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INTRODUCTION

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

Standard procedures for data collection

Eligibility requirements or mandated procedures and processes

e Documentation required to support coding

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 the 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.

Most recently, the agency has consolidated data collection across separate data systems to support state and federal

reporting requirements into the TSDS Core Collection. The TSDS Core Collection will improve and standardize the
completion, submission, validation and reporting processes for many of these data collections.
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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@Il Texas.org

Krystal Lovato, Executive Director of Federal Programs, KLovato@iltexas.org

James Dworkin, Chief Financial Officer, jdworkinr@II 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

The 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

14
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as the media, to determine if data are compatible with PEIMS data, are reasonable based on trend analysis, and comply
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 an 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.

15



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

e Responsible for overseeing the reasonableness and accuracy of data by designing and implementing procedures
at the campus to ensure 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.
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e C(Collaborate with principal to designate campus contacts for each data type that impacts funding, compliance,
and accreditation.

e Compile a list of persons at the campus responsible for special program content knowledge should be
distributed to the necessary personnel.

e 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

e Responsible for entering data as specified by a campus professional staff member.
e All data entry persons must be trained in the district’s SMS software system in a timely manner.
e Become familiar with the policies in the Student Attendance Accounting Handbook

e Have copies of the Elementary and Secondary Guidelines available.
e Have copies of the data reporting timelines as well as the list of the personnel responsible for providing
them with the data to enter into the computer.

Provide verification reports to the special program coordinators to be checked for accuracy of the data in the system.
These reports must be provided in time to make necessary corrections before the PEIMS submissions.
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DATA ASSIMILATION AND REPORTING
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DATA ASSIMILATION AND REPORTING

Program Contact and Accountability
Myrna Apodaca, Director of PEIMS, MApodaca@iltexas.org

Shawn “Denise” Hendrick, Assistant Director of PEIMS shendrick@iltexas.org

Pamela Clingan, Enrollment Manager, pclingan@iltexas.org
Samary Casanova, Houston Area District Registrar, scasanova@iltexas.org

Ana Chacon, Houston Assistant Area District Registrar, achacon@iltexas.org
Victoria Cruz, Tarrant Area District Registrar, vcruz@iltexas.org

_Priscilla Bogue, Tarrant Assistant Area District Registrar, pbogue@iltexas.org
Arianna Reyes,Dallas Area District Registrar, areyes@iltexas.org

Public Education Management System (PEIMS)

The submission of Public Education Information Management System (PEIMS) data is required of all Texas school

districts. It includes all data collected from schools used for evaluating, monitoring, or auditing public education; and
it utilizes:

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

A mandated sunset process to review the justification of all data elements every three years
Types of Data Currently Collected

e 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)
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e Student identification and demographics

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 (lassroom Link information

e 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
Legislative Decision-Making

Calculation of Administrative Costs

Determine District and Campus Accountability Ratings
Academic Excellence Indicator System (AEIS) — 1990-2012
Texas Academic Performance Report (TAPR) — 2012-Current
School Report Card

International Leadership of Texas Use of Reported Data

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 roll out the TSDS PEIMS during the 2015-2016 school year.



Through the new student GPSTM Dashboards and other improvements, TSDS will support higher student performance
across the state.

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.

e [t puts real-time student performance data in the hands of educators to improve student achievement.

e 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 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).
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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
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 — g actual audited % student attendance data, [+* Dual credit courses
data reflect the status of the | % financial data **course completion data completed during the
district on the last Friday of from the previous & Classroom Link summer
October. Data includes year mformghgn .
budget, staff, organization, % discipline data, + extended school year services
N .
and student data. « restraint data, and (ESY) data, and
< leaver data — data on Title I, Part A data.

+¢ bilingual/ESL summer school
graduates, dropouts, and

program.
other school leavers
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,

<> report to the
federal government,

< calculate retention,

< calculate basic

profiles for AEIS,
and perform desk
audits.

Used to:

2

<> report to the

state legislature,
< monitor special,
program expenditures,
X audit districts,
and perform desk

audits.

Used to:

< calculate
FSP final
allotments,

<& calculate
attendance and course
completion,

< create a portion
of the AEIS,

< augment the
monitoring of special
programs, and

perform desk audits.

