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FOREWORD

The submission of Public Education Information Management System (PEIMS) data is required
of all public school districts. Student attendance and contact hours will again be reported at the
student detail level, for the entire school year, through PEIMS. The Student Attendance
Accounting Handbook (Handbook) provides districts with the Foundation School Program (FSP)
eligibility requirements of all students and the minimum requirements of all student attendance
accounting systems.

The Handbook:
. describes the FSP eligibility requirements of all students;

. prescribes the minimum standards for all attendance accounting systems, whether manual
or automated;

. lists the documentation requirements for attendance audit purposes;

. specifies the minimum standards for systems that are entirely functional without the use
of paper; and

. details the responsibilities of all district personnel involved in student attendance
accounting.

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

Commissioner of Education
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Section |
Overview

Q) Attendance Accounting Overview

(1-1)

The Student Attendance Accounting Handbook (Handbook) contains the official
attendance accounting rules and regulations for all public school districts in
Texas including open enrollment charter schools unless otherwise specified in
this document, and it is the official standard of required information for all
attendance accounting systems, whether manual or automated. It is the district's
responsibility to ensure that the basis used to record and process attendance
accounting data meets this standard. 19 TAC §129.21(e), 129.1023, and
129.1025

All school districts are required to adopt an attendance accounting system,
whether manual or automated, which includes procedures that ensure the
accurate taking, recording, and reporting of attendance accounting data.
TEC §42.006(b)

Attendance and contact hours will be reported on the student level for the entire
school year through the Public Education Information Management System
(PEIMS).

The superintendent of schools is responsible for the safekeeping of all
attendance records and reports. The superintendent of schools may determine
whether the properly certified attendance records or reports for the school year
are to be filed in the central office or properly stored on the respective school
campuses of the district. Regardless of where such records are filed or stored,
they must be readily available for audit by the School Financial Audits Division of
the Texas Education Agency (TEA). Auditors have the authority to examine
attendance records for any year the district is required to retain records (Section
II). Inthe event errors are detected during the course of an audit, either an
adjustment to subsequent allocations of state funds will be assessed or the
district will be required to refund the total amount of the adjustment when
the audit is finalized. TEC §42.255, 19 TAC §129.21(m)

TEA refrains from formally approving or certifying attendance accounting
systems of any organization, public or private, that is in the business of providing
services to Texas public schools. Districts are cautioned to be sure the software
they purchase meets the requirements for attendance accounting as described in
this Handbook before contracting with a vendor. A locally-designed system may
be used, provided the instructions and information requirements prescribed by
this Handbook are included. 19 TAC §129.21(e)

Information for all Foundation School Program (FSP) attendance reports shall be
made a part of the school's permanent records. Superintendents, principals, and
teachers are responsible to their school board and to the state for maintaining
accurate and current attendance records, regardless of the attendance
accounting system in use. 19 TAC §129.21(a)
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(1-7)

(1-8)

(1-9)

(1-10)

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

Participation in PEIMS is mandated for Texas public schools. TEC §42.006(a)
The Handbook incorporates the same codes that are defined in the PEIMS Data
Standards, as they relate to attendance, and requires all attendance accounting
systems to follow the same coding structure.

Some situations occur where a district (other than the student's home/sending
district) is serving a student who is reported (for all PEIMS submissions) by the
student's home/sending district. In these cases, the system should track the
student for grades and attendance yet not create any PEIMS records. Common
examples include special education shared services arrangements where the
home district has opted to report the students as eligible full-day (ADA eligibility
code 1) when the students attend regular school for four hours but also attend
night school in the district. These full-day students must be reported through
PEIMS as eligible full-day (for the time spent in regular school). Systems should
simultaneously allow the time spent in night school to be tracked yet must not
create any PEIMS records for this time.

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

2 Funding and Student Attendance

(2-1)

(2-2)

(2-3)

All public schools in Texas shall maintain records to reflect the average daily
attendance (ADA) for the allocation of FSP funds and other funds allocated by
TEA. 19 TAC §129.21(a)

All eligible students are entitled to the benefits of the FSP. However, in order for
a district to claim a student for funding purposes, complete documentation which
proves the eligibility of the student for the FSP must first be on file. Furthermore,
the district must report all eligible attendance according to provisions established
by TEA. For these reasons, both a standardized attendance accounting system

(described in this Handbook) and a standardized reporting system (PEIMS) have
been developed. TEC §42.006

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

In accordance with 19 TAC 129.21(d), districts and charter schools must adopt a
policy regarding parental consent for student departures from school. FSP
funding is conditional on local adoption of this new policy. Once developed, this

Overview
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(2-4)

(2-6)

(2-7)

policy will not affect current procedures for taking and recording student
attendance. This policy must be established and in effect by January 1, 2001.

Regardless of the particular accounting system selected, the minimum
requirements established in this Handbook must be incorporated. It is important
to recognize that although these standards are the minimum requirements of all
attendance accounting systems, the district may desire to adopt additional
codes and/or documentation requirements for local purposes.

In order for districts to receive the maximum amount of funding for all their
students, the following personnel must be aware of their individual
responsibilities and must work together to assemble the required documentation
at the earliest possible time: administrators, special program staff, teachers, and
attendance personnel.

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

An inherent difference exists between the possibility of serving a student in a
particular program and that same student's eligibility for funding in that program.
For example, dependent upon local policy, a school district may serve virtually
any student in virtually any capacity/setting as long as serving these students
does not take away from the education of eligible resident students. However,
the only time a student may be coded as an eligible participant in a
program/setting, thereby generating state funding, is when that student
meets all the eligibility requirements, and all documentation is complete
and on file.

3 How to Use the Handbook

(3-1)

(3-2)

(3-3)

The Handbook contains all the information and the mandated coding structure
that each attendance accounting system must follow. Each section of this
Handbook, where practical, is organized using the same headings for each sub-
section. The same general types of information may be found under each sub-
section.

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

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

Overview
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(3-4)

(3-5)

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

IV -IX

Xl

The Overview describes the importance of attendance accounting, how
funding and attendance are related, the organization of this Handbook,
and significant changes.

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

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

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

Non-Traditional Schools discusses waivers, year-round schools,
alternative education programs, juvenile justice alternative education
programs, suspension, and expulsion.

Non-Traditional Programs discusses education programs with
alternative methods of funding or provided in alternative settings.

Throughout this Handbook, the abbreviations TEC and TAC are used. All
references to the Texas Education Code (TEC) refer to state law as documented
in the most recent publication of the Texas School Law Bulletin when the
Handbook was printed. All references to the Texas Administrative Code (TAC)
refer to rules adopted by the State Board of Education or the Commissioner of
Education as documented in the most recent publication of the Code when the
Handbook was printed.

4) Significant Changes

The following table briefly describes the significant changes to the 2005-2006 Student
Attendance Accounting Handbook. This does not include all changes made to the Handbook.

Page

Brief Description of Changes

1 Section | Overview, (1) Attendance Accounting Overview, (1-1)

4 Section | Overview, (3) How to Use the Handbook, (3-4)

24 Section Il General Requirements, (3) Withdrawal Procedure, (3-10)

26-27 | Section lll General Requirements, (4) General Rules, (4-12)

28 Section Ill General Requirements, (4) General Rules, (4-19)
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31

Section Il General Requirements, (5) General Eligibility Requirements, (

)

5-4
5-8)

