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INTERNATIONAL LEADERSHIP OF TEXAS

BOARD POLICY MANUAL

POLICY GROUP 3 — STUDENTS

PROHIBITED DISCRIMINATION, RETALIATION,

AND HARASSMENT PG-3.2

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.

1.  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.

1.  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 [LTexas investigation regarding discrimination or harassment is subject to appropriate
discipline.

¢) 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
IT 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

Vil. Coordinator for Purposes of Compliance with Other Nondiscrimination Laws

The following person(s) have been designated to coordinate I[LTexas 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.
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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.

1) 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

1.  Actual Knowledge

“Actual knowledge” means notice of sexual harassment or allegations of sexual harassment to
[LTexas 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).

1. 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 [LTexas 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).

viil.  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
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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.

¢) 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.

[LTexas 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.

1.  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).

1.  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).

1.  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).

[LTexas 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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9.

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.

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.

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.

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.

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.

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

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).

1.  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).

1.  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).

11. 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

[LTexas 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).

Findings of fact supporting the determination.

Conclusions regarding the application of [LTexas 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.

W

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).

vil.  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 X 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.

(98]

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;

Any appeal and the result therefrom;

Any informal resolution and the result therefrom; and

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 [LTexas 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)-(D).
1) 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.

1.  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.

1.  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.

1. 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. [LTexasdesignates 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@jiltexas.org

11. Title VIlI/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.

¢) 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, [LTexas shall take prompt action to prevent prohibited conduct from occurring
during the course of the investigation.

1. 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.

11. 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

1.  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 [LTexas, 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).

1. 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. [LTexas 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).

vil.  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).

viil.  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 [LTexas 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.

¢) 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).
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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.

1.  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, [LTexas must follow a process that complies with the Title IX
regulations (see Process for Formal Title X Complaint, Sec. 3(h) below).

34 C.F.R. 106.44(b)(1).

1.  Emergency Removals

ILTexas is not precluded from removing a respondent from its education program or activity on
an emergency basis, provided that [LTexas:

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.

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.

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

8.

9.

until a determination regarding responsibility is made at the conclusion of the Title IX
formal complaint process.

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.

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.

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.

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

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).

L.

Notice of Allegations

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

1.

2.

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

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 [LTexas 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, [LTexas must promptly send written notice of the
dismissal and reason(s) therefore simultaneously to the parties.

34 C.F.R. 106.45(b)(3).

11. 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

[LTexas 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).

Findings of fact supporting the determination.

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.

P w

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)(3).

viil.  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 [X. 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;

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.

(98]

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, [LTexas 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 [LTexas 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)-(D).
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.
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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 [LTexas’
education program or activity.
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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. [LTexas 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. [LTexas 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

[LTexas 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.

1) 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.



1) 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.

1)  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 I[LTexas 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.

0) 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 [LTexas 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.

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.

Findings of fact supporting the determination.

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.

P w

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;
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.

[LTexas” 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.



Suggested Employee Handbook Language
Updated Title IX Regulations

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, [LTexas 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 [LTexas. 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 VIVADEA 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 [LTexas 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 areport 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 [LTexas 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.

e 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.

e [LTexas shall employ the preponderance of the evidence standard to determine
responsibility when reviewing formal complaints.

e [LTexas 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:

e Would not constitute sexual harassment, even if proved;
e 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:

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

e The respondent is no longer enrolled or employed by ILTexas; or

e 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.

e [LTexas 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.
e 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.

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

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

e [LTexas 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.

e [LTexas 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.

e [LTexas 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.

e 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.

e [LTexas 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.

e 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:

e Identification of the allegations potentially constituting sexual harassment;

e 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;

e Findings of fact supporting the determination;

e Conclusions regarding application of ILTexas Code of Conduct, Employee Handbook, or
other non-discrimination policies to the facts;

e 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

e [LTexas 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:

e Procedural irregularity that affected the outcome of the matter;

e 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

e 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, [LTexas 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. [LTexas 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:

e 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.

e 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** [LTexas process for making formal complaints regarding sexual harassment is
discussed in the “Sexual Harassment Prohibited” portion of the Employee Handbook.