Used to:

+¢ calculate ESY funding,

+ calculate BIL/ESL
summer school funding,

« monitor special programs,
and perform desk audits.

Timelines and Verification of Tasks

The International Leadership of Texas PEIMS Department has established timelines for all student information.

Timelines reflect dates and deadlines for each step of the data quality process. The schools are responsible for

delivery of student data on the specified due dates.

LEA and Campus TEA Deadlines
Campus data is to be verified and submitted to the LEA two weeks prior to the dates below.

Class Roster Fall Collection
Class Roster Fall snapshot date- Last Friday in September
Submission- October 20, 2022

Fall Collection (prior/current year data)

First submission- December 8, 2022

Resubmission- January 19, 2023

Midyear Collection (prior year data)

First submission-January 26, 2023

Resubmission-February 9, 2023

Summer Collection (current year data)

First submission-June 15, 2023

Resubmission- July 20, 2023

Class Roster Winter Collection
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Class Roster Fall snapshot date- Last Friday in February
Submission- March 30, 2023

Extended Year Collection (current year data)
First submission-August 31, 2023
Resubmission- September 21, 2023

LEA data submission timeline is in accordance with the 2022-2023 SUBMISSION AND

RESUBMISSION TIMELINES

TSDS COLLECTIONS

Early Childhood Data System Collection (ECDS) - KG

TSDS ready to load data to eDM 1-Aug-22
ECDS Kindergarten ready for users to promote data 7-Nov-22
ECDS Kindergarten submission due date for LEAs 26-Jan-23
ECDS Kindergarten data available to customers 9-Feb-23
Residential Facility Tracker (RFT) Collection

TSDS ready to load data to eDM 1-Aug-22
RF Tracker ready for users to promote data 12-Sep-22
All RF Tracker data up to this point must be promoted, validated and fatal free 9-Dec-22
RF Tracker ready for users to complete 15-May-23
RF Tracker submission due date for LEAs 20-Jul-23
RF Tracker data available to customers 3-Aug-23
PEIMS Fall Submission (Sub 1)

TSDS PEIMS ready to load data to eDM 1-Aug-22
PEIMS Fall submission ready for users to promote data 12-Sep-22
Close of school-start window - Last Friday in September 30-Sep-22
PEIMS Fall snapshot date 28-Oct-22
TSDS PEIMS Fall ready for users to complete, approve, and accept submissions 31-Oct-22
Requests to retire Unique IDs due at TEA for PEIMS Fall first submission 2-Dec-22
PEIMS Fall first submission due date for LEAs and ESCs 8-Dec-22
Requests to retire Unique IDs due at TEA for PEIMS Fall resubmission 13-Jan-23
PEIMS Fall resubmission due date for LEAs and ESCs 19-Jan-23
PEIMS Fall data available to customers 16-Feb-23
PEIMS Mid-Year Submission (Sub 2)

PEIMS Mid-Year submission ready for users to promote data 14-Nov-22
TSDS PEIMS Mid-Year ready for users to complete, approve, and accept submissions 19-Dec-22
PEIMS Mid-Year first submission due date for LEAs and ESCs 26-Jan-23
PEIMS Mid-Year resubmission due date for LEAs and ESCs 9-Feb-23
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PEIMS Mid-Year data available to customers 2-Mar-23
PEIMS Summer Submission (Sub 3)

PEIMS Summer submission ready for users to promote data 27-Feb-23
TSDS PEIMS Summer ready for users to complete, approve, and accept submissions 15-May-23
Requests to retire Unique IDs due at TEA for PEIMS Summer first submission 9-Jun-23
PEIMS Summer first submission due date for LEAs 15-Jun-23
Requests to retire Unique IDs due at TEA for PEIMS Summer resubmission 14-Jul-23
PEIMS Summer resubmission due date for LEAs 20-Jul-23
PEIMS Summer data available to customers 21-Sep-23
PEIMS Extended Year Submission (Sub 4) if applicable