32 Section Ill General Requirements, (5) General Eligibility Requirements, (
33 Section Il General Attendance Requirements, (6) ADA Eligibility Coding, 0
34 Section Il General Attendance Requirements, (6) ADA Eligibility Coding, 4
37 Section 11l General Requirements, (8) Data Submission, (8-4)
40 Section Ill General Requirements, (11) Examples, (11-10)
41 Section Ill General Requirements, (11) Examples, (11-11)
42 Section Ill General Requirements, (11) Examples, (11-19)
43 Section Ill General Requirements, (11) Examples, (11-23)
47-48 | Section IV Special Education, (4) General Rules, (4-1)
48-50 | Section IV Special Education, (4) General Rules, 2. Homebound — Code 01
53 Section IV Special Education, (4) General Rules, Homebound: Career and Technical
Education Funding Requirements
53-54 | Section IV Special Education, (4) General Rules, 3. Hospital Class — Code 02
56 Section IV Special Education, (4) General Rules, 6. Vocational Adjustment Class (VAC)
— Code 08
58 Section IV Special Education, (4) General Rules, 8. State School for Persons with
Mental Retardation — Code 30
58-59 | Section IV Special Education, (4) General Rules, 9. Residential Care and Treatment
Facility
61-62 | Section IV Special Education, (4) General Rules, 10. Special Education Mainstream —
Code 40
64 Section IV Special Education, (4) General Rules, (4-2)
66 Section IV Special Education, (4) General Rules, (4-3)
67 Section IV Special Education, (4) General Rules, (4-4)
67-68 | Section IV Special Education, (4) General Rules, (4-5)
68-69 | Section IV Special Education, (4) General Rules, (4-8)
71 Section IV Special Education, (4) General Rules, (4-14)
72 Section IV Special Education, (5) Eligibility/Eligible Days Present, (5-2)
73-74 | Section IV Special Education, (5) Eligibility/Eligible Days Present, (5-11)
79-80 | Section IV Special Education, (6) Contact Hours, (6-1)
86 Section IV Special Education, (9) Examples, (9-12)
90 Section IV Special Education, (9) Examples, (9-22)
93 Section IV Special Education, (9) Examples, (9-34)
93 Section IV Special Education, (9) Examples, (9-36)
93 Section IV Special Education, (9) Examples, (9-37)
94 Section IV Special Education, (9) Examples, (9-41)
95 Section IV Special Education, (9) Examples, (9-42)
96 Section IV Special Education, (9) Examples, (9-43)
99 Section V Career and Technical Education, Title
99 Section V Career and Technical Education, (1) Responsibility, (1-1)
99 Section V Career and Technical Education, (1) Responsibility, (1-4)
100 Section V Career and Technical Education, (1) Responsibility, (1-5)
100 Section V Career and Technical Education, (1) Responsibility, (1-6)
100 Section V Career and Technical Education, (1) Responsibility, (1-7)
101 Section V Career and Technical Education, (4) General Rules, (4-3)
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102 Section V Career and Technical Education, (4) General Rules, (4-5)
102-103 | Section V Career and Technical Education, (4) General Rules, (4-7)
104 Section V Career and Technical Education, (4) General Rules, (4-9)
104 Section V Career and Technical Education, (4) General Rules, (4-10)
105 Section V Career and Technical Education, (5) Eligibility/Eligible Days Present, (5-1)
105 Section V Career and Technical Education, (5) Eligibility/Eligible Days Present, (5-2)
106-107 | Section V Career and Technical Education, (5) Eligibility/Eligible Days Present, (5-8)
107 Section V Career and Technical Education, (5) Eligibility/Eligible Days Present, (5-9)
107 Section V Career and Technical Education, (6) Contact Hours
108 Section V Career and Technical Education, (7) Documentation, (7-3)
108 Section V Career and Technical Education, (8) Quality Control, (8-4)
109-110 | Section V Career and Technical Education, (9) Examples, (9-4)
110 Section V Career and Technical Education, (9) Examples, (9-5)
110 Section V Career and Technical Education, (9) Examples, (9-8)
110 Section V Career and Technical Education, (9) Examples, (9-9)
111 Section V Career and Technical Education, (9) Examples, (9-11)
114 Section VI Bilingual/ESL, (3) Withdrawal Procedure, (3-1)
115-116 | Section VI Bilingual/ESL, (4) General Rules, (4-4)
117 Section VI Bilingual/ESL, (5) Eligibility, (5-2)
118 Section VI Bilingual/ESL, (6) Eligible Days Present
119 Section VI Bilingual/ESL, (7) Documentation, (7-4)
121 Section VI Bilingual/ESL, (8) Quality Control, (8-5)
123-125 | Section VII Prekindergarten, (2) Enroliment Procedure, (2-1) through (2-2)
126 Section VIl Prekindergarten, (5) Eligibility, (5-1)
127-128 | Section VII Prekindergarten, (5) Eligibility, (5-5)
128 Section VII Prekindergarten, (6) Eligible Days Present
130 Section VII Prekindergarten, (7) Documentation, (7-6)
147-148 | Section IX Pregnancy Related Services, (4) General Rules, (4-10)
152 Section IX Pregnancy Related Services, (4) General Rules, (4-16)
153 Section IX Pregnancy Related Services, (5) Eligibility, (5-7)
158 Section IX Pregnancy Related Services, (9) Examples, (9-4)
164 Section X Non-Traditional Schools, (2) General Requirements, (2-5)
164 Section X Non-Traditional Schools, (2) General Requirements, (2-7)
164 Section X Non-Traditional Schools, (2) General Requirements, (2-11)
164 Section X Non-Traditional Schools, (2) General Requirements, (2-12)
164 Section X Non-Traditional Schools, (2) General Requirements, (2-13)
165 Section X Non-Traditional Schools, (3) Waivers, (3-2)
165 Section X Non-Traditional Schools, (4) Year-Round Schools, (4-3)
165-166 | Section X Non-Traditional Schools, (5) Compensatory and Accelerated Instruction for
At-Risk Students (5-1) through (5-2)
166 Section X Non-Traditional Schools, (6) Alternative Education Campuses (AECs) of
Choice and Residential Facilities, (6-1)
166 Section X Non-Traditional Schools, (6) Alternative Education Campuses (AECs) of
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Section |l
Audit Requirements

Introduction

The superintendent of schools is responsible for the safekeeping of all attendance records and
reports. The superintendent of schools may determine whether the properly certified
attendance records or reports for the school year are to be filed in the central office or properly
stored on the respective school campuses of the district. Regardless of where such records are
filed or stored, they must be readily available for audit by the School Financial Audits Division of
the Texas Education Agency (TEA). 19 TAC §129.21(m) Incomplete or inaccurate data will
result in attendance not being allowed.

The Student Attendance Accounting Handbook (Handbook) is the TEA official standard of
required information for all attendance accounting systems, whether manual or automated.
Unless a distinction is made between manual and automated systems, all standards described
in the Handbook will apply to all attendance accounting systems. The Handbook incorporates
the same codes that are defined in the PEIMS Data Standards as they relate to attendance.
The Handbook also requires all attendance accounting systems to follow the same coding
structure. It is the district's responsibility to ensure that the basis used to record and process
attendance accounting meets this standard. 19 TAC §129.21(e)

A paper copy of all required attendance records must be retained for five years, unless the
district utilizes an Automated Data Processing (ADP) system. Districts using an ADP system
may exercise the following at local district option: Any attendance accounting record/report may
be stored electronically on an acceptable medium of storage (e.g., hard disk, diskette, tape,
microfiche/film) provided the district also retains the hardware and software (attendance
program) necessary to access and reproduce the attendance data in an acceptable format [see
(1-10)]. In the event compatible hardware and/or backup copies of software cannot be kept, or
the district does not possess the technical expertise to reproduce the unaltered data in an
acceptable format when notified of an audit, paper copies are required for the entire retention
period. Local Schedule SD, Texas State Library and Archive Commission

Automated attendance accounting systems must be managed properly in order to meet the
standards for audit documentation. An effective system of internal controls must be in place in
order to maintain: 1) data integrity (completeness and accuracy), and 2) the ability to
reproduce, for audit purposes, all required documentation that the district elected to store
electronically [see (1-10)]. Technical assistance may be required from outside professional
sources to ensure a district's automated attendance accounting system will be able to
reproduce all required documentation at the time the district is notified of an audit. Testing the
procedures for reproducing required audit documentation in an acceptable format is prudent
before deciding to retain reports/records in an electronic format in lieu of retaining paper
reports/records.

A district may receive optimal benefit by retaining some documentation electronically and other
documentation in paper report format. For example, Learning ISD uses paper period absence
slips as the source document for attendance accounting. They cannot store those slips
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electronically, nor can they store some of the other required documentation in an electronic
format [see (3) Documentation Required later in this section]. They can, however, store the
Student Detail Report, the Campus Summary Reports, and the District Summary Report
electronically on a floppy diskette. For audit purposes, Learning ISD must retain all paper
records that they cannot store electronically, a backup of the actual attendance accounting data,
the attendance accounting program from the same school year, and compatible hardware
necessary to access and reproduce the data in an acceptable format.

Systems that are entirely functional without the use of paper documents (e.g., the teacher
enters absences directly into the system without the use of paper period absence reports) must
meet the additional standards established in (4) Paperless Environments later in this section or
the district must generate and retain paper copies of attendance reports/records. These
standards apply to all districts that desire to establish and/or maintain an audit trail (source
document to final reports) that is completely free from paper.

Q) General Requirements

(1-1) A student must be served at least two hours of instruction per day to be included
in membership. Students must be in membership before they are eligible for
attendance. Students with disabilities follow the same two-hour-per-day eligibility
rule. Absences for students who do not meet the two-hour-per-day minimum to
be included in membership are not required to be recorded. However, the
demographic and special program information must be maintained in the
accounting system for all students served, in accordance with the applicable
coding instructions in Sections IV through IX of this Handbook [see (1-9) in
Section 1].

(1-2) Students must meet all eligibility requirements described in Section Il of this
Handbook before they can generate funding. Students served at least two but
less than four hours of instruction per day are eligible for half-day attendance
(ADA eligibility code 2). Students served at least four hours of instruction per day
are eligible for full-day attendance (ADA eligibility code 1). Students served less
than two hours of instruction per day do not meet the requirements for
membership (ADA eligibility code 0).

(1-3) Always use ink to make manual entries or corrections in the attendance records,
on daily absence slips, on six-week absence reports, and/or on daily summary
sheets. Never record manual entries in pencil or use liquid correction fluid
or use a signature stamp. If errors are made on any official attendance
document, strike through the error, enter corrections nearby, and initial.

(1-4) Students are either present or absent at the time the official attendance roll is
taken (a snapshot usually taken during the 2nd or 5th hour/period). The
central attendance staff should adjust an absence for a student who was with
authorized school personnel (nurse, counselor, principal, etc.) and was
recorded absent at the time the official attendance roll was taken. The
change must be documented, and an audit trail must be established (e.g.,
mark through and initial the absent mark, and document the reason). Where
paperless accounting systems exist and absences are posted directly to the
ADP system, sufficient paper documentation must be maintained to support
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any changes to posted absences [see (4) Paperless Environments later in
this section].

(1-5) For official attendance accounting and Foundation School Program (FSP)
purposes, "Tardies" do not exist. However, locally-designed codes may be
implemented which indicate:

1. a student arrived late to class before official roll call and was counted
present for ADA and FSP purposes, or

2. a student arrived late to class after official roll call and was counted
absent for ADA and FSP purposes.

Adequate documentation which defines all locally-designed codes must be
retained with all other auditable records.

(1-6) Attendance and contact hour eligibility begins the first day of school and
continues for the entire school year, provided all required documentation is in
order. Students who transfer from one instructional track to another, in districts
where multiple tracks are offered, may accumulate more than the statutory days
of attendance.

(1-7) Student Detail Reports should be generated each six-week reporting period
and reviewed at the end of each six-week reporting period for reasonableness
by campus personnel who are responsible for ensuring student attendance
accounting codes are correct.

(1-8) Campus Summary Reports should be generated each six-week reporting
period and reviewed by the principal for reasonableness. Regular
attendance totals and special program attendance totals should be scrutinized
based on approximate membership. All data totals that have an exceptionally
high value or a value of zero should be investigated. Current year totals should
be compared to prior year totals to detect unreasonable differences.

(1-9) The District Summary Report should be generated each six-week reporting
period and reviewed by the superintendent or the superintendent's designee,
following the same analysis as the Campus Summary Reports.

(1-10) All required documentation which is stored electronically must be
reproduced in an acceptable format at the time of an audit. To be
considered acceptable, the documentation must be complete [must meet all the
requirements in (3) Documentation Required later in this section], must be in
English (not machine language), and must be scannable by the human eye.

(1-11) The district or charter school must maintain a procedures manual specific in
detail to the school attendance accounting system. This procedure manual will
outline but is not limited to:

1. how and when official attendance is to be taken by teachers,

2.  how attendance is entered into the attendance accounting system,
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3.  which position(s) is/are responsible for the coding of special programs
(such as Career & Technical, Special Education, Pregnancy Related
Services, etc.),

4.  how changes to special programs are to be documented,

5.  how student membership is to be reconciled between the teacher rosters
and the attendance accounting database,

6. how the district will maintain attendance accounting records (including
computerized records, period absence slips, and official calendar) after the
completion of the school year,

7.  what backup systems are in place to protect the attendance accounting
records, and

8.  which position is responsible for the maintained and security of the
attendance accounting records.

