school start window or is not reported with a leaver code indicating a 

continuance in school, he may be counted as a dropout. Exception: Migrant students reported through 
International Leadership of Texas CHARTER SCHOOL Migrant Department may return prior to resubmission 
in early January, if tracked through the federal tracking system. 

 
✓ Even if a student returns after the school start window and graduates the same year, he will be counted as a 

dropout. 
 

✓ If a prior year’s senior does not graduate during his/her senior year, he/she must enroll during the next year’s 
school start window, or be counted as a dropout. 

 
Campus of Accountability 

 
Leavers are assigned to the campuses that they were attending when they left the Texas public school system. Students 
referred to a Disciplinary Alternative Education Program (DAEP) or a Juvenile Justice Alternative Education Program 
(JJAEP) are assigned to a “campus of accountability” based on the campus that referred the student to DAEP or JJAEP. 
If the student is promoted beyond the terminal grade level of the referring school while attending DAEP or JJAEP, for 
dropout purposes the student will be attributed to the zoned campus of his/her grade level. 

 
It is important that a campus review the Campus of Accountability roster to determine if there are students listed on the 
roster who should not be attributed to the campus. If not corrected, the campus will become the campus of accountability 
for these students. 

 
District Requirements 

 
TEA requires International Leadership of Texas CHARTER SCHOOL to submit leaver records, referred to as “203 
records”, for students served by the district in grades 7-12 during the prior school year and those students in grades 7- 12 
who do not enroll in the district during the school-start window of the current year (from the first day of school through 
the last Friday in September). A record is not required for grades 7-12 students who were enrolled during the prior year 
and are enrolled in the school-start 

 

window of the current year. International Leadership of Texas CHARTER SCHOOL is not required to report leavers 
and movers who were in grades K - 6 during the prior school year. 

 
The chart below indicates the coding required for various prior year and current year student enrollment statuses for 
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grades 7-12. 
 

*If the student is a mover, a 203 record is not submitted. 
 
As-Of-Status-Code, when used for PEIMS Submission I, indicates a student’s school-start window status and fall as-of 
date enrollment status for the current year. 

 
As-Of-Status-Codes A, D, and E indicates that the student was enrolled last year but not within the school- start window 
this year; therefore, a school leaver record is required if the student was in grades 7-12 during the prior year. 

 
As-Of-Status-Codes B, D, and F will be used by TEA to determine the fall as-of date enrollment for each district. 

 
As-Of-Status-Code C is used to notify TEA that a student has been in the district within the school-start window during 
the current year, but not on the fall as-of date, so a 203 record is not submitted. Students coded with a C may or may not 
have been enrolled in the district during the prior year. Districts are required to report students who were not prior year 
students and were not enrolled on the current year fall as-of date. Students coded with a C will not be counted as enrolled 
students when TEA publishes enrollment counts by district. 

 

TEA Funding or Compliance Audits 
 
The following are some of the problems that are seen during audits: 

 
● Leaver code discrepancies caused by not following Appendix D guidelines 
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● No administrative signature and/or date of review on documentation 

 
● No documentation to support out-of-state GED codes 

 
● No verification of home school enrollment (parental statement) 

 
Note: If homeschool documentation indicates a name of school or business as the homeschool source, the 
leaver code should be “81” (Texas private school). If the location of the school or business is outside the state 
of Texas, the leaver code should be “82” (out of state school). 

 
● Enrollment in or out of Texas with no school or district specified 

 
● No verification of students returning to home country 

 
● No Dropout Recovery Form for students withdrawing with leaver code “98” 

 
● Requests for transcripts/records must be maintained so that the proper PEIMS Leaver Code can be assigned to 

students who do not show up at the assigned school. These students may have enrolled at a different campus, 
another Texas district, or in another state 

 
● A procedure must be established to verify the enrollment of students in area private/parochial/open enrollment 

charter schools since these schools typically do not request records if the student has a copy of the latest report 
card. A letter in the spring requesting parents to notify the school if students will be attending a non- public 
school in the fall might be a part of this procedure. Document phone calls to schools requesting verification of 
the enrollment of former students. 

 
● Leaver records must be kept on campus and available for administrative review and audit purposes for at 

least five years. 
 

● An appropriate graduate leaver code missing from Status Field in Leaver Code 
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PREGNANCY RELATED SERVICES (PRS) 
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PREGNANCY RELATED SERVICES 
Program Contact and Accountability 

 
Mary Albritton, Director of Counseling ....................................... Ext. 1025 

 
Responsibility 
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Data Component 
 
Pregnancy Related Services (PRS) are Support Services including Compensatory Education Home Instruction (CEHI) 
the pregnant student receives to help her adjust academically, mentally and physically stay in school. These services are 
delivered to the student when: 

 
● the student is pregnant and attending classes on a district/charter school campus; 
● the pregnancy prenatal period prevents the student from attending classes on a district campus; and 
● the pregnancy postpartum period prevents the student from attending classes on a district campus. 

 
The district may choose to offer both Support Services components and the CEHI component or only the CEHI 
component in a PRS Program. However, a district may not code any student as PRS in the attendance accounting system 
unless CEHI is included as one of the services provided by the district’s PRS program. 

 
The district receives 2.41 PRS weighted funding while PRS components are being provided to the student during the 
prenatal and/or postpartum periods. 
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Documentation by responsible campus officials and medical or nurse practitioners and maintaining certified teacher logs 
are required to claim PRS eligible days present for funding. (Section 7) 

 
Compensatory Education Home Instruction (CEHI) is the mandatory support service component districts offer in a 
PRS program. CEHI provides academic services to the student at home or hospital when a valid medical necessity for 
confinement during the pregnancy, prenatal, or postpartum periods that prevents the student from attending classes on a 
district campus. CEHI must consist of face-to-face contact with a certified teacher of the district providing academic 
services to the student. Substitutes can be utilized to provide CEHI; however, the individual selected as the substitute 
must be a certified teacher. The certified teacher maintains a log to document the actual amount of prenatal and 
postpartum PRS CEHI each student receives. When students are provided CEHI, the district will continue to receive the 
2.41 PRS weighted funding (i.e., students should continue to be coded in the attendance accounting system as receiving 
PRS while being served at home). Students who do not come to school and who do not receive CEHI and/or SPED 
Homebound must be counted absent in accordance with the Charts provided in this chapter. 

 
Districts may not code students as PRS in the attendance accounting system in order to receive 2.41 PRS weighted funding 
unless CEHI is included as one of the services provided by the district’s PRS Program. (for exceptions, see 9-19.12, 
Example 12 and 9.19.13 Example 13) 

 
Support Services are the optional components of a PRS program that may be provided to the student during the prenatal 
period of the pregnancy while the student is pregnant and attending school. In addition, Support Services may be 
provided during the prenatal or postpartum periods of pregnancy while the student is confined at home or hospital 
bedside for a valid medical necessity or recovering from delivery and being served with PRS CEHI. In all cases, Support 
Services are provided to support the student and should not interfere with the academic services while she is on the 
school campus or receiving CEHI at home or hospital bedside. Districts offering support services with CEHI may code 
students as PRS in the attendance accounting system in order to receive the 

 
2.41 PRS weighted funding beginning on the date support services are provided to pregnant students. Examples of 
Support Services that a district may choose to offer are: 

 
1. Counseling services including the initial session when the student discloses the pregnancy; 

 
2. Health services including services from the school nurse and certified athletic trainer; 

 
3. Transportation for the student and/or the student’s children to school, child care facility, community 

services, health services, etc; 
 

4. Instruction (inside or outside the classroom) related to parenting knowledge and skills, including child 
development, home and family living, and appropriate job readiness training; 

 
5. Child care for the student’s child(ren); 

 
6. Schedule modifications (See 9.18 Quality control); and 
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7. Case management and service coordination (assistance in obtaining services from government agencies and 
community service organizations). 

 
Prenatal CEHI 

 
● Regular education students without a need for special education or related services cannot be referred to 

special education for instructional services on the basis of being pregnant. Regular education students who 
must be confined to the home or hospital bedside for pregnancy related issues are to be provided CEHI and 
other PRS components through the PRS Program. 

 
● Students who are eligible for and receiving special education and related services and who are pregnant must be 

served collaboratively through both special education and the PRS programs. Special education eligibility and 
services do not change solely due to the student becoming pregnant including the need to hold ARD meetings 
attended by both PRS and special education staff to address the collaborative service. (See 4-14) 

 
● On Campus PRS Services: A student that is pregnant may be served with PRS Support Service while she is 

pregnant and attending classes. Districts that serve prenatal students on campus with PRS Support Services 
receive the 2.41 PRS weighted funding (i.e., student should continue to be coded in the attendance accounting 
system as receiving PRS while being served on campus). (See introduction) 

 
Prenatal Confinement 

 
● A student that is pregnant can be served at home or the hospital bedside when the pregnancy prenatal period 

prevents the student from attending classes. Districts that serve students during a prenatal confinement with PRS 
CEHI receive the 2.41 PRS weighted funding (i.e., student should continue to be coded in the attendance 
accounting system as receiving PRS while being at home). 

 
● In all instances, the CEHI component of the PRS Program must be provided to the student during the prenatal 

confinement to receive the funding. (see Introduction) 
 

● Providing the PRS support services during prenatal confinement is optional but may be necessary for the mental or 
physical health of the student to ensure that the student does not drop out of school. 

 
● Documentation for each event of prenatal confinement must be obtained from a medical or nurse practitioner 

licensed to practice in the United States to document that a medical necessity for confinement has been 
determined to exist. 
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A medical release from a medical or nurse practitioner licensed to practice in the United States must be obtained 
to allow a prenatal student confined to the home or hospital bedside to return to campus for any reason. 

 
1. There is no limit to the length of each event or the number of events a student can be provided when 

CEHI services are necessary during the pregnancy prenatal period. The length and number of times the 
student is placed on prenatal confinement CEHI services is dependent on the medical or nurse 
practitioner’s documentation for confinement and release. 

 
2. Students who do not come to school and who do not receive CEHI (and or /SPED Homebound if 

SPED) must be counted absent in accordance with the Charts provided in this chapter. 
 
Postpartum Confinement 

 
A student who delivered a live, aborted, or stillborn baby; suffered a miscarriage or death of a newborn; or placed her 
baby up for adoption can be served, beginning on the day of or day after delivery, for up to 6 consecutive weeks (weeks 
1–6) at home or the hospital bedside with 6-week postpartum confinement or break-in-service postpartum 
confinement services when the pregnancy postpartum period prevents the student from attending classes. Postpartum 
confinement can be extended for 4 weeks (weeks 7–10). However, under no circumstances will a student remain eligible 
for PRS postpartum confinement beginning on the first day of the eleventh week from the beginning date for the district 
(day of delivery or the day after delivery [see Beginning and Ending Postpartum Confinement]). 