PEIMS Extended Year submission ready for users to promote data 27-Mar-23
TSDS PEIMS Extended Year ready for users to complete, approve, and accept subm 31-Jul-23
Requests to retire Unique IDs due at TEA for PEIMS Extended Year first submission 18-Aug-23
PEIMS Extended Year first submission due date for LEAs 31-Aug-23
Requests to retire Unique IDs due at TEA for PEIMS Extended Year resubmission 8-Sep-23
PEIMS Extended Year resubmission due date for LEAs 21-Sep-23
PEIMS Extended Year data available to customers 19-Oct-23
State Performance Plan Indicator (SPPI) 14 Colictn

TSDS ready to load data to eDM 1-Aug-22
SPPI-14 ready for users to promote data 12-Sep-22
SPPI-14 ready for users to complete 31-Oct-22
SPPI-14 submission due date for LEAs 16-Feb-23
SPPI-14 data available to customers 2-Mar-23
Class Roster Collection - Fall Submission

TSDS ready to load data to eDM 1-Aug-22
Class Roster Fall ready for users to promote data 12-Sep-22
Class Roster Fall snapshot date — Last Friday in September 30-Sep-22
Class Roster Fall ready for users to complete 30-Sep-22
Class Roster Fall submission due date for LEAs 20-Oct-22
Class Roster Fall data available to customers 3-Nov-22
Class Roster Collection - Winter Submission

TSDS ready to load data to eDM 1-Aug-22
Class Roster Winter ready for users to promote data 30-Jan-23
Class Roster Winter ready for users to complete 24-Feb-23
Class Roster Winter snapshot date — Last Friday in February 24-Feb-23
Class Roster Winter submission due date for LEAs 30-Mar-23
Class Roster Winter data available to customers 13-Apr-23

Special Education Language Acquisition Collection
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TSDS ready to load data to eDM 1-Aug-22
Special Education Language Acquisition ready for users to promote data 12-Sep-22
Special Education Language Acquisition ready for users to complete 15-May-23
Special Education Language Acquisition submission due date for LEAs 22-Jun-23
Special Education Language Acquisition data available to customers 6-Jul-23
Charter School Waitlist Collection

TSDS ready to load data to eDM 1-Aug-22
Charter School Waitlist ready for users to promote data 12-Sep-22
Charter School Waitlist ready for users to complete 30-Sep-22
Charter School Waitlist snapshot date - Last Friday in September 30-Sep-22
Charter School Waitlist submission due date for charter schools 28-Oct-22
Charter School Waitlist data available to customers 11-Nov-22
Child Find

Child Find ready for users to complete 15-May-23
Child Find submission due date for LEAs 27-Jul-23

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
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

26


http://www.texasstudentdatasystem.org/

CAMPUS DATA

27



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
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student's social security number or PEIMS ID number and the student's International Leadership of Texas local ID 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 Pregnancy Related Services (PRS)
0 Section 504
0 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



Verification Reports and Timelines

REPORTS RUN FROM SMS TSDS 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 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 Mary Albritton Counselor
Attendance Myrna Apodaca Attendance Clerk
EB/BIL/ESL Veronica Csorvasi LPAC Administrator
Career Tech Joyce Wheeler Counselor
Discipline Tim Brightman Principal/Assistant Principal
Economic Disadvantage Larry Albritton N/A Call District

Extended School Year Charles Hairgrove Special Education Lead
(ESY)
Gifted and Talented Ashley Neuschwander Neeper Principal/Assistant Principal

Grades/Course Completion

Laura Carrasco/Mary

Principal/Assistant Principal

Albritton

Graduates Laura Carrasco/Mary Counselor
Albritton

Leavers Myrna Apodaca Registrar

Impact of Inaccurate Campus Data

o 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
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Students Coded '0', '4', or '5' on the “Snapshot” but Coded Eligible for Attendance for the School Year
Kindergarten Students Enrolled Under the Age of Five

Early Education Students with No Special Education Setting or Speech Therapy Only

Bilingual/ESL Education Eligibility Coding on the Snapshot

7th and 8th Grade Students Earning Career and Technical Contact Hours

Homebound and Hospital Class School Students Earning Career and Technology Contact Hours
Student enrolled in Pregnancy Related Services for more than 70 days

RECORD TAMPERING

It is a third degree felony to tamper with a government record that is a public school record, report, or
assessment required under Chapter 39, Texas Education Code. If the intent of the tampering is to
defraud or harm another, then the offense is a felony of the second degree.
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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
® Jow 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.