[LTexas 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:

e 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.

e 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.

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

e 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/emplovees/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

o 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.

e 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.

e 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.

o 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. 1°* Offense: Documented “verbal” reprimand and review Code of Conduct. Two district staff
will be present and sign document as witnesses.

2. 2" Offense: Written reprimand. Two district staff will be present and sign document as
withesses.

3. 3" 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:

“fname 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.

e 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;
31U.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
525,000 or imprisoned not more than 5 years or both; or if such funds, assets or property are of a value of less than
5100, be fined not more than 51,000 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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DATA QUALITY MANUAL
2020-2021

International Leadership of Texas
1820 North Glenville Dr @ Richardson, Texas 75081 e (972) 479-9078



(Revised 07/22/2020)

This publication is provided in cooperation with

theNetwork

Texas Charter School Technical Assistance

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:

e Data type

e Standard procedures for data collection

e Eligibility requirements or mandated procedures and processes

o Documentation required to support coding

e Audit preparation including problems experienced in previous audits

PROGRAMS

e 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.

e 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
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FEpERAL 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@IL. Texas.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
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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 (TREXx) 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

o 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.

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

and accreditation. s



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

Provide verification reports to the special program coordinators to be checked for accuracy of the data in the system.

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.

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, veruz@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:

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

e Standard edit procedures available via the Internet

e An established database design with approved security measures for access

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

e  Written documentation of the values stored in the system

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

e A standard set of reports available on the Internet

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

Types of Data Currently Collected

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

e Organization (district and campus identification)

e Staff data (identification, demographic, responsibility)
e Finance data (budget, actual financial, payroll)

e Student identification and demographics
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e 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

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

e C(Classroom Link information

o Course completion data (Grades 1-12 only)

e School leaver data (graduates, dropouts), and
® Disciplinary action data (suspensions, expulsions).

TEA Utilization of Reported Data
e Audits

o [Legislative Decision-Making

e (Calculation of Administrative Costs

e Determine District and Campus Accountability Ratings

e Academic Excellence Indicator System (AEIS) — 1990-2012
e Texas Academic Performance Report (TAPR) — 2012-Current
e School Report Card

International L.eadership of Texas Use of Reported Data
e 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):

e 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

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

e 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 Submission 3 Summer Submission 4 End-of-Year
Financial Data
Prior Year
|

Included Data: Included Data: Included Data: Included Data:
“snapshot data — data s+actual audited < student attendance data, |+ Dual credit courses

reflect the status of the *financial data from +* course completion data completed during the

district on the last Friday of the previous year & Classroom Link summer

October. Data includes information

budget, staff, organization, % discipline data, ¢ extended school year services
‘:’?::vit:?lzftl;(ia:;ta . <& | restraint data, and (ESY) data, and

#Title I, Part A data. +»*bilingual/ESL summer school
graduates, dropouts, and g
other school leavers program.

identified during the prior
school year. (i.e.: 2009-2010
reports leavers for
2008-2009)
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Used to:

< calculate compensatory
entitlement,

“*monitor special
programs,

ssreport to the federal
government,

«»calculate retention,
<»calculate basic

profiles for AEIS,
and perform desk
audits.

Used to:

s#report to the state
legislature,

«*monitor special,
program expenditures,

«»audit districts, and
perform desk audits.

Used to:

s»calculate FSP final
allotments,
s»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 Susmission AND
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ResusmissioN 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
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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, PEIMS Extended Year resubmission due date for LEAs
2020

* 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.
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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
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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)
0 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 | END OF | 2 WEEKS FALL, SUMMER,
AFTER EVERY | PRIORTO |OREXTENDED
SCHOOL | SIX FALL YEAR
STARTS | WEEKS | SNAPSHOT | SUBMISSION
DATE
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) Xk E 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 CAMPUS CONTACT
OR DIRECTOR
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 Shannon Urbina Special Education Lead
(ESY)
Gifted and Talented Ashley Neuschwander Principal/Assistant Principal