 
A responsible campus official must record, at the district, the date a student's pregnancy ended (e.g., the date of 
delivery). 

 
Note that a student in the postpartum period of pregnancy is no longer eligible for the additional 2.41 weighted allotment 
under the PRS program when she returns to her regular service at a school or campus (exception: break-in-service 
postpartum confinement option) 

 
Beginning and Ending Postpartum Confinement 

 
The beginning date for services is the day after delivery and the district must: 

 
1. Consistently use the day after delivery for all students throughout the school year; and 

 
2. Not alternate between the beginning date options. 

 
Six-Week Postpartum Confinement is six consecutive weeks in length, beginning on the district beginning date (day of 
or day after delivery) and ending on the last day of week 6 from the beginning date for the district. 
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Extended Postpartum Confinement is four consecutive weeks in length, beginning on the first day of week seven and 
ending on the last day of week 10 from the beginning date for the district (day of or day after delivery). 

 
Break-in-Service  Confinement 

 
A student may divide the 10 weeks of PRS postpartum confinement into two periods in instances in which the infant 
remains hospitalized after delivery. This option is known as break-in-service confinement. It allows the student to use 
the first period of the postpartum confinement to recover from delivery (student recovery period). After the student is 
recovered, the student returns to school and saves the remainder of her eligible postpartum confinement time. When the 
baby is released from the hospital, the student goes back on postpartum confinement (baby recovery period) using the 
second period of postpartum confinement to care for her baby. 

 
The maximum postpartum confinement (student recovery and baby recovery periods) must not exceed 10 weeks. All 
provisions for postpartum confinement and extended postpartum confinement must be met when using the break-in- 
service postpartum confinement option 

 
Enrollment Procedures 

 
Any school age female may be enrolled in the PRS Program if they are eligible for Average Daily Attendance (ADA) 
and in the prenatal or postpartum periods of pregnancy. (see 9.7 Regular Education, special Education and PRS) 

 
● The student's eligibility to receive PRS is verified by either: 

○ A responsible campus official; 
○ A medical or nurse practitioner or nurse midwife licensed to practice in the United States. 

 
The date the student begins receiving PRS services is considered the entrance date (enrollment) into the PRS program. 

 
Withdrawal Procedures 

 
A student is no longer eligible and must be withdrawn from the PRS program on either of the following, whichever 
comes first: 

 
● The date PRS stopped and the student no longer receives services through the PRS program; 

 
● The date during the postpartum period when the student returns early after delivery to attend her regular classes 

on a school campus; 
 

● The date during the pregnancy postpartum period when no postpartum extension of services was authorized by 
a medical practitioner and the student reached the first day of the seventh week after delivery; 
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● The date during the pregnancy postpartum period when a postpartum extension was authorized by a medical 
practitioner and the student reaches the first day of the eleventh week after delivery; 

 
● The date it is determined that the student was never pregnant. In this case, all coding for this student must 

be removed from the system even if the district provided the student with any support services through 
PRS. 

 
Eligibility and Attendance 

 
Any school age female student who is in the prenatal or postpartum period of pregnancy is eligible for services under 
the PRS Program. This includes students who are pregnant and/or deliver a live, aborted, or stillborn baby, suffer a 
miscarriage, or place the baby up for adoption. 

 
Eligibility for PRS ends for the student in the postpartum period of pregnancy upon the student’s return to her regular 
service or a school campus or the first day of the eleventh week. 

 
When a student in the pregnancy prenatal period is attending regular classes and receiving PRS Support Services, the 
student is PRS eligible and will generate the additional 2.41 PRS funding allotment. 

 
When a student confined to the home in the prenatal or postpartum periods of pregnancy is receiving PRS CEHI (a 
required service of the PRS program), the student will remain eligible and continue to generate the additional 2.41 PRS 
funding allotment. 

 
After a student has delivered and immediately before beginning CEHI a student is to be counted absent until the CEHI 
services begin with a certified teacher. 

 
During the prenatal and/or postpartum periods of pregnancy attendance is taken on a weekly basis; Monday through 
Friday. A student is to be marked absent for the entire week if CEHI is not provided for a minimum of two hours in a 
week time-frame (or if the student does not come to school). 

 
A student is to be counted present for: 

 
● 2 days for 2 hours of instruction, 

 
● 3 days for 3 hours of instruction, 

 
● 4 or 5 days (entire week) for 4 hours of instruction. 

 
 
 
 
Documentation 
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In order to claim PRS eligible days present for funding, documentation must be complete. All documentation supporting 
student eligibility must be on file for every student accumulating eligible PRS days present in the Student Detail Report. 
The documentation requirements are as follows. 

● PRS and District and Campus Improvement Plans 
 

Description of the PRS program and the services offered under the program in the district and campus 
improvement plan. District and Campus Improvement Plans must: 

 
1. Include a description of the district’s PRS program 

 
2. Describe the specific services available to the student; and 

 
3. Summarize the use of the compensatory education allotment for PRS in the strategies when the 

PRS Program is utilized to serve prenatal and postpartum students. 
● Intake documentation recording date of initial contact with student regarding pregnancy. 

 
● Affirmation (by a responsible campus official, a medical practitioner or nurse midwife licensed to practice in 

the United States, or a nurse practitioner) verifying the student's pregnancy which validates her eligibility to 
receive PRS. 

 
● Certified teacher's log to include among other information: name of teacher, student ID numbers, actual time 

per visit (e.g. 10 a.m. until 12 p.m.), an adult signature obtained at each visit must be completed and on file in 
the student’s folder. This applies to both prenatal and postpartum periods. 

 
● Attendance  documentation. 

 
● For each student whose postpartum period was extended documentation from a medical practitioner licensed 

to practice in the United States verifying that the student was anticipated to be confined for an additional 
period of up to four calendar weeks. 

 
● Documentation of the date when the student's pregnancy ended (e.g., date of delivery). 

 
● A note from a medical practitioner must be obtained which requires the student to remain at home or in the 

hospital during the prenatal period. 
 

● CEHI services can be only offered to students who are enrolled and reside within the International Leadership of 
Texas CHARTER SCHOOL boundaries. 

 
● A copy of the ARD/IEP including modifications, for each special education student receiving CEHI. 

 
Exception: Only students who have tuition waiver will be served during the CEHI period, if they are living out of 
district during this period. 

 
● In the event that CEHI is offered but not provided to student, written documentation must be maintained to 

explain why the student was not provided CEHI. 



 

 

133 

 
● The principal or superintendent affirms the propriety of student eligibility when affidavits are signed. 

 
Quality Control 

 
District personnel should identify a student as receiving PRS in the attendance accounting system as soon as services under 
the PRS program begin. All documentation must be obtained expeditiously and retained for audit purposes so that 
eligibility requirements are met. 

 
When serving a pregnant SPED student, maintain the SPED and PRS records in the same file (e.g. Change of 
placement ARD proceedings). 

 
During the prenatal period, a student should no longer be identified as receiving PRS if, for any reason, the services 
stop. 

 
During the postpartum period, a student should no longer be identified as receiving PRS when the student returns to her 
regular service at her campus or at the end of the allowable postpartum period, whichever comes first. 

 
At the beginning of each school year and at the end of each 6-week reporting period, the appropriate PRS program staff 
should verify the Student Detail Report to ensure that initial coding of PRS students is correct. All coding for remaining 
students who have not delivered should b “turned off” on the day after the last day of the school year. The coding should 
resume on re-entry in the fall if the student has not delivered. 

 
Schedule modifications are an eligible service under the PRS program; however, these modifications must adhere to 
general attendance rules in order for PRS students to remain eligible for ADA. These requirements include attendance for 
at least two hours but fewer than 4 hours each day to be eligible for half-day ADA or at least four hours each day to be 
eligible for full-day ADA. 

 
No student can be coded PRS unless CEHI is provided by your district. In the event that CEHI is offered but not provided 
to a student, your district must maintain documentation explaining why the student was not provided CEHI. 

 
Monitor to assure that CTE funding is overridden during the CEHI period. 
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SPECIAL  EDUCATION PROGRAM 
 
The following information is provided to support the International Leadership of Texas Charter School Data Quality 
Initiative and to report accurate and reasonable data for Special Education and related services. The Office of Special 
Education Services strives to ensure that district and campus personnel providing service to students with disabilities 
understand the PEIMS data collection process and how it affects funding. Campus accountability and compliance 
issues are reviewed to address the accuracy of data entries and the integrity of decision makers. 

 
Program Contact and Accountability 

 
Shannon Urbina, Executive Director of Special Education, ............................................... surbina@iltexas.org 

 
Education Programs, the student’s eligibility folder shall be the primary source for compliance documentation. This 
highlights the importance of keeping all aspects of the student’s eligibility folder current, including the Record of 
Communications, Folder Access Sheet, Receipt of Procedural Safeguards, all ARD Committee documents, all FIE and 
eligibility documents, Confidential Student Reports of student assessment outcomes, Home Language Survey, referral 
documentation, and other required documentation. For more information, contact the Special Education Executive 
Director. 

 
Standard Procedures for Data Collection Responsibility 
 
Campus principals shall designate a certified Educational Diagnostician on campus to address all questions regarding 
data entry coding for services to students with disabilities. State and Federal guidelines for eligibility, timelines and 
service requirements provided by the Texas Education Agency (TEA) and the Office of Special Education Programs 
(OSEP) should be followed to maintain data quality. 
 
Special Education Administrators have the responsibility to routinely monitor the accuracy and completeness of 
data input for PEIMS reporting for each campus. Campus data reports may be printed from the Student Information 
System (SIS) and reviewed by the Special Education Administrators every six weeks. The reports should be 
reviewed within shorter time spans during targeted funding periods, such as the October Snapshot date or the last day 
of the spring instructional period. 
 
Special Education Administrators under the direction of the Special Education Director should support the efforts to 
ensure accurate date input at the campus level for special education service. 
 
The designated Campus Data Input Representative (ie. the Diagnostician or Speech Language Pathologist) should 
review special education data for accuracy weekly to ensure that required timelines for evaluation and ARD/IEP data 
are up-to-date. 
 