(2) Coding Information for Special Programs

(2-1)

(2-4)

Students must be eligible for attendance (Section IIl) and must meet all
requirements for special programs (Sections IV through 1X) before their
attendance may be counted for funding. Complete documentation must be on
file to support eligibility.

Districts may not claim funds for special programs prior to filing all required
documentation. Therefore, it is crucial that early identification and
documentation for all students be filed as soon as possible. Lack of proper
and/or timely documentation will result in attendance and contact hours being
disallowed.

Special Education, Career and Technical Education, Gifted and Talented,
Pregnancy Related Services, and Bilingual/ESL staff or teachers should provide
attendance personnel with names and coding information of students who are
eligible, who are being served, and whose documentation is in order. In no case
should attendance personnel determine the special program code of a
student. Attendance personnel must also be notified of any change in a
student's special program service and the effective date of such change before
changes are recorded in the attendance records.

Using the codes provided by the special program staff or teachers, attendance
personnel should accurately record appropriate program codes for each student
enrolled in special programs. Paper copies summarizing special program
participation, by student, should then be generated, reviewed, and verified by the
special program staff member in charge.

For funding purposes, a student may not earn more than six contact hours per
day for any combination of special education and career and technical education
settings. When a student earns more than six contact hours per day, the district
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must subtract the excess number of contact hours from the student's primary
special education instructional setting (Section V).

(2-6) A student's service in a special program may be proved by an end-of-semester
grade for the course in which the student generated special program attendance,
as documented in the student's Academic Achievement Record (AAR). Difficulty
may be experienced, however, in proving a student's special program service if
the student did not receive an official grade (i.e., the student withdrew from the
program/school before the end of the semester). It is the district's
responsibility to prove that a student who received credit (who was coded
into a special program) was actually served in that capacity. Therefore, the
district may decide to retain gradebooks for special program courses for the full
five-year retention period instead of the mandatory one-year period required in
Local Schedule SD, Texas State Library and Archives Commission.

(2-7) There are many opportunities for error as data is processed from the source
record to the official student attendance accounting records/reports. Data
recorded in the accounting system must be verified to ensure correct funding.
Special program staff should review the data on file for his or her program
and verify the totals submitted for funding.

3) Documentation Required

Districts must carefully review the Introduction to this section and (4) Paperless
Environments later in this section prior to deciding on the storage medium or electronic
format for audit documentation that best suits the needs of the particular district.

All attendance accounting systems must possess the ability to readily reproduce
the student attendance data required in the Handbook upon notification of an
audit, regardless of the medium of storage used. Student attendance data must
be organized into three distinct data sets, all of which are described below: the
Student Detail Report, the Campus Summary Report(s), and the District Summary
Report. The retention period for all documentation required for audit purposes is five
years from the completion of the school year unless specified differently later in this
section.

Copies of all required attendance records must be available and provided to the School
Financial Audits Division of TEA within twenty (20) working days of written request by
the Agency. Failure to provide all required attendance records [specific program(s)
and/or grant(s)] could result in the retention of least 30% of the district's FSP allotment
for the school year(s) requested.

Reports must include the level of detail identified in this section, although the actual
report format is not mandated. However, a good accounting system will produce reports
that are easy to read and that present the information in a concise format. For example,
a valuable Student Detail Report will present all the required data for each student,
including attendance and program totals by six-week reporting period, in one layout.
Reviewing student attendance data for accuracy is considerably easier when all data is
presented in one document.
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All documentation required for audit purposes is outlined below. Reports must
encompass three main data sets (Student Detail Reports for all students by six-week
reporting period, Campus Summary Reports for all campuses by six-week reporting
period, and a District Summary Report by six-week reporting period) and must cover
the entire school year. All codes reflected in the attendance reports must be defined in
the reports [see (4-10) in Section lI].

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

(3-1) Student Detail Reports must contain the following data:

1. The name of the district and the campus.

2. The County-District-Campus number.

3 Reporting Period Code (generally described as six weeks, but does not

necessarily consist of six weeks. For reporting purposes, the school year

must be divided into six approximately equal reporting periods).

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

Total number of days of instruction in the reporting period.

The instructional track (INSTRUCTIONAL-TRACK-INDICATOR-CODE) the

student attends, if the district offers multiple instructional tracks.

7.  Allidentification data elements (student's legal first, middle and last name;
generation code, where applicable; sex; date of birth; student's age as of
September 1; Social Security Number or Alternative 1.D. Number; Ethnic
Group; first and last name of parent or guardian with whom the student
resides; address of parent or guardian with whom the student resides, to
include the street number/Route number/P.O. Box number, city and zip;
and campus |.D. of residence for non-resident students).

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

9.  Student's Grade Level Code.

10. Student's ADA Eligibility Code (Section lll), Instructional Setting Code
(Section IV), Speech Therapy Indicator Code (Section 1V), Career and
Technical Education Code (Section V), Bilingual/ESL participation code
(Section VI), Gifted/Talented Indicator Code (Section VIII), and Pregnancy
Related Services Code (Section IX), where applicable.

11. Student's Absences (from the official attendance snapshot) by date for
each six-week reporting period.

12. Student's Total Days Membership, Total Days Absent, Total Days Present,
Total Eligible Days Present, and Total Ineligible Days Present, by six-week
reporting period.

13. Student's Total Eligible Days Present in each program (listed in 10 above,
except for Gifted and Talented) by six-week reporting period, where
applicable.

14. Student's number of excess contact hours earned in one day, where
applicable.

15. Student's Total Excess Contact Hours by Instructional Setting Code by six-
week period, where applicable.

16. Attendance data totals for all students, summarized by grade. This
includes: Days Membership (includes both eligible and ineligible

ook
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17.
18.
19.
20.

21.

students); Days Absent (includes both eligible and ineligible students);
Total Days Present (includes both eligible and ineligible students); Ineligible
Days Present; Eligible Days Present; Eligible Days Bilingual/ESL; Eligible
Days Pregnancy Related Services; and Eligible Days Special Education
Mainstream.

Campus total for all grades for all data required in 16 above.

Campus ADA (regular classroom eligible participation, Bilingual/ESL,
Pregnancy Related Services, and Mainstream).

Total Eligible Days Present and Total Contact Hours for all career and
technical codes (V1-V6) by grade and a campus total for all grades, where
applicable.

Total Eligible Days Present, Total Contact Hours, and Total Excess Contact
Hours for all special education instructional settings, including speech
therapy, by grade and a campus total for all grades, where applicable.
Signature page, signed by persons recording data and persons approving
data. This can be signed each six-week reporting period or each semester
at local discretion.

(3-2) Campus Summary Reports must include the following data:

oobhwN~

11.
12.

13.
14.
15.

The name of the district and the campus.

The County-District-Campus number.

The six-week reporting period.

Beginning and ending dates of the reporting period, including the year.
The number of days of instruction in the reporting period.

The instructional track (INSTRUCTIONAL-TRACK-INDICATOR-CODE) the
report covers, if the district offers multiple instructional tracks. Campuses
with multiple instructional tracks will have one Campus Summary Report
for each track.

Attendance data totals for all students, summarized by grade. This
includes: Days Membership (includes both eligible and ineligible students);
Days Absent (includes both eligible and ineligible students); Total Days
Present (includes both eligible and ineligible students); Ineligible Days
Present; Eligible Days Present; Eligible Days Bilingual/ESL; Eligible Days
Pregnancy Related Services; and Eligible Days Special Education
Mainstream.

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

Total Days Absent reported by date for entire calendar.

Campus ADA (regular classroom eligible participation, Bilingual/ESL,
Pregnancy Related Services, and Mainstream).

Total Eligible Days Present and Total Contact Hours for all career and
technical education codes (V1-V6), if applicable.

Total Eligible Days Present, Total Contact Hours, and Total Excess Contact
Hours for all special education instructional settings, including speech
therapy, if applicable.

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

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

Signature page, signed by persons recording data and persons approving
data. This can be signed each six-week reporting period or each semester
at local discretion.
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(3-3) The District Summary Report must include the following data:

The name of the district.

The County-District number.

The six-week reporting period.

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

The number of days of instruction in the reporting period.

The instructional track (INSTRUCTIONAL-TRACK-INDICATOR-CODE) the

report covers, if the district offers multiple instructional tracks. Districts with

multiple instructional tracks will have one District Summary Report for
each instructional track.

7.  Totals of all campus data, summarized by grade. This includes: Days
Membership (includes both eligible and ineligible students); Days Absent
(includes both eligible and ineligible students); Total Days Present (includes
both eligible and ineligible students); Ineligible Days Present; Eligible Days
Present; Eligible Days Bilingual/ESL; Eligible Days Pregnancy Related
Services; and Eligible Days Special Education Mainstream.

8.  District total for all grades for all data required in 7 above.

9. District ADA (regular classroom eligible participation, Bilingual/ESL,
Pregnancy Related Services, and Mainstream).

10. Total Eligible Days Present and Total Contact Hours for all career and
technical education codes (V1-V6), if applicable.

11. FTE calculations for all special programs reported for data required in 10
and 11 above.

12. Total Eligible Days Present, Total Contact Hours, and Total Excess Contact
Hours for all special education instructional settings, including speech
therapy, if applicable.

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

14. Signature page, signed by persons recording data and persons approving

data. This can be signed each six-week reporting period or each semester

at local discretion.

oobhwN~

(3-4) Student membership from the teacher’s roster is to be reconciled to the
attendance accounting records at the end of the 1% and 4" six-weeks
reporting periods. The reconciliation is to verify that all students are reported on
attendance records and that “no show” students were purged from the attendance
accounting system. District personnel are to develop a form to be used at the end
of the 1% and 4" six week periods to show the total number of students in
membership in each teacher’s class during the official attendance period. The
total number of students in membership is to be reconciled to the total number of
students listed in attendance accounting records. This document is to be certified
by the district PEIMS coordinator and his/her supervisor by signature.

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

(3-5) Additional Documentation required:
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10.

11.
12.

13.

14.
15.

Gradebooks (retained for one year after entering grades into the student's
Academic Achievement Records (AAR)). These are especially important
when proving a student's special program service when end-of-semester
grades were not received [see (2-6)]. Local Schedule SD, Texas State
Library and Archive Commission

Period absence reports (e.g., slips, six-week attendance cards, etc.), if
used, from the official attendance hour/period, signed by the teacher.