Grades/Course Completion

Laura Carrasco/Angela

Principal/Assistant Principal

Marcellus

Graduates Laura Carrasco/Angela Counselor
Marcellus

Leavers Myrna Apodaca Registrar

Impact of Inaccurate Campus Data

e Financial - loss of state funds

e Accreditation status

e (Compliance reprimand

TEA Funding or Compliance Audits

e Duplicate Attendance

e Students with Perfect Attendance and No Course Completion Indicator

34



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.
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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 Signed and dated roster from Skyward
EVENT
E-DR EXCUSED PER Signed and dated Dr. note - an over the phone or
DR virtual appointment will not be considered as a visit
with a healthcare professional.
E-EC EXCUSED Funeral- Obituary - or note from the parent -
EXTENUATING approved by principal
CIRCUMSTANCE
E- OE EXCUSED Parent note explaining the situation - approved by
OTHER the principal.
EXCUSED;
E-IL EXCUSED Note from parent stating illness with date - within 3
ILLNESS 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 Documentation from citizenship office or ceremony-
NAT/CIT 1 day to and from to travel
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E-VI EXCUSED VISIT Documentation from the colleges
HIGHER
EDUCATION
E- EL EXCUSED Documentation from the Clerk's Office with date
ELECTION
CLERK
F; F-FT FIELD TRIP Signed and dated rosters
G; G- OE MILITARY Documentation with date of person deployment
DEPLOYMENT
H; H-HB HOMEBOUND Signed documents from admin over homebound and
Dr. Signed and dated log from homebound teacher
H- CEHI HOMEBOUND Documentation from admin over homebound and
PREGNANCY Dr. Signed and dated log from homebound teacher
| 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.
0; 0-0S 0SS OSS is coded by discipline officer once the action is
assigned on Skyward, no documentation is needed
P; P- DR; P-IL ABSENCE POST Signed, timed, and dated log - for elementary use
ADA; only for early release after ADA time.
ABSENCE POST Can be used when the nurse sends the student home
ADA DR Visit after ADA time, with the office visit documented in
(note) or the clinic log.
ABSENCE POST

ADA - ILLNESS
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Q EXCUSED BY Signed form from administration with dates excused
PRINCIPAL
R; R- HOLY RELIGIOUS Signed and dated letter from the church stating the Holy Day or
DAY 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 Signed and dated roster; if not recorded via online
ABSENCE system
Z TARDY ABSENT Signed, timed, and dated log
ADA
L TEACHER WEB Entered by the teacher of record via online system
TARDY
T TARDY Entered by the office via online system
PRESENT ADA
w TEACHER WEB Entered by the teacher of record via online system
ABSENCE

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:
e 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:
e Take attendance at the official time designated and for each class period.

e 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.
e 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 Dayv of School Procedures

August 13, 2020 - First Dav 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 1% day
of school earns state funding, so we must verify and document that every student is “in attendance” on the 1% 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
1** 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 ,,



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
1 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.

1% “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
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https://drive.google.com/file/d/16FgABOUNDl36QG7WKm_gtARp0nuglv_i/view

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 1% day the electronic process must be completed not later than 2:0pm on
Friday, August 14, 2020 (the 2" day of school).

For remote instruction after the 1% 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.

1% “Day Student Engagement (Attendance) Process — Attendance clerks, Campus Registrars Attendance clerks,
Campus Registrars, and GLAs shall reconcile the 1* day attendance. The 1°' 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

3.0n 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\AAT\RE\VR\SQ

E. The campus principal shall review, sign and submit the 1°* 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:

Use Skyward to take attendance at the designated time.

Take attendance at the official attendance (ADA 9:30 K-8 and 9:40 9-12).

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

L.
2.

Review the updated Membership Reporting procedures and the school district calendars.

Ensure teachers are able to access the class rosters in Skyward and email teachers with written instructions

on how to document an absent student.

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
Send reminder and Attendance 101 Flyer to teachers.

2.
3. Ifa 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.

vy

YV

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 Istday 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.