Eligibility Requirement or Mandated Procedures and Processes 
 

mailto:surbina@iltexas.org
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Enrollment and eligibility requirements for special education services may be reviewed in Section IV of the TEA Student 
Attendance Accounting Handbook (SAAH). Enrollment and eligibility requirements are clearly described in a number of 
examples that may occur at the campus. This handbook may be searched and downloaded from the TEA website. Access 
the Student Attendance Accounting Handbook to review the most recent handbook. 
 
 
Documentation and Quality Control Required to Support Coding 

 
 

Documentation must be completed to meet timelines and an Admission, Review and Dismissal (ARD) meeting must be 
held to determine eligibility for special education services. Referencing the TEA Student Attendance Accounting 
Handbook (SAAH), documentation and quality control issues are addressed at the end of each program section. Complete 
documentation for eligibility applies to students, age three (3) needing special education services and entering 
INTERNATIONAL LEADERSHIP OF TEXAS CHARTER SCHOOL for the first time. The following examples of 
statements for documentation are given: 
 
In order to claim special education contact hours for funding, documentation must be complete. All documentation 
supporting student eligibility must be on file for every student accumulating special education eligible days present and/or 
every student reflecting a speech therapy indicator code and locator code on the Student Detail Report. Documentation 
requirements are as follows: 
 

(7-1) Documentation to support the ARD committee findings and a copy of the IEP must be maintained in 
the student’s eligibility folder held at the campus and within e-documents in eStar and Skyward. These 
records must be uploaded to Skyward within 2 school days of the meeting and the PEIMS Data Specialist 
notified of the upload. 

 
(7-2) Documentation to support the amount of time teachers served students in the homebound instructional 
arrangement/setting each week should be retained. 

 
The following TEA examples of statements for Quality Control are: 
 

(8-1) A student should be coded with the appropriate special education codes as soon as all documentation 
is in order and the student is receiving services. 

 
(8-2) As soon as the student has been dismissed from special education, as documented by the ARD 
committee, the student should be withdrawn from special education in the attendance accounting system. 

 
(8-3) At the beginning of each school year, the appropriate special education staff should verify the student 
Detail Reports to ensure initial coding is correct and agrees with the IEP. 

 
For a complete review of documentation and quality control statements download and review Section IV Special 
Education of the TEA SAAH. 
 
Admission, Review, and Dismissal Meeting and Assessment Procedures 
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Admission, Review, and Dismissal meetings and assessments must be completed within the appropriate timelines to 
generate contact hours and funding for special education services. Campuses are informed to carefully and regularly 
review the ARD and assessment dates of all students eligible and receiving special education services to address 
timelines. ARDs and assessments must be current for students with disabilities so that the district can acquire the state 
funding allocated for the special education services. 
An ARD meeting must be held annually within 12 months to be considered current. An assessment or 
reevaluation that determines eligibility for services must be completed within a three year interval. If an ARD date 
or an assessment date is out of its timeline, funding must be stopped on the Student Information System (SIS) and 
reinstated upon completion of the service. 
 
If an ARD or assessment is not updated by the close of school in May, immediate steps must be taken to ensure that all 
ARDs and re-evaluations are made current and the correct coding re-entered on the student system. Coding must 
accurately reflect services at all times during the school year. 
 
Campus Principals and Special Education support staff should ensure all ARD meetings and re- evaluations are held 
within the legal timeframe for students with disabilities on each campus. 
 
Special Education Audit Preparation 
 
Special Education  Staff at the campus level input critical data into the Student Management System. Entered data 
translate into funding for the school district and provide other key data to the state through PEIMS. It is the 
responsibility of the campus principal to ensure that all data submitted via PEIMS is reasonable and accurate. The data 
submitted via PEIMS can either trigger or be a component of an audit by the Texas Education Agency. Key data 
considerations appear below: 
 

● Instructional Setting Code – Each student eligible for special education and related services must have an 
Instructional Setting code which accurately represents the extent to which the student receives special 
education services. There is always just one Instructional Setting code which is appropriate for the student’s 
set of services – there are no situations in which two or more codes may be appropriate. Assigning an 
Instructional Setting code must be done in compliance with the definitions of each Instructional Setting found 
in the Student Attendance Accounting Handbook and ARD/IEP decisions. 

 
● Eligibility Codes – These were previously known as “Handicapping Conditions.” These codes specify the 

student’s area(s) of eligibility as determined by an appropriate evaluation and the Admission, Review, or 
Dismissal (ARD) Committee. 

 
● Annual ARD Date – This is the date of the most recent full ARD which addresses up to one year’s 

Individualized Education Program for the student. 
 

● Full and Individual Education (FIE) Date – This is the date of the most recent eligibility evaluation for the 
student. If the ARD Committee has chosen to continue eligibility by review of existing evaluation data (REED), 
then the date of that REED is used as the FIE Date. 
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● Disability Funding Code/Effective Date – This is the funding date the student is identified as having an IDEA 

eligible disability. This is also the date the IDEA disability is removed when the student is dismissed from 
service. 

 
● Instructional Setting Code/Effective Date – This is the funding date during the current school year that the 

student first received special education services for the disability in compliance with a current ARD and FIE. If 
the student’s ARD and/or FIE is/are out-of-date, then Effective Date is listed to show no instructional setting (00) 
until such time that both the ARD and evaluation are in compliance. 

 

● Speech Therapy Code/Effective Date – Speech funding codes, 0, 1, or 2 apply when the student is identified 
with Speech Impairment as a disability. See instructions for Instructional Setting Code/Effective Date above. 

 
● Preschool Program for Children with Disabilities (PPCD)-Effective Date – The PPCD funding 

indicator is selected for students ages three – five only who have an eligible IDEA disability and are 
receiving special education services. 

 
To facilitate the accuracy of Special Education data, a PEIMS data sheet should be completed at each ARD meeting 
including initial ARD meetings, transfer/temporary meetings, and annual reviews. 
 

In the event of an audit by the Texas Education Agency or the U. S. Department of Education Office of Special Education 
Programs, the student’s eligibility folder shall be the primary source for compliance documentation. This highlights the 
importance of keeping all aspects of the student’s eligibility folder current, including the Record of Communications, 
Folder Access Sheet, Receipt of Procedural Safeguards, all ARD Committee documents, all FIE and eligibility documents, 
Confidential Student Reports of student assessment outcomes, Home Language Survey, referral documentation, and other 
required documentation. For more information, contact the Special Education Director. 
 
 

 
 
 

 
 
 
 
 

 
504 PROGRAM 

 
The following information is provided to support the International Leadership of Texas Charter School Data Quality 
Initiative and to report accurate and reasonable data for 504  and related services. The Office of Student Services 
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strives to ensure that district and campus personnel providing service to students with disabilities understand the 
PEIMS data collection process and how it affects funding. Campus accountability and compliance issues are reviewed 
to address the accuracy of data entries and the integrity of decision makers. 

 
Program Contact and Accountability 

 
Shannon Urbina; Executive Director of Special Populations ............................................... surbina@iltexas.org 
 
504 Records 

 
According to the Office of Civil Rights (OCR): 

 
Section 504 is a federal law designed to protect the rights of individuals with disabilities in programs and activities that 
receive Federal financial assistance from the U.S. Department of Education (ED). Section 504 provides: "No otherwise 
qualified individual with a disability in the United States . . . shall, solely by reason of her or his disability, be excluded 
from the participation in, be denied the benefits of, or be subjected to discrimination under any program or activity 
receiving Federal financial assistance . . . ." 

 (http://www2.ed.gov/about/offices/list/ocr/504faq.html) 
 

 
● The Special Populations Department  will maintain the official 504 Records and all updates once received from 

the 504 Campus Coordinator. Another copy of the 504 Record and updates must be maintained on the campus. 
 

● It is the responsibility of the Campus PEIMS Clerk to input the 504 Records based upon documentation 
received by the 504 Campus Coordinator. Without exception, Campus PEIMS Clerks MUST receive written 
documentation for ALL student entries before any 504 updates can take place in the Student Management 
System. 

● The 504 Coordinator will need to maintain a working copy of 504 Record to verify that students have been 
coded correctly within the Student Management System. 

 
● 504 Records need to be input into the Special Populations Data Management Program and Skyward and updated 

within 2 school days of the 504 meeting. 
 

● The 504 Campus Coordinator will need to verify all 504 Record entries within 5 school days following 
Snapshot, at the beginning the second semester, and at year end. 

 
To facilitate the accuracy of 504 data entered in PEIMS, a PEIMS data sheet should be completed at each 504 meeting 
conducted. 

 
 

http://www2.ed.gov/about/offices/list/ocr/504faq.html)
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TITLE I 
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TITLE I, PART A  RESPONSIBILITY 
Program Contact and Accountability 

 
Krystal Lovato, Executive  Director of Federal Programs,  KLovato@ILTexas.org   

 
Definition 

 
The Title I Campus Contact Person must provide personnel with names and coding information of students who 
are being served in the program. In no case should data entry/clerical personnel be responsible for determining 
whether a student is Title I eligible. 

 
Principals must ensure that reports from the Texas Education Agency (TEA), which reflect actual Public Education 
Information Management System (PEIMS) data, are compared to campus reports for reasonableness and accuracy. 

 
Title I, Part A, Schoolwide and Targeted Assistance Programs 

 
Title I, Part A, schools have either school wide or targeted assistance programs. A school wide program permits a 
school to use funds from Title I, Part A, and other federal education program funds and resources to upgrade the entire 
educational program of the school in order to raise academic achievement for all the students. A Title I, Part A, 
targeted assistance program uses funds only for supplementary educational services for low-income students who are 
failing or at risk of failing to meet state standards. All campuses within are part of a school wide program and, 
therefore, all students within campuses are to be labeled Title I, Part A. 

 
Data Components 

 
All students enrolled on a Title I, Part A, schoolwide campus must have a Title I, Part A Student Data record also 
referred to as a 461 record. 

 
Schoolwide Campus 

 
The only data elements that are to be completed for the PEIMS Fall submission for Title I, Part A, schoolwide campus 
students are: 

 
● INPUT-RECORD-TYPE-CODE (the record type code is 461) 

 
● DISTRICT-ID (the district ID is 057848) 

 
● STUDENT-ID (the student ID generated by the Student Management System at the time of enrollment or 

should be provided from transferring campus if a student is coming from a campus within the state of Texas) 
 

● CAMPUS-ID-OF-ENROLLMENT (The campus ID of enrollment is the district ID and the campus 

mailto:KLovato@ILTexas.org
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number.) 
 

● TITLE-1-PART-A-INDICATOR-CODE (The indicator code is “6” for Title I, Part A, school wide campuses. 
A “6” was pre-coded for the returning students and indicates that the student attended a Title I, Part A, school 
wide campus the prior school year.) 