® Jow changes to special programs are to be documented
® Jow 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
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.
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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 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
E-VI EXCUSED VISIT Documentation from the colleges
HIGHER
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EDUCATION

E- EL EXCUSED Documentation from the Clerk's Office with date
ELECTION only for HS
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 PRS and Dr.
PREGNANCY Signed and dated log from homebound teacher
I ISS ISS is coded by a discipline officer once the action is
assigned, no documentation needed.
M; M- DR MEDICAL DR Note from DR is required; students MUST have
attended a portion of the school day.
0; 0- OS 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
Q EXCUSED BY Signed form from administration with dates excused
PRINCIPAL
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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 present during ADA
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

€1TOorS.
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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 in grades 6-12.

e Maintain accurate attendance records and verify accuracy of Student Management System records.

e Send excuse notes from parents to the office in a timely manner.

e 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.

e Complete an attendance referral form for appropriate students, in accordance with district guidelines.

Teacher Classroom First Day of School Procedures

Classroom First Day of School Procedures

1. Use the Classroom Roster provided by the clerk to take attendance at the designated time. On the first
day of school no student is considered absent. Absences DO NOT start until a student has attended
school at least one day.

2. On the roster mark one single line through the name of any student on the list who is not in the
classroom at official attendance time and mark NS to the right of the student's name.

3. Send the students to the counselor's office or other location designated by your principal if they are in
your class without being in your roster. Add the names of any students present in your classroom
during attendance time whose names are not on the roster, but whom you accepted into class with
documentation from the office.

4. Record the total number of students present and sign and date the roster in blue or black ink (no
pencil).

5. Do not "trade “students with another teacher

Roster Reminders:
«  Must be completed in blue or black ink (NOT PENCIL)
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«  No erasures or white out
«  Must be signed and dated by official ADA Teacher

«  Send the student to the counselor's office or other designated area if they are in your

classroom without being on your roster

« If errors are made on any official attendance document, strike one line through the error,
enter corrections nearby, and initial in ink.

NOTE: It is important that the first day enrollment be verified by grade level totals and individual names.

Classroom Second Day of School Procedures

On the second day of school and any day thereafter: a student entering a teacher’s room must have documentation
from the office (ex. Admit slip or class schedule). Verify that the student’s name is on your grade book the day the
student enters class and, if not, notify the attendance clerk and registrar by e-mail.
1. Use the 2nd day Classroom Roster provided by the clerk to take attendance at the designated time.
2. Take attendance at the official attendance time (ADA).
3. Add 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) Send the students to
the designated area if they are in your class without being in your roster.
4. Record the total number of students present and sign and date the roster in blue or black ink (no pencil).
5. Roster(If applicable)

> Must be completed in blue or black ink (NOT PENCIL)

> No erasures or white out

> Must be signed and dated by official ADA Teacher

> Send the student to the designated area if they are in your class without being on your roster

> If errors are made on any official attendance document, strike one line through the error, enter

corrections nearby, and initial in blue or black ink.

Daily Attendance Procedures

1. Teachers begin taking attendance within the Student Management Software on August 29.

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. Attendance is taken each period in grades 6-12. Teachers must have their attendance submitted into the
Student Management Software. Failure to report attendance within the allotted time may result in a formal
write-up.

3. Students must be physically in attendance to be considered present. A student who is not in attendance, must
be marked absent.
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Attendance Clerk Procedures

Tasks Prior to Opening of School
1. Train staff on the first day of school and days thereafter attendance procedures.

2. Ensure teachers are able to access the class rosters in Skyward and email teachers with written instructions on how to
document a “No Show” on day 1 and an absence the following days (Attendance Flyer and video).
3. Print attendance rosters a day prior at the end of the work day to ensure the latest updates are reflected.

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.

5. Work with campus administration to coordinate support for 1st day attendance that includes picking up rosters,
calling “No Show” students and front desk traffic.

Attendance Clerk First Day Procedures

Attendance clerks and Campus Registrar shall reconcile the 1* day attendance. The 1* day reconciliation
process must be completed no later than 2:00 pm on the 1st day of school.