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,
e the attendance clerk shall print and distribute the 3rd period Attendance Worksheets.
e FEach teacher shall sign the Membership Report for their 3rd period respective class(es).
e 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.
e 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.

e 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

Attendance Clerk

period rosters on Membership
reconciliation dates and
deliverto teacher/

Attendance Clerkwill print3rd

Teachers

Registrar &

Teachers will doa headcount

on 3rd period to verify rosters
accuracy.

Draw a line on students that
shoud've been withdrawn
and/or add any missing
student to roster.

Ink sign and date. Retunr to
Registrar

Attendnace Clerk

Will verify rosters for any
change made by teachers.

Will make any changes on
Skyward.

Reconcile paper roster totals
vs Skyward Entity Counts.

Complete Enrollment Report
by grade level.
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Campus Admins

District Registrar

Attendance Clerkand Campus
Registrar will discuss
membership reconciliation and

PEIMS Director

Will verify signatures and

discrepancies found with Entity counts.

Campus Admins. Verify any discrepancy Final review

willink sign and date between grade level counts. Inksignand date
documents and Registrar will Ink Sign and send to PEIMS Scan backsigned copy to
scanto District Registrar. Director. campus, campus must filein

audit box for compliance
FEVIEW pUrposes.

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 L.eadership 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.

> [t 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

Yy Y Y Y Y VY Y

Y V. VY Y Y Y

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
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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:

e isin 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;

e isingrade7,8,9, 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;

e 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

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
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Documentation Requirements

State Criteria

is in prekindergrarten, kindergarten or grade
1, 2, or 3 and did not perform satisfactorily
on a readiness test Or assessment instrument
administered duringr the current school year;

Campus Documentation Required
(includes but is not limited to)

Copy of readiness test or assessment instrument used
to determine Ac-Risk status

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 curriculurm in the
current semester;

Report Card Grade (in Cuomulative Record File)

was not advanced from one grade level to the
next for one or more school years;

Evidence of Retention (in Cumulative Record File)

did not perform satisfactorily on an
assessment instrument administered to the
student under TEC 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;

TAKS Results
Test Record (in Curnulative Record File)

is pregnant or is a parent;

Life Skills Program for Student Parents Folder or
Roster

Pregnancy Related Services (PRS) folder
(Documentation with principal or counselor or in
Cumulative Record File)

has been placed in an alternative education
program in accordance with

TEC §37.006 during the preceding or current
school year;

Sending school’s Discipline records

Withdraw Form

Copy of Parent Notification (in Cumulative Record
File)
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DOCUMENTATION REQUIREMENTS

State Criteria

Campus Documentation Required (includes
but is not limited to)

has been expelled in accordance with TEC
§37.007 during the preceding or current

school year;

Discipline Reports
JJAEP Database

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

was previously reported through the PEIMS

Motwe: Confidendal Informadon
Informarion may be with counselor or principal
Sign-in sheets documenting parole officer’s visic

PEIMS Report

tor have dropped out of school; * Withdraw form
* State Dropout Report
*  ({in Cumulatdve Record File)
is a student of limited Enplish proficency, LPAC Minutes

as defined by TEC §29.052;

- L] - L]

LPAC ldendfication as LEP

Documentation in LEP Folder

Code of Y, I, or W in the LEP status field within
the Student Manapement System

{in Cumulative Record File)

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;

MNote: Confidendal Information
Information may be with counselor or principal

Sipn-in sheets documenting case worker’s visit

is homeless, as defined NCLB, Tide X, Part
C, Section 725(2), the term

“homeless children and youths™, and its
subsequent amendments; or

Enrollment Card — address of a shelter

TEA Data Collection Form

Student Residency Questdonnaire (in Cumulative
Record File)

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

Enrollment Card — address of a faciliy
(in Cumulative Record File)
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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@IL Texas.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.
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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.