 
Eligibility Requirements 

 
Section 1113 of No Child Left Behind (Public Law 107-110) contains the requirements for identifying eligible school 
attendance areas and selecting the eligible areas that will participate in the Title I, Part A, program. A school district 
may use Title I, Part A, funds only in eligible school attendance areas. 

 
A school district must use the same measure of poverty uniformly throughout the district to: 

 
● Identify eligible school attendance areas; 

 
● Determine the ranking of each area; and 

 
● Determine the allocation for each area. 

 
The school district must select a poverty measure from the following options: 

 
● The number of children ages 5 to 17 in poverty as counted by most recent census data approved by the Secretary 

[in this case, the 2010 Census]; 
 

● The number of children eligible to receive free or reduced-price lunch under the Richard B. Russell 
National School Lunch Act; 

 
● The number of children in families receiving assistance under the Temporary Assistance for Needy 

Families (TANF) program; 
 

● The number of children eligible to receive medical assistance under Medicaid program; or 
 

● A composite of any of the above indicators. 
 
Of the four measures of poverty that the statute permits a school district to use for identifying eligible school attendance 
areas and allocating funds, eligibility for free or reduced-price lunch is the measure most frequently used. 
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HEALTH  INFORMATION 
 
DRUG-FREE SCHOOL 
ILTexas is a drug-free environment. All students are prohibited from the possession, use, sale, distribution, transmittal; 
or attempt to possess, use, sell, distribute, transmit; or being under the influence of a controlled substance or dangerous 
drug (as defined by law) or alcohol or any alcoholic beverage, or any volatile chemical substance, or any intoxicant or 
behavior-altering drug on school premises or off school premises at a school-related activity, function, or event. In 
accordance with the Student Code of Conduct, students may be disciplined for any alcohol and drug related offenses. All 
individuals will be referred to appropriate law enforcement officials for criminal prosecution. 

 
TOBACCO-FREE SCHOOL NOTICE 
Smoking (including electronic cigarettes, cigars, and pipes) and using tobacco products is prohibited in school buildings, 
vehicles, or on or near school property, or at school-related or school-sanctioned events off school property. Students 
may not possess tobacco products at any of the locations or activities listed above. Student violators are subject to 
possible prosecution, as allowed by law, as well as the disciplinary terms of the Student Code of Conduct. 

 
ASBESTOS MANAGEMENT PLAN 
All school facilities have been inspected for asbestos by a licensed Asbestos Hazard Emergency Response Act 
(“AHERA”) inspector. An Asbestos Management Plan has been created for each ILTexas campus in accordance with 
federal regulations. Parents may view the Asbestos Management Plan by contacting the Principal. Copies of the 
management plan are also available at a reasonable charge. 

 
BACTERIAL MENINGITIS INFORMATION 
State law requires ILTexas to provide the following information: What is bacterial   
Meningitis? 
Meningitis is an inflammation of the membranes that surround the brain and spinal cord. Meningitis can be caused by 
viruses, parasites, fungi and bacteria. Viral meningitis is common and most people recover fully. Parasitic and fungal 
meningitis are very rare. However, bacterial meningitis is very serious and may involve complicated medical, surgical, 
pharmaceutical and life support management. 
What are the symptoms of bacterial meningitis? 
Someone with meningitis will become very ill. The illness may develop over one or two days, but it can also rapidly 
progress in a matter of hours. Not everyone with meningitis will have the same symptoms. Children (over two years old) 
and adults with bacterial meningitis commonly have a severe headache, high fever, and neck stiffness. Other symptoms 
might include nausea, vomiting, seizures, discomfort looking into bright lights, confusion and sleepiness and lethargy. In 
both children and adults, there may be a rash of tiny, red-purple spots or purple patches on the skin. These can occur 
anywhere on the body. The more symptoms, the higher the risk, so when these symptoms appear seek immediate medical 
attention. 
The diagnosis of bacterial meningitis is based on a combination of symptoms and laboratory results. How serious is 
bacterial meningitis? 

Bacterial meningitis is a serious, potentially deadly disease that can progress extremely fast. If it is diagnosed early 
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and treated promptly, the majority of people make a complete recovery. However, in some cases it can be fatal or a 
person may be left with permanent severe health problems or disability. How is bacterial meningitis spread? 
Fortunately, none of the bacteria that cause meningitis are as contagious as diseases like the common cold or the flu, and 
they are not spread by casual contact or by simply breathing the air where a person with meningitis has been. They are 
spread when people exchange saliva (such as by kissing, or by sharing drinking containers, food, utensils, cigarettes, 
toothbrushes, etc.) or come in contact with respiratory or throat secretions (such as by coughing or sneezing). 
The germ does not cause meningitis in most people. Instead, most people become carriers of the germ for days, weeks, or 
even months. The bacteria rarely overcome the body’s immune system and cause meningitis or another serious illness. 
How can bacterial meningitis be prevented? 
Maintaining healthy habits, like getting plenty of rest, can help prevent infection. Using good health practices such as 
covering your mouth and nose when coughing and sneezing and washing your hands frequently with soap and water can 
also help stop the spread of the bacteria. It’s a good idea not to share food, drinks, utensils, toothbrushes, or cigarettes. 
Limit the number of persons you kiss. 
There are vaccines available to offer protection from some of the bacteria that can cause bacterial meningitis.* The 
vaccines are safe and effective (85–90 percent). They can cause mild side effects, such as redness and pain at the 
injection site lasting up to two days. Immunity develops within seven to ten days after the vaccine is given and lasts for 
from three to five years. 

 
* Please note that the Texas Department of State Health Services (“TDSHS”) requires at least one meningococcal 
vaccination for grades 7 through 12, and state guidelines recommend this vaccination be administered between age 11 
and 12, with a booster dose at 16 years of age. Also note that entering college students must show, with limited 
exception, evidence of receiving a bacterial meningitis 

vaccination within the five-year period prior to enrolling in and taking courses at an institution of higher 
education. Please see the school nurse for more information, as this may affect a student who wishes to enroll in a dual 
credit course taken off campus. 
What should you do if you think you or a friend might have bacterial meningitis? You should 
seek prompt medical attention. 
Where can you get more information? 
Your family doctor and the staff at your local or regional health department office are excellent sources for information 
on all communicable diseases. You may also call your local health department or Regional Texas Department of Health 
office to ask about meningococcal vaccine. Additional information may also be found at the web sites for the Centers for 
Disease Control and Prevention: www.cdc.gov and the Texas Department of State Health Services (“DSHS”): 
https://www.dshs.tx.us/idcu/disease/meningitis/. 

 
 

http://www.cdc.gov/
http://www.dshs.tx.us/idcu/disease/meningitis/
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DISPENSING OF PRESCRIPTION MEDICATIONS AT SCHOOL 
 
International Leadership of Texas recognizes medication orders provided by health-care professionals (MD, DO, 
DDS, APN, PA, etc.) that are licensed by the State of Texas and have authority to write prescriptions. 
Medication must be filled by a pharmacist licensed by the State of Texas. In accordance with the Texas Board of 
Nursing, Nurse Practice Act, ILTexas will not administer medications prescribed or fulfilled in Mexico. 
All prescriptions MUST be in the ORIGINAL and be properly labeled container. Prescription labels must include the 
student's name, name of medication, date filled, dosage, how the medication is administered, time/or frequency to give 
the medication, and physician’s name printed on the bottle. All prescriptions shall be accompanied by a “Permission to 
Administer” form and signed by the parent. It must state the instructions as the prescription label and must and include 
the parent’s daytime phone numbers. 
Permission forms are available through the clinic and are active for one school year. If a prescription changes, the 
parent/guardian must complete a new permission form. 
* Parents should deliver medications to the clinic or nurse’s office for their children. Please do not send medications to 
school with the student. 
* Paperwork must be completed and signed by the parent/guardian and prescribing physician. 
* Students K-5 should NEVER have any medications in the backpacks, purses, or on themselves. 
* Medication will be secured, stored and administered only in the nurse’s office. 

 
DISPENSING OF OVER-THE-COUNTER (OTC)/NON-PRESCRIPTION MEDICATIONS AT SCHOOL 
International Leadership of Texas does not provide OTC (Over-the-counter) or prescription medication for students. 
Medication packaged as a physician’s sample or OTC must be provided by the parent/guardian and accompanied 
by a written, signed prescription by the doctor, including all information listed above. Prescription and OTC 
medications will only be given if the parent’s and physician’s current phone numbers are on file in the nurse’s 
office. 
Non-prescription medication must be provided by the parent or guardian labeled with the student's name and in the 
original manufacturer’s container. OTC medications will be kept in the nurse’s office ONLY if a medication 
administration form signed by the physician is provided. 
NO aspirin will be given to students. Herbal, experimental, trial or medications not approved by the FDA will not be 
administered to students, unless the medication is required by the student’s Individualized Education Program (“IEP”) or 
Section 504 plan for a student with disabilities. 
The nurse keeps no medications of any kind in stock. 
Any student found taking medication or giving medication to another student will be subject to school disciplinary 
action. 

 
ASTHMA AND ANAPHYLAXIS MEDICATIONS 
Asthma and anaphylaxis are life-threatening conditions, and students with those conditions are entitled to possess and 
self-administer prescription medication while on school property or at school-related events. Student possession and self-
administration of asthma or anaphylaxis medication at school requires the 

 

student to demonstrate his or her ability to self-administer the medication to the student’s physician or other licensed 
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health care provider and the school nurse, if available. Requirements also include written authorization from the student’s 
parent and physician or other licensed health care provider on file in the school office indicating the student is capable of 
independently administering his or her own asthma or emergency anaphylaxis medication. Medication in a student’s 
possession must be in an original container with a prescription label. Please note that most pharmacies will place a label 
on the inhaler device upon request. 

 
SEVERE ALLERGIC REACTION 
It is the responsibility of the parents to ensure that the nurse is aware of any student’s hypersensitivities to 
food/environment/insects. An Allergy Action Plan is advised for any student with a known history of anaphylactic 
reaction and is available from the school nurse. Students requiring medication for the treatment of an allergic reaction 
(Examples of medication include Benadryl in a lotion or pill form, 
Epipen, or topical creams) must have a signed Allergy Action Plan and a “Permission to Administer” form on file in 
the nurse’s clinic. 