For paperless accounting systems where absences are posted directly to
the ADP system, sufficient paper documentation to support any changes to
posted absences [see (4) Paperless Environments later in this section].
Campus Daily Absence Summary reports, if used.

Class admittance slips or other documentation to support the claim that a
student was with a nurse, counselor, assistant principal, or other school
official at the time attendance was taken [see (4-11) in Section IlI].
Documentation supporting the claim that a student was attending a board-
approved activity, accompanied by a certified teacher/adjunct staff member
of the district, signed by the person who supervised the student(s) [see (4-
12) and (4-13) in Section IlI].

Documentation supporting the claim that a student was at a documented
appointment with a health care professional [see (4-12) in Section Il1].
Documentation supporting the claim that a student was participating in a
district-approved mentorship through the Distinguished Achievement
Program [see (4-12) in Section IlI].

If any data changes are made subsequent to submission to TEA,
updated and/or corrected copies of all reports are required to be
available for audit [see (10-7) in Section III].

Copies of the student's schedule showing the date of change if the student
experienced a program change, including dates of withdrawal. For
example, there must be documentation on file if a student changed from a
one-hour to a three-hour career and technical course or if the student
withdrew from the program.

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

Copy of the official school calendar reflecting all days of instruction and
holidays (including bad weather days) for each instructional track offered in
the district. (Each six week reporting period should be clearly identified.)
Special program documentation as described in each special program
Section in this Handbook, including proof of service [see (3-4), 1 in this
section].

Documentation which indicates the meaning of all locally-designed codes in
the attendance system.

A copy of the Community-Based Dropout Recovery Education Program
contract, if applicable.

(4) Paperless Environments

Districts should review the “(3) Documentation Required” and this section prior to
deciding the storage medium or electronic format for audit documentation that best suits
the needs of the particular school. It is the school’'s responsibility to provide auditors with
the required documentation listed in these sections. In the event attendance data cannot
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be reproduced in an acceptable format at the time of an audit, the school may be held
financially responsible for its inability to reproduce required documentation.

The school’s system must be able to reproduce reports at any given time. All three
reports must be available (Student Detail Report, Campus Summary Reports, and the
District Summary Report) along with all components listed in their descriptions.
Regardless of the medium used to store documentation, all schools must retain the ability
to readily regenerate all reports and/or documentation that are required for audit purposes
for the full record retention time.

Systems that allow teachers to enter attendance directly into the automated system must
provide security to the data that is entered. Safeguards and security are not limited to the
following but should:

1. require that the teacher logs into the system using distinct secret passwords,

2. timing out (auto shut off) if the program has not had any activity in an appropriately
short period of time, (e.g. 10 minutes),

3. show the date, time, and identity of the teacher entering the absence data,

4. show the date, time, and identity of the individual making changes to the attendance
report, and

5. provide a positive confirmation for 100% of attendance (teacher sends “All Present”

rather than showing no one absent.)

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

Multiple backup data recovery plans should be in place in the event of a disaster occurs.
These plans should be documented and available for examination by auditors as part of
the check of internal controls. Sufficient testing of alternate plans should occur to ensure
against a disaster (employee sabotage, system failure, fire, crashed disk, etc.) that
disables the primary data retrieval method.

(5) Disaster Recovery

(5-1) As with any recordkeeping system, security and preservation are key issues
when evaluating storage options. Both sabotage and disaster must be
prevented. With attendance accounting records, it is the district's ultimate
responsibility to secure records for the required length of time (five years) while
preventing total loss in the event of catastrophe.

(5-2) While it is impossible to prevent disaster from occurring, it is possible to
formulate several plans which address the recovery of data in the event the
primary plan fails to adequately reproduce the reports required for audit
purposes. Specific measures must be taken, at the district level, to guarantee
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the ability to reproduce unaltered attendance records if the originals are
destroyed. These measures must include the ability to reproduce such records
at any point during the required five years of record retention.

(5-3) Storage of duplicate records and/or data at various locations within the district is
an example of a plan which prevents the loss of data in the event a disaster
occurs at the primary storage facility.

(5-4) Districts using ADP accounting systems must recognize how changes to the ADP
hardware and software from year to year affect the district's ability to reproduce
attendance accounting records from prior years. Therefore, when changes occur
to the system software (e.g., yearly updates to the attendance accounting
program), the district must be certain that the new program will access the prior
years' attendance data and produce an acceptable report format. It is also
important, when changes occur to the district's hardware (e.g., the district
purchases new hardware), to investigate whether the new hardware is
compatible, so that it will access the prior years' attendance data and produce an
acceptable report format. In some cases it is advisable to print and retain
paper copies for audit purposes in lieu of exercising the option to store the
data electronically.
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Section Il
General Attendance Requirements

(1) Responsibility

(1-1)

List in the space provided below the name and phone number of the district
personnel to whom all general attendance questions should be directed:

Name:

Phone Number:

The teacher recording the initial absence is responsible for the accuracy of the
report and attests to the validity of the data with his or her signature.
19 TAC §129.21(a)

The attendance personnel generating absence summaries and/or transcribing
the absences or coding information into the accounting system are responsible
for adhering to all laws and regulations pertaining to student attendance
accounting. Each person entering data into the attendance accounting system
must sign an affidavit attesting that the data he or she has entered 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.

Special program directors and/or staff are responsible for reviewing special
program data and totals for accuracy and completeness.

The principal of each campus is responsible for reviewing his or her respective
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 superintendent is ultimately responsible for the accuracy and safekeeping
of all attendance records and reports. These records must be available for audit
by the School Financial Audits Division of TEA. The superintendent affirms that
he or she has taken measures to verify the accuracy and authenticity of the
attendance data by signing the District Summary Report. In the event errors
are detected during the course of an audit, either an adjustment to
subsequent allocations of state funds will be assessed or the district will
be required to refund the total amount of the adjustment when the audit is
finalized. 19 TAC §129.21(m), TEC §42.255

General Attendance Requirements 2007-2008 Student Attendance Accounting Handbook Page 21



(2) Enrollment Procedure

(2-1)

(2-8)

Local district policy should include measures to verify, upon enrollment, that the
student is entitled to enroll in the district under TEC §25.001. If the student’s
entitlement is contingent on the residency of a person, examples of methods of
verifying residency include requiring utility bill receipts, checking tax records, or
verifying with responsible district personnel that the applicable residence is within
the boundaries of the district. A student who does not reside in Texas is not
entitled to enroll in a Texas public school under TEC §25.001 on the basis of
another person’s residency, including the residency of the student’s parent or
grandparent. TEC §25.001 [See (2-7) relating to homeless students.]

Upon a student's enrollment in the district, a bona fide effort should be made to
secure all records and/or required documentation pertaining to the student from
the previous district and/or the parent, if applicable.

Districts failing to provide the required information [listed in (3-8)] within 10
calendar days of a request by the receiving school district should be reported to
the Division of Governance of TEA at (512) 475-3697. TEC §25.002(a-1)

If a child is enrolled under a name other than what appears in the identifying
documents, the district must notify the Missing Children and Missing Persons
Information Clearinghouse at (800) 346-3243. If the student's records have not
been received within 30 days of a request, making this comparison impossible,
the district must notify the municipal police department or sheriff's department of
the county for a determination of whether or not the child has been reported as
missing. TEC §25.002(b)

The documents considered acceptable for proof of identification and age are
outlined in (9) Documentation later in this section.

Failure to receive the information required for student enroliment must not
preclude the district from enrolling and serving the student. However, only the
students who meet the age and residency requirements may be reported as
eligible for Foundation School Program (FSP) purposes (ADA eligibility codes 1,
2,3,0r6). 19 TAC §129.1(b) See (2-12) regarding immunization records.

Upon determining that a student is homeless, as defined by the McKinney
Homeless Assistance Act, the child must be allowed to either remain in the
district in which he or she was enrolled prior to becoming homeless or enroll in
the district where he or she is now located. A homeless student is entitled to
enroll in any district. Proof of residence is not required. Information on school
district responsibilities associated with homeless , students may be obtained from
the Education Service Center Support Division of TEA at (512) 463-9371.

The student's entry date is the first day the student is physically present during
the official attendance accounting period on a particular campus. A student's re-
entry date is the first day the student is physically present during the official
attendance accounting period after having been withdrawn from the same
campus. A student cannot be absent on either the entry or the re-entry
date.
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(2-9)

(2-10)

(2-11)

(2-12)

The student is in membership on both the entry date and the re-entry date
[minimum time requirements for a student to be in membership are listed in
(5-2)].

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

For infants and toddlers, birth through 2 years of age, who have auditory and/or
visual impairments and an IFSP indicating a need for services by the district, the
child must be enrolled in the local district or Regional Day School Program for the
Deaf (RDSPD). If district services are to be provided through the RDSPD, the
home district must be informed by the RDSPD. See (4-11) and (4-12) in Section
V.

Subiject to the exceptions in Section 38.001(c), a student is required to be fully
immunized against disease as required by the Texas Board of Health. (Section
38.001(a), Texas Education Code.) However, a student may be provisionally
admitted if the student has begun the required immunizations and continues to
receive the necessary immunizations as rapidly as medically feasible. (Section
38.001(e), Texas Education Code.) A homeless student may be admitted for 30
days pending initiation of vaccinations or receipt of vaccination documentation.
25 T.A.C. §97.66(b). A student who is a military dependent or any student
transferring from another Texas school district may be enrolled for 30 days
pending transfer of immunization records. 25 T.A.C. §97.69. Except as provided
by Section 38.001(c) or rule of the Health an Human Services Commissioner, a
student who is not fully immunized and has not begun the required
immunizations may not attend school. For further information regarding
immunization requirements, immunization exemptions, and immunization
documentation, please contact the Department of State Health Services.

®3)

Withdrawal Procedure

(3-1)

A student should be withdrawn from the attendance accounting system on the
date the district becomes aware the student is no longer a member of the district.
With proof of enrollment in a different district/campus, retroactive withdrawals will
be permitted to the day the student enrolled in the other school. All attendance
accounting records affected by this change must be updated.

A student who is at least 18 years old and is voluntarily enrolled in school may be
withdrawn when they accumulate more than five unexcused absences in a
semester. Under this provision a district may revoke the enrollment of such a
student for the remainder of the school year. TEC §25.085(e) Students who are
removed from school under this provision will be considered a dropout for
accountability purposes.