e Home language survey (will be housed in student’s general folder or electronic folder in Skyward)

e Initial LPAC Paperwork
o Home Language Survey (Skyward)
o Parent Consent letter (may be housed in student’s general folder/Skyward)
o LPAC Recommendation of Placement (initial or transfer) -- (LAS links and LAS battery scores are
included unless enrolled as a previously identified LEP/EL student
o Student History Worksheet
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e Middle of Year LPAC Paperwork
LPAC Decision for State Assessments (Eduphoria)
e End of Year LPAC paperwork
o Report on Student Progress (uploaded to Skyward)
o Monitoring of Exited Students (uploaded to Skyward)
o Notification and approval of Exit (uploaded to Skyward)

Bilingual/ESL Entry Process

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

e Parental permission must be acquired within the four week period (if not included in enrollment
paperwork).

e 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).

> Qut-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:

e Dbilingual education in PK through the elementary grades;

e bilingual education, instruction or English as a second language, or other transitional language instruction
approved by the agency in middle school; and

e 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 (Englishg;



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

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

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.

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.

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 VO, 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.

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.
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6.

10.

1.

3. Ifyes, 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.

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 “VO0’. 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.

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.

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.)

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.

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.

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 7



12.

13.

14.

15.

16.

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.

Use the following chart to determine the CTE code for unpaid students in CTE “career preparation.”

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.

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.

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.

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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17.

18.

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.

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.

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;

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;

signed affidavits (by the principal or designee) affirming student eligibility;

four year plans or coherent sequence of courses signed by the student listing specific CTE courses by
name and number; or

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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Career and Technical Education Indicator Code
Fall Decision Chart (E0031)
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Career and Technical Education Indicator Code
Summer Decision Chart (E0031)
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and technical education (CTE) course™
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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.

e 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-
DATE:s 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 9IXXXXXXX series and the locally developed
EXXXXXXX series courses are not reported.

e 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.

o 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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o The COURSE-SEQUENCE-CODE identifies how the course was taught to the student during the
school year, or in the summer.

o 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.

e 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.

e Do not include audited courses or courses taken for local credit only.
e Do not include courses with SERVICE-IDs that begin with SA, SR, SS, 01, 8, or 9.

e Ifa 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. %3



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
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. 87



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
Offense Codes
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ARG

| Long Descnptson | Status™
DISRUPTIVE BEHAVIOR

CONDUCT PUNISHABLE AS FELONY
CHEATING PLAGARISM
CONTROLLED SUBSTANCE
ALCOHOL POSSES/USE/SOLD
ABUSE GLUE/AEROSOL
PUBLIC LEWDNESS INDECENT EXP
RETALIATION SCHOOL EMPLOYEE
OFF CAMPUS FELOMNY TITLE 5
OFF CAMPUS CONDIMCT
FIREARM USED EXHIBITED POSSES
ILLEGAL KNIFE
ILLEGAL CLUB
PROHIBITED WEAPON
ARSOM
MURDER
INDECEMNCY WITH A CHILD
AGGRAVATED KIDMAPPING
COMNDUCT CODE VIOLATION
CRIMIMNAL MISCHIEF
EMERG PLACEMENT
TERRORISTIC THREAT
ASSAULT ILT EMPLOYEE
ASSAULT MON ILT EMPLOYEE
AGGRAVATED ASSIALT EMPLOYEE
AGGRAVATED ASSALLT MOMN ILT
SEX ASSULT EMPLOYEE
SEX ASSULT NOM ILT
TOBACCO
GAMNG ACTIVITY
FALSE ALARM/REPORT
FELONY CONTROLLED SUBSTANCE
FELONY ALCOHOL VIOLATION
FIGHTING/MUTLUAL
TRUAMNCY PARENT
TRUANCY 3 UNEXCUSED ABSENCES
TRUANCY 10 UNEXCUSED ABSENCES
FAILURE TO EMROLL
AGGRAVATED ROBBERY
MANSLAUGHTER
CRIMIMALLY NEGLIGEMNT
DEADALY COMNDUCT
NOMN-ILLEGAL KNIFE
REGISTERED SEX OFFEMNDER COURT
REGISTERED SEX OFFENDER
CONTINUOUS SEXUIAL ABUSE
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DISTRICT OFFENSE CODES - Cont.
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L.1
L.2
L.
L.5
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BREACH OF COMPUTER SECURITY
SERIOUS MISBEHAVIOR