1. After all attendance has been collected, compare lists to verify “no show” students who may be 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. For high school campuses taking online attendance, run attendance reports and confirm students who are
marked absent by one teacher, are not marked present by another teacher.

3. Update in Skyward all confirmed No Show students.

4. Print the following reports for verification:
A.No Show Report found in Data Mining (created by Sheryl).
B. Daily Balancing Summary, Attendance clerks print out daily. WS/OF/AT/RE/AR/DR/DB. The
grand total should equal the corrected counts.
C. Enrollment Report :WS\OF\AT\RE\AR\ER -Use this report to confirme entity counts with
students enrollment.
D. Suspect or Questionable Attendance Report: WS\OF\AT\RE\VR\SQ
E. The campus principal shall review, sign and submit the 1* day reports to the District Registrar by
end of day.

5. Send to your district registrar the 1st Day Campus Headcount form by 2:00pm. District registrars will compile their area
totals and send them to PEIMS by 4:00pm.

6. Update student No Shows in Eklipse to reflect “Z-no show”. Counts in Eklipse and Skyward must be identical.

7. Accept any new families into the vacancies.

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
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have been withdrawn and that enrollment has been verified as correct by grade level totals and names

Reminder:
If a student who was marked on the 1stday as a “No Show” reports on the 2nd day or thereafter, the “No Show” record

should be deleted and a new Entry Record should be added with the date of the child’s first day in attendance.

Daily Attendance Procedures

1. Teachers record attendance directly into Skyward during ADA time. In secondary school, attendance is
recorded each period.

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

3. Attendance clerks will reconcile attendance immediately after ADA. This includes entering absences
recorded on paper rosters.

4. An automated attendance call will go out to parents at 10:30 notifying them of their child’s absence.

Teachers record
attendance directly Attendance clerks
into Skyward during will reconcile An automated
ADA time. In middle attendance attendance call will
school, teachers will immediately after g0 out to parents at
record attendance ADA. This includes 10:30 notifying them
each period. entering absences of their child’s
recorded on paper absence.
rosters.
Data Integrity

All student data - demographics, membership, absences, program eligibility, discipline, grades, etc. must be uploaded to
Skyward under the individual student portfolio tab. The data about each student that is reported to PEIMS must be first
posted to the Skyward Student Information System. Missing data, results in a “Fatal Error” or “Special Warnings” on
PEIMS.
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District Special Programs Department will:
Be responsible for designating all appropriate special programs coding to campus special programs designated personnel.

Please refer to each special program section for initial qualification, coding and reporting to PEIMS policies.

Campus Special Programs Designated Personnel will:
Assess students to identify services needed, determine qualification and placement, and provide appropriate PEIMS
information to the HQ PEIMS specialist to 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, and return the report with any corrections
noted to PEIMS Coordinator.

After FSP is verified, the Campus Attendance Clerk will obtain signatures of a clean FSP report and submit it to the
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

Attendance Clerkwill print 3rd
period rosters on Membership
reconciliation dates and
deliverto teacher/

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.

Inksign and date. Retunr to
Registrar

Attendnace Clerk

Will verify rosters far 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

Attendance Clerk and Campus District RegIStrar
Registrar will discuss

membership reconciliation and

PEIMS Director

wWillverify signatures and

discrepancies found with Entity counts. - -

Campus Admins. verify any discrepancy Final review

willink sign and date between grade level counts. Ink sign and date
documents and Registrarwill | n\ 5ign and send to PEIMS Scan backsigned copy to

scanto District Registrar. Director. campus, campus must filein

audit box for compliance
review 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.

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.
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> Note the effective date of withdrawal and the withdrawal code (see International Leadership of Texas Charter
School Withdrawal Codes) .

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

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

> Campus Administration shall conduct an exit interview with each family.
Withdrawal Procedures for Non-Attending Students

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

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

> On or after the nineteenth birthday, general education students can be withdrawn for non attendance. If the
student has more than five unexcused absences in one semester, a school district may revoke the student’s
enrollment for the remainder of the year. Attempts to notify the parent should be documented, and a letter
informing the parent and adult student of the withdrawal should be sent. The student will be counted as a
dropout.