A student who is temporarily absent (i.e., illness, suspension, etc.) but still a
member of the district may not be withdrawn.

The withdrawal date for a student who never officially withdrew from school, but
whose whereabouts can no longer be determined, should be decided according
to applicable local policies. For example, local policy may state that a student is
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(3-10)

withdrawn 10 days after he or she last attended if his or her whereabouts are
unknown. Once withdrawn, a student in grades 7-12 must be reported as a
school leaver on a 203 Record and will possibly be considered a dropout
according to Section 2 of the PEIMS Data Standards.

If the student withdraws before attendance is taken, the withdrawal date is that
day. If the student withdraws after attendance is taken, the withdrawal date is
the next school day.

The student is not in membership on the withdrawal date.
If a code is used to denote the student's withdrawal date, it should be "W".

The minimum set of information that must be transferred with each student
moving from one Texas district to another is listed below.

1. Social Security Number or State-Approved Alternate ID last reported
through PEIMS;

Current Social Security Number or State-Approved Alternate ID, if different
from above;

Local Student ID Number, if used;

County-District-Campus Number;

Campus Name and Phone Number;

First, Middle, and Last Name and Generation Code;

Sex, Ethnicity, and Date of Birth; and

Current Grade Level.

Immunization records. TEC §25.002(a)(3).

N

©CONOO AW

By law, each district is required to transfer student records within 10 days of
receipt of a request by the receiving district. TEC §25.002(a-1).

Enrollment by a student in a school district constitutes authority for the sending
district to release the education records of that student, regardless of whether
parental authority has been received. Family Education Rights and Privacy Act
(FERPA) 34 CFR Part 99, 99.31(a)(2) and 99.34

Students who are 21 years of age or older who are admitted for the purpose of
completing the requirements of a high school diploma are not eligible for
placement in a DAEP or JJAEP if the person engages in conduct that would
require or authorize such placement for a student under the age of 21. If the
student engages in conduct that would otherwise require such placement, the
district shall revoke admission of the student into the public schools of the
district. TEC §25.085(f)

(4)

General Rules

(4-1)

Each teacher or other school employee who records student attendance shall
certify, in writing, that all such records are true and correct to the best of his or
her knowledge and that the records have been prepared in accordance with laws
and regulations pertaining to student attendance accounting. Electronic
signatures are acceptable. Signature stamps and pencil are not acceptable.
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(4-2)

(4-3)

(4-4)

(4-5)

(4-6)

(4-7)

(4-8)

Make all entries with ink, and under no circumstances use an eraser or ink
eradicator in any attendance records. If errors are made: strike through the
error, enter corrections nearby, and initial.

When classroom instruction is organized on a departmentalized basis, a
centralized attendance accounting system must be used. 19 TAC §129.21(g)

If instructional services for special education are provided after school or on
Saturday, the contact hours may be counted only if the services cannot be
provided or are unavailable at any other time (e.g., speech therapy due to a
shortage of speech therapists, orientation and mobility services/vision instruction
at night or in periods of darkness, etc.).

If selected students are required to attend school on Saturday to make up for
absences, the attendance may not be counted for funding purposes [see (7-5)
for make-up days when all students are required to attend].

If standardized achievement tests or final exams are administered during the
period designated for attendance, absences should be recorded just before,
during, or immediately after the exam.

Attendance for students who are not in membership (receiving the minimum two
hours of instruction per day) is not required to be recorded. However, the
demographic and special program information must be maintained in the
attendance accounting system in accordance with the applicable coding
instructions in Sections Il through IX of this Handbook.

For example, a 3-year-old special education student is served in speech therapy
for 30 minutes each week. Speech therapy is his only service. Attendance for
this speech therapy student is not required to be recorded, since he does not
receive at least two hours of instruction per day, but demographic and special
program information must be reported. Demographic and special program
information for all students served in a school district should be reported through
PEIMS, Submission 1.

Students who are served outside the home/sending district, but who are reported
for all PEIMS submissions by the home/sending district, should not be included in
the official attendance reports of the district where the student is served [see (1-
9) in Section 1].

Attendance for all grades must be determined for each campus by the absences
recorded at the one particular point in time the roll is taken (a snapshot, e.g., 9:45
a.m.), during the second or fifth instructional hour of the day or its equivalent,
unless the local School Board has adopted a district policy for recording
absences in an alternate period/hour. The selected time may vary from campus
to campus within a district. However, once selected, the time may not be
changed during the school year. 19 TAC §129.21(i)

With the exception of any reason listed below in (4-12), students who are absent
at the time the attendance snapshot is taken are counted absent for funding
purposes. Students present at the time the attendance snapshot is taken are
counted present for funding purposes. For official attendance accounting
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purposes, "excused" and/or "unexcused" absences do not exist.
19 TAC §129.21(i)(3)

(4-10) For official attendance accounting and FSP purposes, "Tardies" do not exist.
However, locally-designed codes may be implemented which indicate:

1. a student arrived late to class before official roll call and was counted
present for ADA and FSP purposes, or

2.  astudent arrived late to class after official roll call yet was counted absent
for ADA and FSP purposes.

Adequate documentation must be retained with all other auditable records which
indicates the meaning of all locally-designed codes. Proof must be evident that
absences for students assigned this code are included in total absences in all
attendance reports (Section II).

(4-11) Students who are on campus at the time attendance is taken, but who are not in
their assigned classroom, are considered in attendance for FSP purposes
provided they were with a responsible campus official (e.g., nurse's office,
counselor's office, principal's office, etc.). Class admit slips or other
documentation supporting the claim must be retained for audit purposes
(Section II).

(4-12) A student not actually on campus at the time attendance is taken may be
considered in attendance for FSP purposes under the following conditions.

1. The student is participating in an activity which is approved by the local
school board and is under the direction of a professional staff member of
the school district or an adjunct staff member. This adjunct staff member
must have a minimum of a bachelor's degree and be eligible for
participation in the Teacher Retirement System of Texas.

2.  The student is participating in a mentorship approved by district personnel
to serve as one or more of the advanced measures needed to complete the
Distinguished Achievement Program outlined in 19 TAC §74.13(a)(3).

3. The student is a Medicaid-eligible child participating in the Early and
Periodic Screening, Diagnosis, and Treatment Programs (EPSDT)
implemented by the Texas Department of Human Services with contractual
cooperation of the Texas Department of Health. Such students may be
excused for up to one day at a time without loss of ADA.

4.  The student misses school for the purpose of observing religious holy days,
including traveling for that purpose. Travel days for which the student is
considered in attendance shall be limited to not more than one day for
travel to and one day for travel from the site where the student will observe
the holy days. A school district may elect to excuse additional travel days,
however, the student would be considered to be absent for the additional
travel days for attendance accounting purposes.

5.  The student in grades 6 through 12 misses school for the purpose of
sounding “Taps” at a military honors funeral held in Texas for a deceased
veteran. A student whose absence is excused for this purpose will be
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allowed a reasonable amount of time to make up school work missed on
these days and if the student satisfactorily completes the school work, the
day of absence is counted as a day of compulsory attendance. TEC
§25.087(c)

6. The student misses school for the purpose of attending a required court
appearance, including traveling for that purpose. TEC §25.087(b)(1)(B)
Travel days for which the student is considered in attendance shall be
limited to not more than one day for travel to and one day for travel from the
site where the student is required to appear in court. A school district may
elect to excuse additional travel days, however, the student would be
considered to be absent for the additional travel days for attendance
accounting purposes.

Absences to meet with probation officers do not qualify for funding but must
be excused if they meet the criteria in 19 TAC §129.22(a).

7.  The student is temporarily absent due to a documented appointment with a
health care professional if that student commences classes or returns to
school on the same day of the appointment. The appointment should be
supported by a document such as a note from the health care professional.
19 TAC §129.21(k), TEC §25.087(b)(1)(A)

Please note that for the purposes of the above section [(4-12) 7], a student
must be in class at least a portion of the day to be considered present.

Adequate documentation must be retained to verify the whereabouts of these
students (Section II).

(4-13) Students participating in any activity which is not approved by the local school
board and/or without certified district personnel supervision are counted absent
[see (4-12)]. To qualify for funding purposes, the certified district staff
member/adjunct staff member must be accompanying the students as an official
of the school district for the specific purpose of supervising the students and
must be approved by the school board to supervise the activity. For example,
students would be reported present if they are participating in 4H activities which
are supervised solely by a County Extension Service Agent who has been
approved by the local school board as an adjunct staff member.
19 TAC §129.21(k)(1)

(4-14) Students cannot be absent on the first day of school or before their entry date
[see (2-8)].

(4-15) Effective dates for program changes may be recorded on a day when the student
is absent. However, controls must be in place to ensure that a student does
not generate ADA or special program contact hours on any day that he or
she is absent.

In addition, for PEIMS reporting purposes, individual student records are not
allowed for a student who was not in attendance during a reporting period.
Procedures must be in place to ensure that "0-filled" PEIMS records are not
created when effective dates for program changes are pre-posted.
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(4-16) Regardless of the structure of the actual instructional calendar, the full school
year for each instructional track offered by the district must be reported in six
approximately equal reporting periods.

(4-17) Students are entitled to attend school in the district in which they reside. TEC
§25.001 Districts must serve these students, even if they are in the district for a
short time. Students must be served in regular education in addition to other
programs (special education, etc.) if the student is eligible and all documentation
is on file. Districts cannot refuse to serve students. For example, a student
enters a hospital for treatment. The district in which this hospital is located must
immediately serve this student in regular education and then in special education
once the student is determined to be eligible. This applies not only to students in
hospitals but also to students in juvenile detention centers, jails, etc. Additional
eligibility provisions apply to students who have established a residence separate
and apart from a parent or legal guardian under Section 25.001(d).

(4-18) On enrollment in prekindergarten (PK) or kindergarten, a child shall attend
school. TEC §25.085(c) PK and kindergarten students are subject to
compulsory school attendance rules while they are enrolled in school. However,
if the child has not reached mandatory compulsory attendance age (six years old
as of 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 rules.