ACADEMIC DISHOMNESTY
BULLY/CYBERBULLYING DISABILITY
BULLY/CYBERBULLYIMNG ETH/RACE
BULLY/CYBERBULLYING GENDER
BULLY/CYBERBLULLYING SEXLAL ORI
CELL ITNFRACTIOMN

ROBBERY/THEFT

DRESS CODE INFRACTION
INAPPROPRIATE USE OF TECH
INSUBODRDIMNATION

LUMNCH BEHAVIOR 1.2.3 INFRAC

NO SHOW DORM DETENTION

NO SHOWY DRESS CODE DETENTION
MO SHOW EAGLE ACADEMY

MO SHOAW TO DETENTION

NO SHOW TO WORKOUT DETENTION
PDA

PROFAMNITY

REFUSING TO ACCEPT DISCIPLINE
SKIFPIMNG CLASS

STEALING FROM STUD, STAFF, SCH
THREATS STUDENT ON PER/FACLALTY
THREATS STUDENT TO STUDENT
VIOLATING GROOMING STAMNDARDS
DISPLAYTNG CHAR COURAGE
DISPLAYING CHAR LEADERSHIP
DISPLAYING CHAR OPTIMISM
DISPLAY CHAR SOC INTELLIGEMNCE
DISPLAYING CHAR CREATIVITY
DISPLAYING CHAR CURIOSITY
DISPLAYING CHAR ENERGY/ZEST
DISPLAY CHAR FOCUS SELF -CONT
DISPLAYING CHAR GRIT
DISPLAYING CHAR HUMILITY
DISPLAYING CHAR INITIATIVE
DISPLAYING CHAR INTEGRITY
EAGLE ACADEMY