Attendance Best Practices

> Have a current updated PEIMS Data Quality Manual

4

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

Y Y Y V¥

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

v

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
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Check Absentee Slips (Manual Teacher/Substitute Attendance Rosters) daily for signatures in
ink. File by Cycle for End of Year Documentation

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

Mary Albritton, Executive Director of Counseling, malbritton@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 net 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 s in pre-kindergarten, kindergarten or grade 1, 2, or 3 and did not perform satisfactorily on a readiness
test or assessment instrument administered during the current school year;

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
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of school if the student did not advance from pre-kindergarten or kindergarten to the next grade level
only as the result of the request of the student’s parent;

e 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;

e is pregnant or is a parent; (Pregnant/Parent — stays with them for their entire school career unless they are no
longer pregnant or parenting)

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

e has been expelled in accordance with TEC §37.007 during the preceding or current school year;
e s currently on parole, probation, deferred prosecution, or other conditional release;

e 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)

e s a student of limited English proficiency, as defined by TEC §29.052;

e 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;

e is homeless, as defined NCLB, Title X, Part C, Section 725(2), the term “homeless children and youths”, and
its subsequent amendments; or

e 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.

e has been incarcerated or has a parent or guardian who has been incarcerated, within the lifetime of the student, in a
penal institution as defined by Section 1.07, Penal Code.

At-risk data is reported in the fall PEIMS submission. Reports on PEIMS Edit+ are available to list students identified
as at-risk. At-Risk Student Roster (PRF5P025) also provides information on participation in Title I and Special
Education and the economic disadvantaged status of at-risk students, even though these criteria do not affect at-risk
status.
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Documentation Requirements

State Criteria

is in prekindergarten, 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;

Campus Documentation Required
(includes but is not limited to)

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

isin prade 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 foundaton curriculum in the
CUITEnt Semester;

Report Card Grade (in Comulative Record File)

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

Evidence of Retention (in Cumnulative 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 vear;

Sending school’s Discipline records

Withdraw Form

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

Siate Criteria Campus Documentation Required (includes

but is not limited to)
has been expelled in accordance with TEC * Discipline Reports
§37.007 during the preceding or current * JJAEP Database
school year;
is currentdy on parole, probation, deferred s MNote: Confidendal Informatdon
prosecution, or other conditional release; * Information may be with counselor or principal
*  Sipn-in sheets documenting parole officer’s visit
was previously reported through the PEIMS |+ PEIMS Report
to have dropped out of schoaol; * Withdraw form
*  State Dropout Report

{in Cumulatve Record File)

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

LPAC Minutes

LPAC ldentdficadon as LEP

Documentaton in LEP Folder

Code of ¥, 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 | Note: Confidendal Information

of Protective and Regulatory Services or *  Information may be with counselor or principal
has, during the current school year, been *  Sipn-in sheets documenting case worker’s visit
referred to the department by a schoal
official, officer of the juvenile court, or law
enforcement official;

is homeless, as defined NCLRB, Title X, Part | *  Enrollment Card — address of a shelter

C, Section 725(2), the term *  TEA Dam Collection Form

“homeless children and youths™, and its = Smdent Residency Quesdonnaire (in Cumulatve
subsequent amendments; or Record File)

resided in the preceding school year or *  Enrollment Card — address of a facility

resides in the current school year in a {in Cumularive Record File)

residential placement facility in the district,
including a detention facility, substance
abuse treatment facility, emerpency shelter,
psvchiatric hospiral, halfway house, or
foster proup home.




TEA Funding or Compliance Audits

>

YV VY

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, Deputy Superintendent of Academics and Student Services, LCarrasco@l[.Texas.org

Frank Miller, Senior Executive Director of Special Programs
Dr. Veronica Csorvasi, Executive Director of EL K-12, vcsorvasi@ILTexas.org

Responsibility

Principals shall designate a Bilingual/ESL Program Administrator (LPAC AP) to whom all questions related to
Emergent Bilingual (EB) students and verification of 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 EB students and monitored students that reflects EB status, Program Placement, Home
Language Code, Parent Permission Date/Code, and information regarding eligibility (or ineligibility) for PEIMS, which
will generate EB funding.