(4-19) Unless specifically exempted by TEC §25.086, a child who is at least six years of
age, or who is younger than six years of age and has previously been enrolled in
first grade, and who has not yet reached the child’s 18th birthday shall attend
school. TEC §25.085(b)

A person who is 18 or older and is enrolled in public school is required to attend
school each day. If the person has more than five unexcused absences in one
semester, a school district may revoke the person's enrollment for the remainder
of the year. TEC §25.085(e)

The board of trustees may adopt a policy requiring a student who voluntarily
enrolls in school or voluntarily attends school after their 18" birthday to require
the student to attend school until the end of the school year if the student is
under age 21. TEC §25.085(f)

(4-20) Optional Extended Year Program (OEYP): Districts may receive funding for
the OEYP for a period not to exceed 30 instructional days for students in grades
K-11 who are identified as likely not to be promoted to the next grade level for the
succeeding school year or in grade 12 who are identified as likely not to graduate
before the beginning of the succeeding school year. TEC §29.082(a) The
Districts must report OEYP data to the agency using 407 OEYP Student
Records according to Section 2 of the PEIMS Data Standards.

The three types of OEYP are extended day (before/after school), extended week
(Saturdays), and extended year (intercession/summer). A student may
participate in one type of OEYP or a combination of OEYP types. See Code
Table C168, PEIMS Data Standards.
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Attendance for OEYP extended day students should be recorded in four-hour
increments. One day present for an extended day student will consist of a total
of 4 hours of OEYP service. Only extended day students must accumulate
four total hours in order to be counted present for one day. See (11-14) for
an example.

Attendance for OEYP extended week and extended year students should be
recorded simply as days present since extended week and extended year OEYP
sessions are at least 4 hours in length each day. All OEYP attendance must be
reported in full/whole days. No half days (0.5) will be allowed.

All original contact hour records for extended day students and absence slips for
extended week and extended year students will be signed by the teacher making
the original entries and will be retained locally for audit purposes. These original
attendance documents will support/match your OEYP attendance data that you
will report on 407 records.

(4-21) General Education Homebound (GEH)

Any student who is served through the general education homebound program
must meet the following three criteria:

d) is expected to be confined at home or hospital bedside for a minimum of
four consecutive weeks;

d) for medical reasons only;

d) medical condition is documented by a physician licensed to practice in the

United States.

Students served through GEH at home/hospital bedside must be served by a
certified general education teacher.

Note: For guidance in determining GEH instruction for pregnant students who
are/are not receiving Pregnancy Related Services please refer to Section IX of
this handbook.

GEH Policy Requirements

To qualify for funding purposes the school district must have policy and
procedures approved by the local school board for implementation of general
education homebound instruction.

GEH Committee

Decisions regarding general education homebound placement must be made by
a designated campus committee. Members of the committee should include but
is not limited to a campus administrator, a teacher of the student, and a
parent/guardian of the student.

The role of the GEH committee is to review and consider the necessity of
providing instruction to a general education student at home/hospital bedside. If
instruction is provided at home/hospital bedside the GEH committee will
determine the type(s) and amount of instruction to be provided.

In making these decisions the GEH committee must consider the physician’s
information. However, the physician’s note/information is not the sole
determining factor in the committee’s decision making process.
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GEH Committee Responsibilities

In qualifying a student for and serving a student through general education
homebound, the following documentation requirements must be met:

1. A district developed form which documents GEH committee decisions
regarding whether or not a student is to be served through GEH.
2. The GEH committee must document on the form the committee’s

decision regarding the type(s) and amount of instruction to be provided to
the student, this must include the designated amount of time per week
that instruction will be provided.

3. A note from a physician stating the student has a medical condition which
requires the student to be confined at home/hospital bedside for a
minimum of four consecutive weeks.

4. Documentation of the day(s) homebound instruction started and stopped.

5. Teacher’'s homebound instruction log.

GEH Funding Chart:

In order for funding to be generated for general education homebound, services
must be provided as follows:

General education students served at home will earn eligible days present based
on the number of hours the student is served at home by a certified teacher each
week. Use the following chart to calculate eligible days present:

Amount of Time Eligible Days Present

Served per Week: Earned per Week:

one hour one day present

two hours two days present

three hours three days present

four or more hours f_our days present (4-day week)
- five days present (5-day week)

Transition from GEH to the Classroom

Students transitioning back to a school-based setting, may continue to generate
funding based on the GEH funding chart during the transition period. The length
of the transition period must be determined by the GEH committee based on
current medical information. ADA eligibility shifts back to the requirements of the
2-4 hour rule once the student has completed the transition period as determined
by the GEH commiittee.

5) General Eligibility Requirements

(5-1) Any student served by the school district is considered enrolled in the district.
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(5-2) A student must be enrolled for at least two hours (120 minutes) of daily
instruction to be considered in membership for one-half day and for at least four
hours (240 minutes) of daily instruction to be considered in membership for one
full day (two-four hour rule). 19 TAC §129.21(h)

(5-3) Students must be in membership before they are eligible for attendance for FSP
purposes. 19 TAC §129.21(i)

(5-4) All students who are at least 5 years old on September 1 of the current school
year, but are less than 21 years old by the same date, or are at least 21 years of
age and under 26 years of age and admitted by a school district to complete the
requirements of a high school diploma are eligible for free attendance for either
full-day or half-day attendance for the entire school year in the district in which
they or their parent(s) reside or are otherwise entitled to attend for FSP"}
benefits, provided they have not previously graduated from high school. For
eligibility based solely on the residence of a parent, please see
TEC §25.001(b)(2), TEC §25.001, and §42.003. A student who does not reside
in Texas is not entitled to enroll in a Texas public school under TEC §25.001 on
the basis of another person’s residency, including the residency of the student’s
parent or grandparent.

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

Students with disabilities become eligible for either half-day or full-day
attendance on their third birthday if other special education eligibility
requirements are met (Section 1V). Children with serious visual and/or hearing
impairments are eligible from date of birth through age two if other special
education eligibility requirements are met (Section IV). These students must be
served by certified special education personnel for their full school day. The two-
four hour rule applies.

A student receiving special education services who is 21 years of age on
September 1 of a scholastic year shall be eligible for services through the end of
that scholastic year or until graduation, whichever comes first. In addition,
students with disabilities who graduated as determined by an IEP [19 TAC
§89.1070(c)] and who are still in need of special education services may be
served through age 21 inclusive, according to the requirements noted above. [34
CFR 300.102 (a)(3)] Students receiving special education services who are at
least 21 years of age and under 26 years of age admitted for the purpose of
completing the requirements for a high school diploma are not eligible for special
education weighted state funding, but are eligible for other weighted state
funding.

Students who graduate under 19 TAC §89.1070(c) may return to school as
eligible students (ADA eligibility code 1 or 2) until the maximum age is reached.
19 TAC §89.1035(a) However, students who graduate under 19 TAC
§89.1070(c) and return to school may not be counted on the IDEA-Part B
child count.
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NOTE: Students with disabilities who have graduated with a high school
diploma under 19 TAC 89.1070(b)(1) or (2) will no longer be eligible to
receive services or generate funding.

(5-5) Students who are eligible for state-funded PK classes must meet the age
requirement by September 1 of the current school year. These students are
eligible only for half-day attendance. Eligible students who attend PK for half of
the day and a self-contained Preschool Program for Children with Disabilities
(PPCD) for the other half of the day (at least two hours) are eligible for full-day
attendance (ADA eligibility code 1), provided all eligibility requirements for both
programs are met. The student's grade level should be recorded as PK (see
Sections IV and VII). TEC §29.153(c)

NOTE: School districts/campuses who apply and are approved for the PK
Expansion Grant Program may report PK eligible students as ADA
Eligibility Code 1-Full Day if the students are scheduled for at least six
hours (360 minutes) of instruction each day.

(5-6) Students in membership on a half-day basis may earn only one-half day of
attendance each school day. Attendance is determined for these students by
recording absences for the attendance snapshot in a period during the half day
that they are scheduled to be present. 19 TAC §129.21(i)(1)

If a student who is in membership on a full-day basis is not scheduled to attend
school during the second or fifth instructional hour, attendance for this student is
determined by recording absences for the attendance snapshot in a period
during the full day that he or she is scheduled to be present.

(5-7) If the school year starts before the student's birthday, the student is eligible to
attend school for the entire year as long as he or she will be the required age on
or before September 1. TEC §25.001(a)

(5-8) A student who is five years of age on or before September 1 of the current school
year is automatically eligible for the first grade for the full school term (ADA eligible
code 1) if the student has completed public school kindergarten or has been
enrolled in the first grade in a public school in another state prior to transferring to
a Texas public school. [TEC §42.003(c)] The term "enrolled" means actually
receiving instruction by attendance in a public school rather than being
registered prior to receiving instruction.

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

(5-9) A student younger than five years of age is entitled to the benefits of the FSP if
the student performs satisfactorily on the assessment instrument administered to
students in the third grade and the district has adopted a policy for admitting
students younger than five years of age. TEC §42.003(d)

(5-10) A public junior college, college, or university may offer a course in which a high
school student may enroll and for which the student may simultaneously receive
both high school and college credit. Funding eligibility for a student taking a dual
credit course will include time instructed in the dual credit course.
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In order for a district/charter school to receive FSP funding for a student taking a
college course, the district/charter school must have documentation of an
agreement between the district/charter school and the college and meet other
requirements for dual credit courses specified in 19 TAC Part 1, Chapter 4,
Subchapter D and in 19 TAC Part 2, Chapter 74, Subchapter C.

Instructional hours may not be averaged to determine attendance eligibility.

(6) ADA Eligibility Coding

0 Enrolled, Not in Membership
Code 0 applies to children who do not meet the requirements for membership
(two-four hour rule) but are served in the district for less than two hours per day.
Examples include:

+ children who are scheduled to attend for less than two hours each school
day;

» children who attend a nonpublic school but receive some services from the
district (e.g., speech therapy services only);

» students who are served totally in a federal Head Start program;

» students who have graduated but returned to school (for less than two hours
per day) to further their education;

» students who receive all of their service through a special education non-
public contract;

» parentally placed private school students with disabilities, ages 5 through 25,
receiving special education and related services through a services plan
(see, Section IV (5-11));

» children who receive child care through the Pregnancy, Education, and
Parenting program at a district on-site child care center; and

» a student who has met graduation requirements but has not passed TAKS. |

1 Eligible for Full-Day Attendance
Code 1 applies to all eligible resident students, including aliens and bona fide
exchange program students, who are in membership for at least four hours each
school day.