 
COMMUNICABLE   DISEASES 
To protect other students from contagious illnesses, students infected with certain diseases are not allowed to come to 
school while contagious. Parents of students with a communicable or contagious disease should notify the Campus 
Principal or designee so that other students who might have been exposed to the disease can be alerted. School authorities 
will report those students who are suspected of having a reportable condition. A list of reportable conditions can be found 
on the DSHS website: http://www.dshs.state.tx.us/idcu/investigation/conditions/. 
Any student excluded from school attendance for reason of communicable disease may be readmitted by one or more of 
the following methods, as determined by the local health authority: 
* Certificate of the attending physician, advanced practice nurse, or physician assistant attesting that the child does not 
currently have signs or symptoms of a communicable disease or to the disease’s 
non-infectiousness in a school setting; 
* Submitting a permit for readmission issued by a local health authority; or 
* Meeting readmission criteria as established by the commissioner of health. 

 
IMMUNIZATIONS 
The State of Texas requires that every child in the state be immunized against vaccine preventable diseases caused 
by infectious agents in accordance with an established immunization schedule. 
To determine the specific number of doses that are required for your student, please read “2015–2016 Texas 
Minimum State Vaccine Requirements for Students Grades K–12.” For specific immunization requirements, please 
visit the Texas Department of State Health Services website at http://www.dshs.state.tx.us/immunize/school/. 
Proof of immunization may be personal records from a licensed physician or public health clinic with a signature or 
rubber-stamp validation. 
Provisional Enrollment 
A student can be enrolled provisionally for no more than 30 days if her or she transfers from one Texas school to 
another, and is awaiting the transfer or the immunization record. 

A student may be enrolled provisionally if the student has an immunization record that indicates the student has received 
at least one dose of each specified age-appropriate required vaccine. To remain enrolled, the student must complete the 

http://www.dshs.state.tx.us/idcu/investigation/conditions/
http://www.dshs.state.tx.us/immunize/school/
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required subsequent doses in each vaccine series on schedule and as rapidly as is medically feasible and provide 
acceptable evidence of vaccination to the school. ILTexas shall review the immunization status of a provisionally enrolled 
student every 30 days to ensure continued compliance in completing the required doses of vaccination. If at the end of the 
30-day period, a student has not received 
a subsequent dose of vaccine, then the student is not in compliance and ILTexas shall exclude the student from school 
attendance until the required dose is administered. 
A student who is homeless, as defined by the McKinney Act (42 U.S.C. § 11302), shall be admitted temporarily for 
30 days if acceptable evidence of vaccination is not available. ILTexas shall promptly refer the student to appropriate 
public health programs to obtain the required vaccinations. 
Exclusions from Immunization Requirements 
Exclusions from immunization requirements are allowable on an individual basis for medical reasons, reasons of 
conscience (including a religious belief), and active duty with the armed forces of the United States. 
To claim exclusion for medical reasons, the student must present a statement signed by the student’s physician (M.D. or 
D.O.), duly registered and licensed to practice medicine in the United States who has examined the student, in which it 
is stated that, in the physician’s opinion, the vaccine required is medically contraindicated or poses a significant risk to 
the health and well-being of the student or any member of the student’s household. Unless it is written in the statement 
that a lifelong condition exists, the exemption statement is valid for only one year from the date signed by the physician. 
To claim an exclusion for reasons of conscience, including a religious belief, a signed Texas Department of State Health 
Services (“TDSHS”) affidavit must be presented by the student’s parent, stating that the student’s parent declines 
vaccinations for reasons of conscience, including because of the person’s religious beliefs. The affidavit will be valid for 
a period of two years. The form affidavit may be obtained by writing the TDSHS Immunization Branch (MC 1946), P.O. 
Box 149347, Austin, Texas 78714-9347, or online at https://webds.dshs.state.tx.us/immco/default.aspx. The form must 
be submitted to the Campus Principal within 90 days from the date it is notarized. If the parent is seeking an exemption 
for more than one student in the family, a separate form must be provided for each student. Students, who have not 
received the required immunizations for reasons of conscience, including religious beliefs, may be excluded from school 
in times of emergency or epidemic declared by the commissioner of public health. To claim exclusion for armed forces, 
the student must prove that he or she is serving on active duty with the armed forces of the United States. 

 
Immunization Records Reporting 
ILTexas’ record of a student’s immunization history, while private in most instances, may be inspected by the Texas 
Education Agency, local health departments, and TDSHS and transferred to other schools associated with the transfer of 
the student to those schools. 

 
 
 
 
 
 
STEROID NOTICE 
ILTexas does not permit steroid use. A notice shall be posted in a conspicuous location in the school gym or in each other 
place in a building where physical education classes are conducted. 
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LAW ENFORCEMENT AGENCIES 
Questioning of Students 
When law enforcement officers or other lawful authorities wish to question or interview a student at school, the 
Principal will cooperate fully regarding the conditions of the interview if the questioning or interview is part of a child 
abuse investigation.  

 
STATE-MANDATED SCHOOL HEALTH SCREENING PROGRAM 
Students are screened according to the Texas Board of Education Rules and the school health programs mandated by 
the Texas Department of State Health Services. 

 
DYSLEXIA AND RELATED DISORDERS 
From time to time, students may be tested and, where appropriate, treated for dyslexia and related disorders in accordance 
with programs, rules, and standards approved by the state. Parents will be notified should ILTexas determine a need to 
identify or assess a student for dyslexia and related disorders. 
 
FITNESS TESTING 
According to requirements under state law, ILTexas will annually assess the physical fitness of students. ILTexas is not 
required to assess a student for whom, as a result of disability or other condition identified by rule or law, the assessment 
exam is inappropriate. 

 
VISION AND HEARING SCREENING 
All children enrolled in Texas schools must be screened for possible vision and hearing problems in accordance with 
regulations issued by the Texas Department of State Health Services. Students in certain grade levels identified by state 
regulations shall be screened for vision and hearing problems annually. 
Screening records for individual students may be inspected by the TDSHS or a local health department, and may be 
transferred to another school without parental consent. 
Exemption: A student is exempt from screening requirements if screening conflicts with the tenets and practices of a 
recognized church or religious denomination of which the individual is an adherent or a member. To qualify for the 
exemption, the individual or, if the individual is a minor, the minor’s parent, managing conservator, or guardian, must 
submit to the Campus Principal or designee on or before the day of admission an affidavit stating the objections to 
screening. 

 

SPINAL SCREENING 
All children in grades 6–9 must be screened for abnormal spinal curvature before the end of the school year. The 
screening requirement for students entering grade six or nine may be met if the child has been screened for spinal 
deformities during the previous year. 

A parent who declined participation in the spinal screening provided by ILTexas must submit to the Campus Principal 
or designee documentation of a professional examination which includes the results of a forward-bend test. This 
documentation must be submitted to ILTexas during the year the student is scheduled for screening or, if the 
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professional exam is obtained during the following summer, at the beginning of the following school year. 
Exemption: A student is exempt from screening if the screening conflicts with the tenets and practices of a recognized 
church or religious denomination of which the individual is an adherent or member. To qualify for the exemption, the 
student’s parent, managing conservator, or guardian must submit to the Campus Principal or designee on or before the 
day of the screening procedure an affidavit stating the objections to screening. 

 
TEXAS RISK ASSESSMENT FOR TYPE II DIABETES 
All first, third, fifth, and eighth grade students will be screened for a skin marker that may indicate high levels of 
insulin in the blood which results from insulin resistance. If the screening reveals abnormal results, the parent/guardian 
is notified through the referral process. 

 
REFERRALS 
Referrals should be returned to the school nurse as soon as possible after a specialist is seen. When referrals are not 
returned to the campus, the school nurse follows up with parents/guardians to determine whether or not the student was 
seen and treated. The State of Texas requires each school district to report screening results at the end of each school 
year. 
For questions regarding any of the above health policies, please refer to your campus Nurse. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

INTERNATIONAL LEADERSHIP OF TEXAS  

FOOD ALLERGY NOTIFICATION FORM 
 
Dear Parents, 
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ILTexas is required by law to request, at the time of enrollment, that the parent or guardian of each student attending 
an ILTexas campus disclose the student’s food allergies. This form will satisfy this requirement. 

 
This form allows you to disclose whether your child has a food allergy or severe food allergy that you believe should 
be disclosed in order for ILTexas to take necessary precautions for your child’s safety. “Severe food allergy” means a 
dangerous or life-threatening reaction of the human boy to a food borne allergen introduced by inhalation, ingestion, or 
skin contact that requires immediate medical attention. 

 
Please list any foods to which your child is allergic or severely allergic, as well as the nature of your child’s allergic 
reaction to the food. ILTexas will contact you for a note from your physician if your child has food allergies. Your child 
must have an EpiPen prescribed to help in the event of an emergency. 

 
Food: Nature of allergic reaction to the food: 

 
ILTexas will maintain the confidentiality of this form and the information provided above, and may disclose the 
information to teachers, school counselors, school nurses, and other appropriate school personnel only within the 
limitations of the Family Educational Rights and Privacy Act (“FERPA”) and Board policy. ILTexas will maintain this 
form as part of your child’s student record. 

 
Student Name: Date of Birth:   _  
Grade: _ Parent Work Phone: Home Phone:   _  Parent/Guardian Name: 
  Date:   _                     
Parent/Guardian  Signature:   _       Date form 
received by ILTexas:   _   
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Homebound Services 

 
 
 
 
 
 
 
 

Instructional Arrangements-Homebound Instruction Board Policy 
 

 
 
General Instruction 
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Consistent with TEA’s Student Attendance Accounting Handbook (“SAAH), a student to be confined for a 
minimum of four weeks to a hospital or homebound for medical reasons specifically documented by a physician 
licensed to practice in the United States may be eligible for general education homebound services. The parent’s 
request for services shall be made through the Principal in accordance with the SAAH and administrative 
procedures. 
 
The Principal or designee shall convene a placement committee composed of at least a campus administrator, a 
teacher of the student, and the parent or guardian of the student to consider the necessity of providing general 
education homebound instruction to the student. If the committee determines that such instruction is appropriate, 
the committee shall determine the type and amount of instruction to be provided and, when the student is able to 
return to the regular educational setting, the length of the transition period based on current medical information. 
 
Special Education 
For special education students, the ARD committee shall determine the type and amount of instruction to be 
provided and, when the student is able to return to regular educational setting, the length of the transition period 
based on current medical information. 
 
Documentation of Services 
The school shall maintain, in accordance with administrative procedures, full documentation about students 
receiving homebound services. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Procedures for Determining Student Eligibility for General Education Homebound (GEH) Services  
 

Overview of General Education Homebound (GEH) services 
General Education Homebound services are instructional services that are provided in a hospital or in the home by a 
qualified teacher to a student enrolled in International Leadership of Texas and who has a medical condition that prevents 
the student from attending school for a minimum of four weeks. During this period of time, the student is confined to the 
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hospital bed or at home. The final decision regarding whether or not these services will be provided is made by the campus 
GEH committee. 
 