In no case shou/ld 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 EB 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 EB 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
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Student Detail Report to ensure that coding is correct.

Students in grades K through 12th 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 K-5 must be served by certified bilingual and ESL teachers. Students in grades 6-12 must be served
by Language Arts/English teachers who are also ESL certified.. 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 EB indicator code in the attendance accounting system will
be removed after the LPAC Meeting where the decision was taken. 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. 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 LAS Links or LAS assessment. If a
student is placed in a Bilingual/ESL program, all the documentation related to students’ EL status will be housed on the
Project ELL platform.

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 EB student (Project ELL)
o Student History Worksheet
e Middle of Year LPAC Paperwork
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LPAC Decision for State Assessments (Project ELL)
e End of Year LPAC paperwork
o Report on Student Progress (Project ELL)
o  Monitoring of Exited Students (Project ELL)
o Notification and approval of Exit (Project ELL)

Bilingual/ESL Entry Process

LPAC Time Requirements
e Within four weeks of initial enrollment, the LPAC should review documentation of student's’ EB status, and
recommend placement in the program of service.
e Parental permission must be acquired within the four week period (if not included in enrollment
paperwork).
e Identification as EB is based on LAS Links (K) and LAS Battery (1-12).
e LPAC will use the TREX documentation for previous EB students in Texas.

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 folder in
Project ELL(and in the LPAC minutes) for every student accumulating eligible bilingual/ESL days present on the Student
Detail Report. LPAC Minutes for Initial identification/Transfer ELs will be housed on the Project ELL Platform. 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).

\l

> QOut-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 EB 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 EB student’s folder in Skyward and is signed by the parent upon student
enrollment. If the student is identified at [LTexas as an EB student, a Parent Notification Letter is uploaded to the parent
portal in Skyward. .

Written documentation of the annual review and recommendation of the LPAC. Proof that a student is:
e served in a full-time bilingual instructional program by staff on permit or certified in bilingual education;

e 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,;

e provided instruction as recommended by the LPAC; or
e served in a program approved by the Agency under a Bilingual Exception or ESL Waiver if applicable;

e 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 EB student. This
documentation shall include [19 TAC §89.1220(m)]:

e the identification of the student as EB;

e the designation of the student's level of language proficiency;
e the recommendation of program placement;

e parental approval of entry or placement into the program;

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

e LPAC decisions for State Assessments;

e the date of exit from the program and parent notification; and
e the results of monitoring academic success.

e 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, EB 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 EB student folder and LPAC minutes.

Required Program

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

e bilingual 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 EB (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).

This is audited through review of EB student folder and LPAC meeting logs.

Program Service Issues for Secondary Programs

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

ILTexas Trilingual Program Handbook
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CAREER AND TECHNICAL EDUCATION
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CAREER AND TECHNICAL EDUCATION
Program Contact and Accountability

Dr. Laura Carrasco, Deputy Superintendent of Academics and Student Services, LCarrasco@l[.Texas.org
Frank Miller, Senior Executive Director of Special Programs, fmiller@iltexas.org

Joyce Wheeler, Executive Director of CTE and Enrichment, jwheeler@iltexas.org

Responsibilit

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 and Information

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. Each CTE course must be taught by a qualified/certified teacher155 as defined in 19 TAC Chapter 231, Subchapter
E. This requirement does not apply to an open-enrollment charter school unless the school’s charter states that a
CTE course must be taught by a qualified/certified CTE teacher. It also does not apply to a district of innovation to
the extent the district’s innovation plan allows the use of uncertified teachers in CTE classes. Teachers with less
than a bachelor’s degree are not eligible to teach CTE courses that meet graduation requirements for English
language arts and reading, science, mathematics, or fine arts.

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.
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CTE Course’s Average Minutes per Day CTE Code

45-89 Vi
90-134 V2
135-180+ V3

Each CTE course must be reviewed separately to determine the average minutes per day students attend that course
in a 10 school day period. Three contact hours (V3) is the maximum an LEA may claim for a single course. Average
minutes per day must be computed by reviewing a complete cycle of classes. For example, if a course meets on even
numbered days of the month, LEA personnel must review a two-week cycle. (One week, the course will meet on
Monday, Wednesday, and Friday, and the next week, the course will meet on Tuesday and Thursday.) LEA personnel
divide the total number of CTE minutes for the course, for a complete cycle of courses, by the total number of school
days during the cycle.