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

Code 1 also applies to students in membership for at least 4 hours each school
day; who attend a RDSPD for less than 50% of their instructional day. The
special education instructional arrangement/setting code for these students
would be 41 or 42, Resource Room/Services, if the student is pulled out of the
general education class to receive special education services or 40, Mainstream,
if the student receives special education services in the general education class.

2 Eligible for Half-Day Attendance
Code 2 applies to all eligible resident students, including aliens and bona fide
exchange program students, who are in membership for at least two hours but
less than four hours each school day.
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Districts that offer half-day kindergarten programs may not count students
who attend both the morning and afternoon half-day sessions for eligible
full-day attendance.

Code 2 also applies to PK students who meet the requirements for eligibility as
defined in Section VII.

3 Eligible Transfer Student Full-Day
This code is used when a student is a non-resident, is legally transferred into the
district, and is in membership for at least four hours each school day. This status
applies only to students wishing to transfer from one Texas district to another,
and these students must meet all the criteria of an eligible student other than
residency.

Districts and charter schools transferring students must report the transfers
utilizing the Student Transfer System (STS) available on the Agency website at
http://www.tea.state.tx.us/pmi/eeo/ca5281.html. While, charter schools must
report all students as transfers on the STS, charter schools will report most of
their students as either ADA Eligibility Code 1, full-day eligible or 2, half-day
eligible. The only charter school students that should be report with ADA
eligibility code 3 are those students that reside outside the authorized geographic
boundary of the charter school as outline in the charter agreement.

If a non-resident student is not legally transferred into the district, the
receiving district cannot claim the attendance [see exception in Section IV,
(5-7)1.

4 Ineligible Full-Day
These students are not eligible for ADA but are in membership for at least four
hours each day. This code includes all students who are served but who do not
meet the eligibility criteria for the service they receive. The types of students who
are coded ineligible are listed below.

Underage:

» children served in a PPCD who are under the age of 3, except for children
with serious visual and/or hearing impairments [see (5-4)];

« children served in PK who are under the age of 3 on September 1 of the
current school year; and

« children served in any grade (K-12) who are under the age of 5 on
September 1 of the current school year [see (5-9) for exception].

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

Other:

* non-resident who has not been transferred into the district;

+ students enrolled in a RDSPD for 50% or more of the day;

+ students who reside outside the boundaries of the state of Texas;

+ students served by a juvenile justice alternative education program (JJAEP)
on the basis of an expulsion under TEC §37.007(a), (d), or (e), unless
specifically authorized in writing by TEA; and
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» students placed in residential facilities within the district whose maintenance
expenses are paid in whole or in part by another state or the United States.
TEC §25.003 (Proposed tuition charges under this section must be
submitted to the Commissioner of Education for approval.)

5 Ineligible Half-Day
This code applies to students who are ineligible for ADA (as listed under code 4,
Ineligible Full-Day) and attend school on a half-day basis. This code includes all
students who are served but who do not meet the eligibility criteria for the service
they receive. Examples include:

» students enrolled only in PK who do not meet the qualifications in Section VII;

» students enrolled in locally-funded PK programs offered by the district; and

+ students served by a JUAEP on the basis of an expulsion under TEC
§37.007(a), (d), or (e), unless specifically authorized in writing by TEA.

6 Eligible Transfer Student Half-Day
This code is used when a student is a non-resident and is legally transferred into
the district and is in membership for at least two hours but less than four hours
each school day. These students must meet all the criteria of an eligible student
(including kindergarten and PK), other than residency.

Districts and charter schools transferring students must report the transfers
utilizing the Student Transfer System (STS) available on the Agency website at
http://www.tea.state.tx.us/pmi/eeo/ca5281.html. While, charter schools must
report all students as transfers on the STS, charter schools will report most of
their students as either ADA Eligibility Code 1, full-day eligible or 2, half-day
eligible. The only charter school students that should be report with ADA
eligibility code 3 are those students that reside outside the authorized geographic
boundary of the charter school as outline in the charter agreement.

(7) Calendar

(7-1) Each school district must operate so that the district provides for at least 180
days of instruction for students. TEC §25.081

(7-2) Districts have flexibility in setting their calendar with respect to the starting date,
the days in each semester/six-week reporting period, and the dates of the
preparation days. However, the first day of instruction must be scheduled in
compliance with TEC §25.0811.

(7-3) The number of days taught shall be the actual number of days instruction is
offered. Legal holidays and days the school is closed for local events cannot be
counted. Attendance cannot be reported on days when no instruction is offered.
(e.g., senior days) When a holiday occurs within an attendance accounting
period, the date, name, and/or purpose of the holiday must be documented in all
reports required for audit purposes (Section II).

(7-4) A school day shall be at least seven hours each day, including intermissions and
recesses. TEC §25.082(a)
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(7-5) Schools should build two “make-up days” for school closures into the adopted
school calendar. In the event that the district deems it necessary to close school
on a scheduled instructional day, the make-up days are to be used to ensure that
the minimum days of instruction are provided. If the dates for the designated
make-up days have already passed when the school closes on a scheduled
instructional day, the school is still required to make up at least two of the
scheduled instructional days lost. Additional days missed due to weather, safety
or health issues do not need to be made up.

On a make-up day designated to replace a scheduled instructional day lost, the
attendance for all students who are present will be counted on that day for funding
purposes if all other legal requirements are met. A school day is required to be at
least seven hours in length, including intermissions and recesses. No waivers for
low attendance on a make-up day will be granted. Schools are encouraged to
select practical make-up days (e.g., no national holidays, etc.)

Requests to have an early release day on a make-up day are strongly
discouraged. Any such request must be submitted in writing at least 31 days in
advance of the target date for the early release. Requests should be sent to the
TEA Waivers Office. For audit purposes, a copy of the waiver is to be retained for
five years.

On a day when school was held but attendance was at least 10 percentage
points below the overall attendance rate of the district (or campus) for the prior
year due to weather-related or health/safety issues, the day may be excused for
Foundation School Program funding purposes. For audit purposes, specific
written TEA approval is required for the day to be excluded from the ADA
calculations. Documentation of low attendance for the day (including the reason
for the low attendance rate) and the prior year’s attendance report (showing the
average for the year) for district or campus must be sent to the Division of State
Funding for written approval.

(7-6) If a school district is granted a waiver from TEA approving a shortened calendar,
the day(s) exempted should not be included as a day(s) of membership or
instruction.

(8) Data Submission

(8-1) All districts must record attendance information for the entire school year.
Student-level attendance will be reported through the PEIMS according to
requirements in the PEIMS Data Standards.

(8-2) Districts operating year-round programs will submit attendance records for all
students by June 21, 2007, regardless of which track they are attending. Upon
completion of all tracks, all records for each student must be resubmitted. In no
case will any resubmission occur after September 3, 2007.

(8-3) All districts, regardless of the basis used for student attendance accounting, must
submit all the information required in the PEIMS Data Standards and must follow
all definitions and instructions in the Student Attendance Accounting Handbook.
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(8-4) When a district other than the student's home/sending district serves a student
but the home/sending district reports the student through PEIMS, the student
should not be included in any official attendance reports of the district where the
student is served [see (1-9) in Section I]. Examples include students served in a
special education shared services arrangement when the sending district is
reporting the student and students served in an Area Career and Technical
School. The sending district must report students served in an Area Career and
Technical School.

(9) Documentation

(9-1) Any of the following documents are considered acceptable for proof of
identification.

Birth Certificate;

Driver's license;

Passport;

School ID card, records, or report card;

Military ID;

Hospital birth record;

Adoption records;

Church baptismal record; or

Any other legal document that establishes identity.

CONOORAWN =~

(9-2) All documentation requirements for audit purposes and the required retention
period for such records are outlined in Section II.

(9-3) The required retention period for all records are outlined in Local Schedule SD of
the Local Records Retention Schedules, Texas State Library and Archives
Commission.

(9-4) The following documentation requirements must be met for students served
through General Education Homebound (GEH):

1. A district developed form which documents GEH committee decisions
regarding whether or not a student is to be served through GEH.

2. The GEH committee must document on the form the committee’s decision
regarding the type(s) and amount of instruction to be provided to the student,
this must include the designated amount of time per week that instruction will
be provided.

3. A note from a physician stating the student has a medical condition which
requires the student to be confined at home/hospital bedside for a minimum
of four consecutive weeks.

4. Documentation of the day(s) homebound instruction started and stopped.

5. Teacher’'s homebound instruction log.

(10)  Quality Control
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(10-1) School district attendance records may be audited by the School Financial Audits
Division of TEA. Auditors of TEA have the authority to examine attendance
records for any year the district is required to retain records (Section Il). In the
event errors are detected, either an adjustment to subsequent allocations of state
funds will be made or the district will be required to refund the total amount of the
adjustment when the audit is finalized. TEC §42.255

(10-2) Membership for any full-day student (ADA eligibility codes 1 and 3) cannot
exceed the number of days of instruction for the same reporting period for the
same instructional track. Membership for any half-day student (ADA eligibility
codes 2 and 4) cannot exceed one-half of the number of days of instruction for
the same reporting period for the same instructional track.

(10-3) The number of days participation for any student in any special program cannot
exceed the number of days present for the same reporting period for the same
instructional track.

(10-4) The total of all attendance figures reported by student name in the Student Detail
Report must balance with/add up to corresponding totals reported in the
respective Campus Summary Report covering the same instructional track in the
same six-week period.

(10-5) The total of all attendance figures reported by campus in the Campus Summary
Report must balance with/add up to corresponding district totals reported in the
District Summary Report covering the same instructional track in the same six-
week period.

(10-6) All attendance reports should be balanced by six-week period to ensure that all
reports match. If any attendance data is changed in the accounting system
for a six-week period that previously balanced, new reports must be
generated and balanced.

(10-7) If any attendance data is changed in the accounting system subsequent to data
submission to TEA, such changes must be documented. Record, by name, the
students the change affects, the code each student was assigned prior to data
submission, the code each student was assigned subsequent to the change, and
the effective dates of each change. New reports reflecting the change should
be generated, balanced by six-week period, and retained for audit purposes
(see Section II).

(10-8) Locally-designed internal controls must be established to ensure the accuracy,
validity, and security of attendance data, regardless of the type of attendance
accounting system the district employs. These internal controls must also protect
against unauthorized access to attendance data (e.g., data manipulation by
unauthorized individuals), sabotage, and destruction.