Contacts 
Each campus has a designated GEH Coordinator. For further information, call the campus directly and ask to speak to the 
GEH Coordinator or the Principal. International Leadership of Texas also has a District GEH Coordinator who can be 
reached by calling 972-479-9078. Parents should always contact their child’s school first to discuss GEH services and any 
issues related to their child’s education. 
 
Determining eligibility for GEH services 
Students who satisfy the following criteria may be eligible for general education homebound services: 

1. The student is expected to be confined at home or to a hospital for a minimum of four weeks; AND 
2. The student is confined at home or hospital bed for medical reasons only; AND 
3. The student’s medical condition is documented by a physician licensed to practice in the United States. 

 
NOTE: In making an eligibility decision, the GEH Committee must consider the physician’s information. However, the 
physician’s note/information is not the sole determining factor in the committee’s decision-making process. Instead, all 
relevant information will be considered. 
 
If appropriate, every attempt should be made to accommodate and serve the student on campus when practically possible. 
The student’s parent/guardian should continue picking up all assignments and remain current with all class work pending a 
determination of eligibility for homebound services. 
 
GEH Committee members 
A student’s GEH Committee should include, but is not limited to: 

● A campus administrator  
● A teacher of the student; and 
● A parent or guardian of the student. 

 
A student’s GEH Committee will convene to review relevant school data and medical information regarding the student’s 
situation to determine whether or not the student requires homebound instruction. If GEH services are to be provided, it is 
the GEH Committee’s responsibility to specify the type(s) of instruction (for all subjects, including electives) and the 
amount of weekly time that a qualified teacher will provide such lessons. The committee will document each of its 
decisions on International Leadership of Texas GEH forms. 
 
Recording attendance 
General education students served through the GEH program will earn eligible days in attendance based on the number of 
hours the student is served by the assigned teacher at home or in the hospital each week. 
 
One hour of instruction equals one day in attendance for the first three hours of GEH instruction. When four or more hours 
of GEH instruction are provided, the student earns an entire week of eligible days of attendance. The following chart will be 
used to calculate eligible days present: 
 

Amount of Time 
Served per Week 

Eligible Days Present 
Earned per Week 
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1 hour 1 day present 

2 hours 2 days present 

3 hours 3 days present 

4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

More than 4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

 
Once GEH services begin, the GEH teacher will complete a homebound service log on a weekly basis. This form will be 
provided to the campus attendance clerk and the PEIMS Coordinator to record on behalf of the student. 
 
Reconvening GEH Committee 
The GEH Committee may meet periodically to re-evaluate the student’s condition and possible continued need for services. 
The committee should also meet again to re-evaluate a new physician’s form and the need for homebound services after 
six(6) weeks of services have been provided. 
 
The committee shall also reconvene at the end of the service period (as documented by the student’s licensed physician) to 
review current physician information and to make decisions regarding whether or not to continue or stop GEH services. 
 
Prior to this meeting, the parent must have the doctor complete a “Physician’s Release” in order for the student to return to 
school. The GEH Committee should also determine if a transition period is necessary. 
 
Should a transition period be needed, the GEH Committee should document all of the following: 

1. The length of time of the transition period; 
2. The amount of time the student will be served in both settings (homebound and the classroom) during the transition 

period; and 
3. The effective date of when the student is expected to return to the classroom on a full-time basis. 

 
Dismissal from GEH program 
Dismissal from the GEH program will proceed in accordance with the following steps: 

1. If the student’s physician has not provided a specific return date, the physician must first complete a “Physician’s 
Statement-Homebound Services Release” form. 

2. The homebound teacher will notify the campus GEH Coordinator when a student is being released from 
homebound instruction for entry back into school. 

3. No homebound instruction may occur after the dismissal date. 
4. The GEH Coordinator will notify the student’s teacher(s) and the campus attendance clerk when the student has 

been dismissed and will return to the regular classroom setting. 
5. Homebound instruction is usually considered a temporary arrangement and cannot be considered as equivalent to 

classroom instruction. It is imperative that students return to the classroom as soon as practical. This is usually 
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dictated by the student’s doctor. However, in unusual cases where the student’s medical condition is in doubt, 
International Leadership of Texas may request a second doctor’s opinion at its own expense and call another GEH 
Committee meeting to consider dismissing the student from GEH services depending on the results of that 
examination. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Special Education Homebound Guidelines 
 

In-home/bedside educational services for special education students are provided in accordance with International 
Leadership of Texas policies, procedures, and these guidelines. It is the responsibility of each campus Principal to designate 
personnel who are responsible for processing requests for homebound services in a timely fashion. 
 
Eligibility 
To qualify for homebound services, the student must meet eligibility requirements as documented in the current Student 
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Attendance Accounting Handbook (“SAAH”). Presently, these requirements are that the student: 
1. Is eligible for special education and related services as determined by an ARD Committee; 
2. Is expected to be confined at home or hospital bedside for a minimum of four weeks(the weeks need not be 

consecutive); 
3. Is confined at home or hospital bedside for medical reasons only; and 
4. Has a medical condition documented by a physician licensed to practice in the United States.  

 
Referral Process 
A requested for special education homebound services shall be made through the Principal. A homebound referral does not 
automatically mean that the ARD Committee will recommend homebound services. In making eligibility and placement 
decision the ARD Committee must consider information provided by the student’s physician; however, such information is 
not the sole determining factor in the ARD Committee’s decision-making process. International Leadership of Texas needs 
to make an appropriate effort to accommodate the student at the school depending on the student’s medical need and 
doctor’s information. 
 
Parents/students should continue picking up all assignments and remain current with all the work pending a determination 
of eligibility for special education homebound services. 
 
Least restrictive environment requirements  
International Leadership of Texas must ensure that; 
 

1. To the maximum extent appropriate, children with disabilities are educated with children who are nondisabled; and 
2. Special classes, separate schooling, or other removal of children with disabilities from the regular educational 

environment occurs only if the nature of severity or the disability is such that education in regular classes with the 
use of supplementary aids and services cannot be achieved satisfactory. 

 
Homebound is the most restrictive educational placement for students. Documentation should support all efforts made to 
accommodate and support the student with non-disabled peers and in the regular educational environment. 
 
Parents/guardians need to know that an ARD Committee cannot consider homebound services until necessary forms are 
completed and returned to the Principal or designee. 
 
ARD Committee 
For students already in special education who require homebound services, the assessment staff gathers information from 
school records, parent/guardian, and the student’s FIE in order to determine the student’s current functioning level and 
educational needs. The ARD Committee reviews written input from the student’s and determines if homebound services are 
appropriate. 
 
 
When the student’s placement determined to be homebound, the homebound teacher’s responsibilities during the ARD 
include: 

1. Provide input for necessary accommodations 
2. Provide the parent/guardian with relevant information concerning the special education homebound services 

program (days of instruction, times and assignments and grading responsibility) 
3. Verify telephone numbers and directions to the student’s home. 

 
Attendance requirements 
The homebound teacher will notify the attendance clerk of student absences at the end of each week. Special education 
homebound students served art home will earn eligible days present in accordance with the SAAH. Generally, attendance is 
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based on the following chart: 
 

Amount of Time 
Served per Week 

Eligible Days Present 
Earned per Week 

1 hour 1 day present 

2 hours 2 days present 

3 hours 3 days present 

4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

More than 4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

 
When absences are related to the medical diagnosis, homebound services will be offered as per the SAAH. 
 
Dismissal from special education homebound services 
There must be an ARD at the end of the homebound request period to either: 

1. Dismiss the student at the end of the projected time; or 
2. To continue the services. In this case, the ARD Committee must review a new statement from the student’s 

physician. 
If dismissal occurs, the diagnostician or campus designee will notify the campus attendance clerk and the student’s 
teacher(s) of the student’s return to campus. 
 
 
 
 
 
 
 
 

General Education Homebound Attendance Reporting 
 
The following procedures apply when reporting attendance for students served by the International Leadership of Texas 
General Education Homebound (“GEH”) services: 
 

1. Attendance will be awarded following the guidelines of the current year’s Student Attendance Accounting 
Handbook. 
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2. The Campus GEH Coordinator will notify the PEIMS clerk and campus attendance clerk when a student begins 
homebound services.  

3. The Campus GEH Coordinator will notify the campus teachers when the student begins homebound services. 
4. The homebound teacher will complete the General Education Homebound Instruction Log and submit the log on a 

weekly basis to the attendance clerk. The attendance clerk uploads the instruction log to the student’s attendance 
notes. 

5. The Homebound Instruction Log will reflect the school calendar week by week so that available instructional days 
are easily identified.  

6. Total weekly instructional time and total weekly days in attendance are summarized at the end of each instructional 
week. 

7. If absences are reported for any given day, a notation as to the reason should be made in the Notes/Other section of 
the log. 

8. While parents/guardians are asked to arrange medical appointments around the homebound teacher’s schedule, 
absences are often incurred because the student is too ill to attend to instruction. The homebound teacher may be 
able to rearrange instruction for that week but, if unable to do so, absences will be recorded according to the 
instructional hours delivered. GEH services hours may not be accumulated and carried forward from one week to 
the next or applied to a previous week. 