LO.01 HALLWAY TRANSITIONS
LO.03 RECESS BEHAVIOR 1.2.3 IN
LO.03 EXCESSIVE ABSENCES

LO.OS ACADEMIC COMNCERMN

LO.OS LEAD

LO.0O7F MODEL BEHAVIOR

LO.0<% EXCESSIVE TARDY

OTHER NOT LISTED-TEACHER REF

I R e I T e I e R e e I = I = R R

N8

21
21
21
21

21

21
21

21
21
21
21
21
21
21
21
21
21
21

21

21

90



DISTRICT ACTION CODES

Action Codes

Views: [General v | Filers; “Active Action Codes v

1

Shiort Desoripton
EXPUL W/O PLACE

o5 QUT SCH SUSPENS  OUT OF SCHOOL SUSPENSION

I | Suate
| Suspension Type | Code

Acthe 0 Days
05 IN SCH SUSPENST IN SCHOOL SAPSPENSION Active 0 Days 1/In School 06
1.1 CAFETERIADUTY  CAFETERIA DUTY Active 0 Hours 1 None
L2 CLASSROOM DET CLASSROOM DETENTION Acthos 0 Hours 1| Nons
L3 CLASSROOM HELP  CLASSROOM HELPER Active 0 Hours 1 None
14 CIOUNSEL W/STU COUNSEL WITH STUDENT Active 0 Hours 1 None
L5 DET AFTER SCH DETENTION AFTER SCHOOL Acthe 0 Hours 1 None
1.6 DETENTION DETENTION MORN, LUNCH, AFT SCH Bctive 0 Hours 1 Nong
1.7 DISMISSAL HELP DISMISSAL HELPER Active 0 Hours 1 None
1.8 DORM DETENTION  DORM DETENTION Active 0 Hours 1 None
1.9 DRESS CODE DET DRESS CODE DETENTION Active 0 Hours 1 Nore
0. EA-LUNCH EAGLE ACADEMY LUNCH Active 0 Hours 1 None
11. EAGLE BUCKS EAGLE BUCKS Bcthe 0 Hours 1 None
12 EAGLE ACADEMY EAGLE ACADEMY Active 0 Hours 1 None
13 E-MAIL TO PAR E-MAIL NOTICE TO PARENT Bcthes 0 Hours 1 None
15. GRADE REDUCTION  GRADE REDUCTION FOR CHEAT/PLAG Acthve 0 Hours 1 None
16 TRUANCY FINE TRUANCY FINE ASSESSED Active 0 Days 1/ None 16
17 TRUANCY MO FINE  TRUANCY NO FINE ASSESSED Active 0 Days 1 None 17
19. MOARNING HELPER  MORNING HELPER Acthe 0 Hours 1 None
20. MORNING TUTOR.  MORNING TUTORIALS Acthe 0 Hours 1/ Nong
21. OFFICE AIDE OFFICE AIDE Active 0 Hours 1 None
4. PAR-ADMIN CONF  PARENT ADMIN CONFERENCES Acthve 0 Hours 1 None
25 PART DAY 055 PARTIAL DAY OS5 Active 0 Days 1 None 5
% PART DAY 155 PART DAY 155 Acthe 0 Days 1 None 6
7. PHYSICAL ACT PHYSICAL ACTIVITY Acthes 0 Hours 1 None
k.- RECOMMEND EXP RECOMMENDATION OF EXPULSION Brtive 0 Howrs 1 Nome
= RECOMMEND SUS  RECOMMENDATION OF SUSPENSION Brthee 0 Hours 1 None
0. REFERRAL TO ADM  REFERRAL TO ADMINISTRATION Acthe 0 Hours 1 None
3. REFERRAL TOGLA  REFERRAL TO GLA Bctive 0 Hours 1 None
. REFERRAL OVS AG  REFERRAL TO QUTSIDE AGENCY Bctive 0 Hours 1 None
kc} Lurch Detenticn Lunch Detention with the GLA Active .5 Hours 1 None
34, REWARDS POINTS  REWARDS POINTS Acthe 0 Hours 1 Nons
35, SATURDAY DET SATURDAY DETENTION Bctive 0 Hours 1 None
3. SATURDAY TUTOR  SATURDAY TUTORING Bctive 0 Hours 1 Mone
3. SCHOOL PROS SCHOOL PROBATION Active 0 Hours 1 None
8. SEATING CHANGES  SEATING CHANGES IN CLASS Bcthve 0 Hours 1 None
. SHORT-TERM REM  SHORT-TERM REMOVAL Acthe 0 Hours 1 None
40, S5T REFERRAL S5T REFERRAL Active 0 Hours 1| Nong
41. TEMP CONFIS TEMPORARY CONFISCATION Bctive 0 Hours 1 None
a2 TIMEOUT TIMEOUT Bctive 0 Hours 1 None
45, WORKOUT DET WORKOUT DETENTION Bctive 0 Hours 1 None
a5, VERBAL WARNING  VERBAL WARNING Active 0 Hours 1 MNone
47. WITHDRWL OF PRI WITHDRAWAL OF PRIVILEGES Acthe 0 Hours 1 Mone
a8 WORKOUT MOR DET  WORKDUT MORNING DETENTION Acthy 0 Hours 1 Mong
L] EXP/NO PLAC/SED  EXPUL/NO PLACEMENT/SP ED Active 0 Hours 1 Expulsion 50
55 HALL MONTTOR HALL MONITOR Athey 0 Hours 1 Mong
56 PAR TEACH CONF PAREMT TEACHER CONFERENCE Bctive 0 Howrs 1 MNong
57 PHONE CALL PAR  PHONE CALL TO PARENT Acthve 0 Hour's 1 None
58 REFLECTION ESSY  REFLECTION ESSAY Bcthe 0 Hours 1 None
o OTHER OTHER Bctive 0 Hours 1 None
B50 AFTER SCH DIS AFTER SCHOOL DISCIPLINE Acthes 0 Hours 1 Mone
maa Mandatory Eaght Mandatory Eaghe Acadeny Activg 1 Hour 1 Mong
TDE TARDY DETENTION  TARDY DETENTION Acthay 0 Hours 1 Nong
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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 wi