Once LEA personnel have determined average minutes, they assign the applicable code to each CTE course. They
then assign all students attending that CTE course the corresponding CTE code.

For students who are enrolled in more than one CTE course, each course is assigned a separate code. CTE codes
cannot be combined due to varying course weights as a result of tiered funding.

No matter what CTE V-code is assigned to a CTE course, LEA personnel must record the total number of eligible
days present for the student in that CTE course with the course's V-code for each six-week reporting period in the
Student Detail Report. When computing the Campus Summary Report (2.3.2 Campus Summary Reports), LEA
personnel must determine the CTE V-code to assign to a student's CTE course separately based on the CTE course's
average minutes per day over a 10 school day period. (See the chart in 5.5. CTE (Contact Hour) Codes.) LEA
personnel multiply the number of eligible days present for each student in each CTE course code by the
corresponding V-code contact hour multiplier to derive contact hours. Each CTE V-code has a different contact hour
multiplier.

Use the following chart when computing CTE contact hours:

CTE Code Contact Hour Multiplier
V1 1.00
V2 2.00
V3 3.00
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TE Weighted Funding Tier alculat TEA

Tier 1 *Not in a program of study Weight = 1.1
Tier 2 *Level 1 and Level 2 CTE Course Weight = 1.28
Tier 3 *Level 3 and Level 4 CTE Course Weight =1.47

Total CTE contact hours = eligible CTE days x contact hour multiplier

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 4 - not enrolled in CTE courses
Students who never enrolled or did not complete any high school CTE course as defined by 19 TAC Chapter
126(C), 127(B), or 130 must have their CTE Participation code entered as 4

Code 5 — CTE Program Participant

A student completing either only one CTE course for any number of credits or more than one course for less than
two credits where a CTE course as defined by 19 TAC Chapter 126(C), 127(B), or 130 (the student does not have to
pass or receive credit) must have their CTE Participation code entered as 5.

Code E — CTE Program Explorer
A student completing two or more high school CTE courses for a total of two or more credits defined by 19 TAC

Chapter 126 (C), 127 (B) or 130 and not a participant, concentrator or completer (the student does not have to pass or
receive credit) is coded as E.

— CTE Program Concentrator
A student completing and passing two or more 19 TAC Chapter 126 (C), 127 (B) or 130 CTE courses for a total of
at least two credits within the same program of study and not a completer is coded as 6.

Code 7 — CTE Program Completer
A student completing and passing three or more 19 TAC Chapter 126 (C), 127 (B) or 130 CTE courses for a total of

four or more credits within a program of study, including one level three or level four course from within the same

program of study is coded as 7.

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.

69



There is no V code 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 of CTE service that s/he was
receiving before being placed in that setting ,under the supervision of a qualified/certified teacher, and must be in
addition to the hours served in any of these instructional arrangements.

CTE contact hours may not be claimed when a student receiving CTE services is placed in a disciplinary
setting (for example, in-school suspension or DAEP) for more than five consecutive days if the same
amount and type of CTE services are not provided by a CTE teacher. After five consecutive days without
CTE services being provided, LEA personnel must remove the student from the TSDS PEIMS 42401
Special Programs Reporting Period Attendance Extension eligible days present effective the first day of
placement in the disciplinary setting.

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

5. Withdrawn students require special attention to their CTE Participation Codes. Miscoding of CTE students can
cause serious PEIMS errors which result in funding losses. In order to maintain data quality, the following rules
apply:

a. Ifastudent 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.
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.

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

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

70



10.

I1.

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

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 C022 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 are 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 minutes per day
required time at the training stations counts towards meeting full-time and half-time attendance requirements. The
classroom component must address all the TEKS for the course. The training site will provide students with a variety
of learning experiences that will give them the broadest possible understanding of the business or industry.

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 mid-year from a different campus where s/he was enrolled in career

preparation, then that student may enter the course.
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12. Use the following chart to determine t