9. GEH students served at home will earn eligible days present based on the Student Attendance Accounting 
Handbook. Generally, attendance is based on the following chart: 

 
  

Amount of Time 
Served per Week 

Eligible Days Present 
Earned per Week 

1 hour 1 day present 

2 hours 2 days present 

3 hours 3 days present 

4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

More than 4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

 

DATA  QUALITY RESOURCES 
Websites 

 
TEA 
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http://www.tea.state.tx.us/ 

 
Legacy PEIMS Data Standards 

 
http://ritter.tea.state.tx.us/peims/standards/weds/ 

 
 
TEA Student Attendance Accounting Handbook 

 
http://tea.texas.gov/Finance_and_Grants/State_Funding/Additional_Finance_Resources/Student Attend 
ance_Accounting_Handbook/ 

 
 
TEASE / Edit+ 

 
https://seguin.tea.state.tx.us/apps/logon.asp 

 
TEAL 

 
https://pryor.tea.state.tx.us/ 

 
Texas Education Code 

 
http://www.statutes.legis.state.tx.us/?link=ED 

 
Texas Student Data System (TSDS) 
http://tea.texas.gov/Reports_and_Data/Data_Submission/Texas_Student_Data_System_%28TSDS%29/ 

 
The Network 

 
http://www.txcharternetwork.org/ 

 
 

http://www.tea.state.tx.us/
http://ritter.tea.state.tx.us/peims/standards/weds/
http://tea.texas.gov/Finance_and_Grants/State_Funding/Additional_Finance_Resources/Student__Attendance_Accounting_Handbook/
http://tea.texas.gov/Finance_and_Grants/State_Funding/Additional_Finance_Resources/Student__Attendance_Accounting_Handbook/
https://seguin.tea.state.tx.us/apps/logon.asp
https://pryor.tea.state.tx.us/
http://www.statutes.legis.state.tx.us/?link=ED
http://tea.texas.gov/Reports_and_Data/Data_Submission/Texas_Student_Data_System_%28TSDS%29/
http://www.txcharternetwork.org/
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Forms 
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INTERNATIONAL LEADERSHIP OF TEXAS  

FOOD ALLERGY NOTIFICATION FORM 
 
Dear Parents, 

 

ILTexas is required by law to request, at the time of enrollment, that the parent or guardian of each student attending 
an ILTexas campus disclose the student’s food allergies. This form will satisfy this requirement. 

 
This form allows you to disclose whether your child has a food allergy or severe food allergy that you believe should 
be disclosed in order for ILTexas to take necessary precautions for your child’s safety. “Severe food allergy” means a 
dangerous or life-threatening reaction of the human boy to a food-borne allergen introduced by inhalation, ingestion, 
or skin contact that requires immediate medical attention. 

 
Please list any foods to which your child is allergic or severely allergic, as well as the nature of your child’s allergic 
reaction to the food. ILTexas will contact you for a note from your physician if your child has food allergies. Your child 
must have an EpiPen prescribed to help in the event of an emergency. 

 
Food: Nature of allergic reaction to the food: 

 
ILTexas will maintain the confidentiality of this form and the information provided above, and may disclose the 
information to teachers, school counselors, school nurses, and other appropriate school personnel only within the 
limitations of the Family Educational Rights and Privacy Act (“FERPA”) and Board policy. ILTexas will maintain this 
form as part of your child’s student record. 

 
Student Name: Date of Birth:   _  
Grade: _ Parent Work Phone: Home Phone:   _  Parent/Guardian Name: 
  Date:   _                     
Parent/Guardian  Signature:   _       Date form 
received by ILTexas:   _   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Explanation of General Education Homebound Instruction 
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Dear Parents/Guardian: 
  
Homebound services are educational services provided in the home or hospital for a student who is unable to attend school 
because of a documented health condition. 
  
A student is eligible to be considered for general education homebound (“GEH”) services when the following conditions 
apply: 
  
1.                  The student is expected to be confined at home or hospital bedside for a minimum of four weeks (need not be 
consecutive); 
2.                  The student is confined at home or hospital bedside for medical reasons only; and 
3.                  The student’s medical condition is documented by a physician licensed to practice in the United States. 
  
When homebound services are no longer required, your child will be transitioned back to his or her previous educational 
setting. 
  
Homebound services will allow a qualified teacher to come to your home to provide instruction to your child for 4–5 hours 
per week so that your child can remain current with required classwork and assignments. The homebound teacher will meet 
with your child’s classroom teacher(s) to ensure a coordinated educational program that will prepare your child for transition 
back into the campus setting. Attendance will be kept by the homebound teacher and reported to your child’s home campus. 
  
Medical information is required from your child’s doctor before homebound services may be assigned. It is essential that you 
return this information as quickly as possible so services may begin promptly. Physician forms may be returned via parent, 
mail, or faxed to your student’s school. Homebound services cannot be initiated without this medical information. 
  
During the time the process is taking place, please continue to get assignments from your child’s teacher(s). If more 
information is needed concerning GEH services, please contact your child’s campus. 
  
Thank you, 
  
  
                                                                                __  
GEH Campus Coordinator 
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General Education Placement Homebound Placement 
  
The following form is to be utilized when the International Leadership of Texas Section 504 and/or GEH Committee is 
considering placement in general education homebound (“GEH”). 
                                                                                                                                                          
  
Date:                                      
  
Student Name:                                                            ID #:                                                  
  
Date of Birth:                                     Grade:                       
  
Campus:                                                                                             
                                                                                                                                                       
  

Committee Membership 
  
While Section 504 eligibility is determined by a group of knowledgeable persons, including persons with knowledge of the 
child, the meaning of evaluation data, and the placement options, GEH eligibility and placement requires the attendance of 
three specific people: (1) a campus administrator; (2) a teacher of the student; and (3) a parent or guardian of the student. The 
required group may overlap to satisfy requirements under both Section 504 and GEH. 
  

Participant Signatures Relationship to student 

  Administrator 

  Teacher 

  Parent 

  
The most recent and all appropriate state assessment scores, benchmarks, report cards, progress reports, and any other appropriate documents should be attached 
to this form. 
                                                                                                                                                          
  

 
 
 
 
 
 

Eligibility for GEH Services 
  
Pursuant to the Student Attendance Accounting Handbook (“SAAH”) and Board policy, the following must be answered to 
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determine GEH eligibility: 
  
Yes _____ No _____ The committee has received, and attaches to this form, a document from a physician licensed to 
practice in the United States, which meets the following criteria: 
  
1.    Indicates that the above-referenced student is expected to be confined at home or hospital bedside for a minimum of 
four weeks. The weeks need not be consecutive. 
2.       Indicates that the confinement is for medical reasons only. 
  
Yes _____ No _____ Based on the physician’s document, together with the committee’s review of current evaluation data 
(including parent input, teacher/administrator input, grade reports, work samples, results of standardized tests, etc.), the 
committee determines that the student is eligible for GEH services, and that such services shall be provided to the student as 
indicated below. The physician’s information is not the sole determining factor in the committee’s decision-making process. 
  
Where both questions above are answered with “Yes,” the student is eligible for GEH services, and the committee shall 
determine the type(s) and amount of instruction to be provided. If either question is answered “No,” the student is not eligible 
for GEH services, but may be eligible for services under Section 504. 
  
If the student is receiving special education services, please contact the counselor so an ARD meeting can be scheduled. 
  
                                                                                                                                                          
  

GEH Services 
  
GEH services will begin on _______________ (date) and end on _______________ (date).  
  
GEH services will be delivered to (address):                                                                                         
  
                                                                                                                                                          
  
GEH instruction will be provided by a qualified teacher, meaning a certified teacher when required by law and/or the 
International Leadership of Texas charter and/or a teacher having obtained NCLB “Highly Qualified” status. Over the course 
of the student’s confinement at home or hospital bedside, the student must be provided instruction in all core academic 
subject area courses in which the student is enrolled, and should be provided instruction in all other courses the student 
is enrolled in, if possible. The teacher providing GEH instruction will maintain a log of contact hours and other appropriate 
documentation related to the provision of these services. 
  
The student will be provided instruction in the following subject areas (list all subject areas to be addressed by homebound 
instruction): 
  
☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
  
☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
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☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
  
☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
  
☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
  
☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
  
☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
  
☐ A rea of instruction:                                                                   Hours per week:                    
  
Teacher whose content will be taught:                                                              
  
Please note that the teacher whose content will be taught is responsible for assignments, testing, and grading. 
  
Students served through the GEH program will earn eligible days in attendance in accordance with the standards set forth in 
the SAAH. 
                                                                                                                                                        
  
 
 
 
 
 
 
 
 
 
 
 
 
  

Optional Services 
  
Check all optional services in addition to direct instruction that apply (if any): 
  
____ Access to textbooks, assignments, projects, and tests for self-study in the following subject areas: 
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____ Access to classroom teachers by phone in the following subject areas: 
                                                                                                                                              
  
                                                                                                                                              
  
____ Extended time for completion of projects in the following subject areas: 
                                                                                                                                              
  
                                                                                                                                              
  
____ Access to educational software, distance learning, correspondence courses, or other online instruction. If yes, please 
detail services to be made available to the student. 
                                                                                                                                              
  
                                                                                                                                              
  
____ Other: 
                                                                                                                                              
  
                                                                                                                                              
  
____ Formal transition from GEH to the classroom. If the committee believes that a formal transition period is required for 
the student’s return to school, please detail the transition calendar or steps for the transition. 
                                                                                                                                              
  
                                                                                                                                              
  
                                                                                                                                              
  
  
 
 
 
 
 
 
 
 

Homebound Services Statement to Parent/Guardian 
  
Student’s Name:                                                                     Student ID #:                                                          
  
Campus:                                                                                                         Grade:                       Age:              
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Days of Service:                                                                     Time:                                                                     
  
Homebound Teacher:                                                                          Telephone:                                                 
  
Homebound instruction has been approved for my child. I agree to cooperate as follows: 
  
·         Provide a place in home that is quiet, free from distractions (away from other people and from TV), sanitary, well-lighted, 
and properly ventilated and heated. 
·         Ensure the student is prepared for instruction when the teacher arrives. Please arrange other activities, including doctor 
appointments, around scheduled instruction. 
·         Be aware that changes in the home schedule may be necessary. 
·         Ensure a responsible adult will always be in the home during instruction time. The homebound teacher will leave the 
home and the student will be counted absent if there is not an adult in the home. 
·         Notify the homebound teacher as soon as possible if the student is unable to receive instruction or if anyone in the home 
develops a contagious condition. 
·         The student must do 90% of the assigned work between the teacher’s visits. The student must be willing to work 
independently and accept the responsibility of homework with the guidance of the homebound teacher. The student should 
have uninterrupted study time. 
·         Parents and students must be aware that all tests, grades, and assignments come directly from the campus teachers. 
·         Household pets should not be allowed to interrupt home instruction. If pets are usually kept indoors, they should be 
confined to a room other than the one in which class is held. 
·         A student can be dismissed from the homebound program due to excessive unexcused absences. If scheduled instructional 
time is cancelled, absences will be reported. 
·         Homebound services cannot begin until the above conditions have been met, and homebound services may be 
discontinued if these conditions are not maintained. 
·         The student’s educational program will be planned and carried out on the basis of the limitations of the student and the 
homebound services program, which cannot provide the same experiences of regular classroom instruction. 
  
I UNDERSTAND AND AGREE TO THE ABOVE RULES. 
  
  
                                                                                                                            
Parent Signature                                                                    Date 
  
  
                                                                                                                            
Student Signature                                                                  Date 
  
  

Homebound Services Request for Medical Information 
Notice for Release/Consent to Request Confidential Information 

  
  
  
  
We are asking that you authorize the physician or agency named below to release specific records containing confidential 
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information regarding the above-named student. 
  
Requestor:     International Leadership of Texas 
                     1820 N. Glenville Dr. #100 
                     Richardson, TX 75081 
                     972-479-9078 
                     972-479-9129 (Fax #) 
  
Physician or agency to whom request is being made:                                                                            
         Address:                                                                                                                                
         Phone:                                                            Fax:                                                               
  
Information requested:          Medical information as related to homebound services 
  
Purpose of disclosure: 
☐ D eterm ination of Educational N eeds 
☐ O ther:                                                                                             
  
Please check the appropriate box: 
  
☐ Y es ☐ N o  I have been fully informed and understand that the International Leadership of Texas request for my consent 
for the release of medical information. I hereby authorize the above-named physician or agency to release the documents 
described above to International Leadership of Texas. 
  
  
                                                                                                                            
Student Signature _____________________                                                                Date 
  
  
                                                                                                                            
Parent Signature (if student is a minor) ___________________                                  Date 
  
  
Please return this form to Angela Marcellus, Executive Director of Student Services at the address and/or fax number listed 
above as soon as possible. 
  
  
 

 Physician’s Verification of Need for Homebound Services 
  
Student’s Legal Name:                                                                                     Date of Birth:                                                    
  
Please be advised that the student will receive only up to four (4) hours of home instruction per week. Therefore, returning to his/her 
home campus at the earliest possible date is imperative for peer interaction and educational success. 
  
1.       Date of Physical Exam:                                                
  
2.       Have you recommended a follow-up exam? ☐ Y es  ☐ N o   If yes, when?                                                      
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3.       Check one of the following statements: 
  
☐ The student will be confined to his/her home and/or hospital bedside for a minimum of four consecutive weeks except for visits to the 
doctor. The period of confinement is expected to last from                                  to                               
  
OR 
  
☐ The student is chronically ill and expected to be confined for a period of time totaling at least four weeks during the school year. 

  
4.       Describe the nature of the condition(s) resulting in the need for homebound services:                                                                                                                                                                                                                                                               
                                                                                                                                                                                                       
                                               
  
5.       If the period of confinement is not expected to be continuous, describe the basis for your expectations that the student will be confined 
for a period of time totaling at least four weeks during the school year. Describe circumstances or conditions of the student that will 
necessitate confinement (e.g., daily chemotherapy for four weeks):                                                                                                                                                                                                                                                              
                                                                                                                                                                                                             
                                               
  
6.       What are the criteria for the student returning to school?                                                                                                                                                                                     
                                                                                                                                                         
  
7.       Is the student confined to home?   ☐ Y es  ☐ N o   If not, is the student able to receive any instructional services on his/her 
campus (shortened school day, alternate school days, attend special events)?        ☐ Y es  ☐ N o Explain:                                                                                                                                                                                                               
                                                                                                                                                                                                             
                                                               
  
8.       Are there any accommodations that would enable the student to receive instruction on his/her campus: If yes, explain:                                                                                                                                                                                   
                                                                                                                                                                                                                                       
                               
  
9.       Is the student now physically able to perform school work with a homebound teacher?   ☐ Y es  ☐ N o   If not, please 
explain:                                                                                                                                                                                                                                                                                                                                                                                                           
                               
  
10.    Is the nature of the condition:        ☐ physical        ☐ psychological/psychiatric          ☐ combination 
  
11.    Does the student have a communicable disease that poses a risk to the homebound teacher becoming infected or carrying it to another 
student? ☐Yes ☐No    If yes, describe precautions that should be taken:                                                                                                                                                  
                                                                                                                                      
  
12.    The period of time the student is expected to receive homebound services is approximately            weeks. 
  
13.    Anticipated start date:                                                               Anticipated end date:                                                     
  
14.    Additional comments to aid school staff in serving this student:                                                                                                                                                                                                                                                                                                        
                                                                                                                                                                                                             
                                                                                                                                                                                                             
                                                               
  
Based on my examination, this student (circle one) has / does not have a serious, acute illness, injury, or a long-term medical condition 
requiring homebound services. 
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_____________________________    _____________________________  
                                                                                                                                                                                                                      
               
Physician’s name (printed)                                                                          Physician’s signature 
  
                                                              
Date 
  
                                                                                                                                                                                                                            
               
Physician’s address                                                                          City, State, Zip                                                                 
 Phone # 
  
  
Note: Homebound is intended to be a temporary school placement to provide instructional services when the student is unable 
to attend regular classes due to medical conditions. It is not an alternative placement for students who are habitually truant 
or simply refuse to attend school. 
  
 
  

 

 

 

 

 
 

Physician’s Statement – Homebound Services Release 
  
TO WHOM IT MAY CONCERN: 
  
                                  _  (student’s name) may return to the regular education program effective                                     

(date).___________________ 

  
Comments: 
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________________________    ______________________                                                                    
                                                                                
Printed name of physician                                          Signature of physician 
  
                                              
Date 
  
  
  
  
  
 
  

 

 

Homebound Services Homebound Work Assignment 
  
This assignment is due by (date):                                                                                           
  
Instructions: 
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Please place in homebound box, and include any worksheets, maps, tests, videos, and/or study sheets. 
  
Thank you. 
  
  
___________________________                                                                                              
Classroom Teacher 
  
  
  
  
To be completed by homebound teacher: 
  
Date received:                                                
  
Due date:                                                        
  
Date completed:                                             
  
  
___________________________                                                                                              
Homebound teacher signature 
  
 
 
 
 

 Homebound Services Instructional Log 
  
Student Name:                                                                                                                   Student ID #:        
 
Campus:                                                                                                                              Grade:                                                        
  
Homebound Teacher:                                                                                                           Week of:                                                   
  
A copy of this instruction log must be sent to the PEIMS clerk on a weekly basis.  
Weekly attendance is based on the following instructional hours the student is served: 
  

Amount of Time 
Served per Week 

Eligible Days Present 
Earned per Week 

1 hour 1 day present 

2 hours 2 days present 
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3 hours 3 days present 

4 or more hours 4 days present (if the week is a 4-day week); 5 days present (if the week is a 5-day week) 

  

Day Date Arrival 
Time 

Departure 
Time 

Instructional 
Time (in min.) 

Teacher’s 
initials 

Student’s 
initials 

Notes/Other 

Sun               

Mon               

Tue               

Wed               

Thur               

Fri               

Sat               

  
Total Weekly Instructional Time:                                                          Total Weekly Days in Attendance:                                        
  
  
 _______________________________      _____________________ 
Homebound Teacher Signature                                                                                              Date  
 
 _______________________________      _____________________ 
Campus Administrator                                                                                               Date 
  

 Homebound Services Time and Travel 
  
Student Name:                                                                                                                       Student ID #:     
 
Campus:                                                                                                                                  Grade: 
  
Homebound Teacher:                                                                                                           Week of:                                                   
 This sheet is to be completed and returned to the campus Admin Assistant or Budget Clerk.  
 
TRAVEL TIME:            To Student Home                              From Student Home 
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Date Depart Time Arrival Time Depart Time Arrival Time Total Travel 
Time 

            

            

            

            

            

 Total Travel Time:                                                                 
  
OTHER TIME GEH meetings, teacher consults, etc.) 

Date Start Time End Time Total Other Time Purpose 

          

          

          

          

          

 Total Other Time:                                
  
  
Homebound Teacher Signature:                                                                                                                 Date:                       
  
Office use only  Total instructional time (from log) + total travel time + total other time =Total time x /hour = total pay ($)  
Budget code:                                                
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Homebound Services Teacher Notification 
  
  
Teacher:                                                                     
  
Student:                                                                      
  
Grade:                                                
  
Date:                                               
  
Dear Teacher: 
  
The student named above has been placed in the Homebound Services Program. As of the date stated above, he/she will 
receive attendance credit according to the instructional hours the student is provided at home.. The attendance clerk will adjust 
attendance accordingly.   
  
Since the student, in most cases, will be returning to your class when his/her condition allows, I will be asking you for weekly 
assignments and tests. Once completed, I will return these assignments and tests for your grading. Assignment sheets for the 
following week will be placed in your box. Please list assignments and tests in the space provided and return to the appropriate 
homebound box as soon as possible. Prompt return of the assignments and graded work is greatly appreciated. THIS 
IS ESSENTIAL. 
  
It is impossible for homebound services to provide curriculum and materials for the numerous programs and subjects offered 
by International Leadership of Texas. Please provide all worksheets, manipulatives, and other materials needed to implement 
your lessons. 
  
Homebound sessions will typically be scheduled for four hours per week, or as determined by the student’s ARD Committee 
and or GEH Committee, during which all academic areas are covered. Approximately 90% of all assignments have to be 
completed independently by the student. Any accommodations you can make to help the homebound student be successful 
in your class are greatly appreciated. 
  
If you have any questions or concerns, I may be reached at                                          . 
  
Thank you for your assistance. 
  
  
___________________________________  
                                                                                  
Homebound Teacher 
  
  
 

Homebound Services Attendance Notification 
  
To:   Campus Attendance Clerks 
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RE:   Homebound Student 
   
Student:                                                                      
  
Grade:                                                
  
Start Date:                                          
  
This student qualifies for Homebound Services. He/she will be marked absent by the classroom teacher. The classroom 
teachers absences will need to be modified in accordance with the SAAH. The table below outlines eligible days present 
earned per week.   
  

Amount of Time 
Served per Week 

Eligible Days Present 
Earned per Week 

1 hour 1 day present 

2 hours 2 days present 

3 hours 3 days present 

4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

More than 4 hours 4 days present (if the week is a 4-day week) 
5 days present (if the week is a 5-day week) 

 
The homebound teacher will submit weekly logs on Monday following a week of service.  Please do NOT modify an absence 
without the instructional log. 
 
  
Thank you, 
  
  ________________________________                                                                             
Campus Homebound Coordinator 
  
  

Homebound Services Dismissal Notification 
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To:   Campus Attendance Clerks and Teachers 
  
RE:   Homebound Student 
  
  
Student:                                                                      
  
Grade:                                                
  
Dismissal Date:                                              
  
This student will be returning to school as of the dismissal date listed above. He/she will not longer be enrolled in the 
Homebound Services Program. As of the dismissal date, the classroom teacher should count the student absent if he/she does 
not attend class as regularly scheduled. You will be notified if the student should need homebound services again. 
  
Thank you, 
  
  
______________________________  
                                                                                  
Campus Homebound Coordinator 
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