(10-9) All corrections to attendance data must be documented and signed/initialed by
the individual making the correction. This procedure is especially important when
student absences, as documented by the teacher, were not recorded as
absences in the system for funding purposes (because the student was with the
nurse, on a board-approved field trip with a teacher of the district, etc.).

(10-10) The propriety of student eligibility is affirmed by the principal and superintendent
when the respective reports are signed.
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(11) Examples

(11-1) A five-year-old student enrolls in kindergarten in a district that only offers a half-
day program. Due to special circumstances, this student attends both the
morning and the afternoon sessions.

This student's ADA eligibility code would be 2 - Eligible for Half-Day
Attendance because a student cannot attend the same program twice and
receive twice the funding.

If this same student was served in the regular kindergarten classroom by special
education personnel for the entire afternoon session (in accordance with the
student's ARD/IEP), the student's ADA eligibility code would be 1 - Eligible for
Full-Day Attendance because of the time the student spends with special
education personnel. The special education instructional setting would be 40,
Mainstream.

(11-2) A four-year-old student enrolls in a three-hour PK morning program in a district
that offers both three- and four-year-old programs. This student qualifies based
on limited English proficient (LEP) status. Additionally, the ARD committee
identifies this student as a special education student and places him in a self-
contained PPCD classroom for a three-hour afternoon session.

This student's ADA eligibility code would be 1 - Eligible for Full-Day
Attendance with the grade level of PK. The special education instructional
setting code is 43, (Self-contained Mild/Moderate/Severe, Regular Campus - At
Least 50% and No More than 60%), because the student spends at least 50%
and no more than 60% of their school day; in special education instruction.

(11-3) A three-year-old special education student is served in speech therapy for 30
minutes a day. The ARD committee also determines that the student will be
placed in a PK classroom for three hours each day, although the student does
not qualify for PK.

This student's ADA eligibility code would be 5 - Ineligible Half-Day because the
student is served for a minimum of two hours per day but is not eligible for the
type of service the student is receiving.

(11-4) A four-year-old student who has started but not completed kindergarten in
another state has moved to Texas. This student has already completed PK in
another state.

Since the student was not 5 years old on September 1 of the current school year,
the student is not eligible for kindergarten. If the student is enrolled in
kindergarten, the ADA eligibility code should be 4 - Ineligible Full-day or

5 - Ineligible Half-day, depending on the whether the district operates a full-day
or a half-day kindergarten program.

If this student who was 4 years old on September 1 of the current school year
qualifies for PK, then the ADA eligibility code should be 2 - Eligible for Half-Day
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Attendance. As long as the student qualifies for PK (limited English proficient,
eligible to participate in the National Free or Reduced-Price Lunch Program, or
homeless), the student may repeat PK in a Texas school district.

(11-5) A special education student receives special education service through a shared
services arrangement with a neighboring district. The superintendents of the two
districts agree that the receiving/serving district will claim the ADA and the
contact hours for that student.

The receiving district would report this student with an ADA eligibility code
1 - Eligible for Full-Day Attendance.

(11-6) A 21-year-old student who graduated the prior year returns for one class.

Since this student does not attend the two-hour minimum to be included in
membership, his ADA eligibility code would be 0 - Enrolled, Not in Membership.

(11-7) This same student decides to take five classes the Spring semester.

At the change of semesters, this student's ADA eligibility code would change to
4 - Ineligible Full-Day.

(11-8) A 21-year-old special education student graduated the prior year by meeting the
requirements outlined by the ARD committee in his IEP. The ARD committee
determines that this student is still in need of special education and related
services and places him back in school full-day. 19 TAC 889.1070(c)

Since this student graduated by meeting the requirements in the IEP and since
he is receiving a full day of service as required by the ARD committee, his ADA
eligibility code would be 1 - Eligible for Full-Day Attendance. A student
receiving special education and related services should not be graduated until all
requirements in 19 TAC 889.1070 have been met.

(11-9) A student is transferred into the district through meeting all the documentation
requirements associated with transfer students.

If this student is a full-day student, his ADA eligibility code would be 3 - Eligible
Transfer Student Full-Day. If this same student is only served one-half day, his
code would be 6 - Eligible Transfer Student Half-Day.

(11-10) A student who is Auditorially Impaired attends a RDSPD in a neighboring school
district for the entire school day. The superintendents of the two districts agreed
that the sending district will report this student and, as prescribed by rules
relating to data submission, must report the student for all student submissions.

The ADA eligibility code for this student would be 4 - Ineligible Full-Day. The
special education instructional setting code will be determined according to the
same procedures used for all special education students (see Section V).

(11-11) A student who is Auditorially Impaired attends a RDSPD in a neighboring school
district. The student receives special education and related services in general
education classes for more than 50% of the day. The superintendents of the two
districts agreed that the fiscal agent district will report this student and, as
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prescribed by rules relating to data submission, must report the student for all
student submissions.

The ADA eligibility code for this student would be 1 - Eligible Full-Day. The
special education instructional setting code will be determined according to the
same procedures used for all special education students (see Section V).

(11-12) A campus which uses an Automated Data Processing (ADP) attendance
accounting system is storing the required first semester attendance reports,
printed by six-week period and reviewed by the appropriate personnel, in a safe
in the Administration Office. During the Spring semester, an error in coding a
student from the first day of school was discovered and subsequently corrected.

Since changing the student's code will affect attendance totals for the entire first
semester, the campus reprints all first semester reports, has the appropriate
personnel re-verify the data, destroys the old copies that were being stored for
audit purposes, and replaces those copies with the new reports.

Campuses using manual attendance accounting systems must document the
change on the Student Detail Report, then recompute the respective Campus
Summary Report totals and the respective District Summary Report totals.

(11-13) A student is absent for three days to attend the National Cheerleaders
Association convention accompanied by a teacher with school board approval.

Since the student is accompanied by a professional staff member of the district
and the school board has approved this activity, the district will receive ADA
funding for this student for the days missed to attend the convention.

(11-14) A student is absent for one day to attend College Day at a local university.

Since this student is not on a board-approved activity accompanied by a
professional or adjunct staff member of the district, the district cannot receive
ADA funds for this student on this day.

(11-15) A third grade student attends an extended day OEYP for one hour on Monday
through Thursday for 18 weeks.

Since this student attends the extended day OEYP for one hour each day for four
days a week, he will earn one eligible day present each week for a total of 18
eligible days present, assuming the student has perfect attendance.

If this same student also attends the extended year OEYP during the summer, he
will continue to earn eligible days present in addition to his extended day
attendance for a maximum of 30 days present. A student may not earn more
than 30 days present in any combination of OEYP types.

(11-16) A high school exempts students from having to attend finals if the student has not
missed any class meetings. On the day of the final, 100 students did not attend
school until 1:00 PM. Official attendance was taken at 9:30 AM.

The 100 students are absent for FSP funding purposes since they were not in
attendance at the official roll call.
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(11-17) A district is planning on having several days of early dismissal during the school
year.

The district should apply to the Waivers Unit for approval of a waiver for early
dismissals. This will allow the district to have up to six early dismissal days
during the school year. (Early dismissal days are not required to be the same
days for all campuses in the district.)

(11-18) A district is planning on having students arrive late on the days of the TAKS
exams. Students will not be arriving until after the time of official attendance at
9:30 AM.

The district should apply to the Waivers Unit for approval of a waiver to modify
the class schedule of classes for the days of TAKS testing. This will allow the

district to take official attendance at an alternate time (5" period) instead of the
district’s normal official attendance time.

(11-19) A school district decides that they will have an early dismissal day on which they
are dismissing classes at noon. The district has morning and afternoon sections
of prekindergarten students. The morning section meets; however, the afternoon
section does not meet.

The district personnel will need to determine what course of action they will take:

1. they can count the afternoon section of prekindergarten students as absent,
since they received no instruction on that school day,

2. they can make up the day on an alternate day, and report the afternoon
prekindergarten section with an alternate calendar, or

3. they could bring in the afternoon prekindergarten students in for instruction
with the morning section.

(11-20) A student is required to go to court on a school day. The student is not present
at 9:30 AM (the school’s official attendance time).

This is an excused absence and the district will receive ADA funding for this student
for the days missed to attend a required court appearance. [TEC §25.087]

(11-21) A district determines that the best educational placement for a five-year-old
student is first grade, but the parent wants the student to attend kindergarten with
same-age peers.

Although consideration of parental concerns is always important, the district has
authority to place the student at the grade level the district determines is
appropriate for the student. A parent may request a change in assignment
pursuant to TEC §26.003. Under that section, the board of trustees has authority
for the final determination of appropriate placement.

(11-22) A student qualifies for prekindergarten based on being educationally
disadvantaged (the student qualifies for free/reduced lunch). Several weeks
later, the parent/guardian withdraws the student because they feel that the child
is not ready to attend school.
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Since this student is not of compulsory attendance age (ages 6 through 18 years
of age as of September 1 of the current school year), unless specifically
exempted by law [TEC §25.085(b),(c))] and not currently in membership at the
school, compulsory attendance rules do not apply.

(11-23) A general education student develops a medical condition, and the school
obtains a physician's statement affirming that the medical condition will prevent
him from attending school for at least four consecutive weeks.

1. The General Education Homebound (GEH) committee should convene to
review all of the student information (including the physician’s statement) to
determine if homebound services are appropriate. If homebound services are
determined to be appropriate, the GEH committee must document the
following:

a) The GEH committee must document on the form the committee’s decision
regarding the type(s) and amount of instruction to be provided to the
student, this must include the designated amount of time per week that
instruction will be provided.

b) A note from a physician stating the student has a medical condition which
requires the student to be confined at home/hospital bedside for a
minimum of four consecutive weeks.

c) Documentation of the day(s) homebound instruction started and stopped.

d) Teacher's homebound instruction log.

2. At the end of the week, designated staff should inform the attendance clerk of
the amount of time the student received service from the certified general
education teacher and the number of absences that should be recorded in the
attendance accounting system.

Example A, if the student was served four or more hours that week, the
student should be recorded present every day that week.

Example B, if the student was served two hours that week, the student should
be recorded present for two days and absent for three days of that week.

Example C, if the student does not receive any service during the week,
absences must be recorded every day of that week, resulting in 0 eligible days
present.

3. The GEH committee should convene to review current student information
(including the physician’s statement) to determine if a transition period is
necessary and the date homebound services are no longer appropriate. If the
student requires a transition period when returning to the classroom, the GEH
committee should document the following:

a) The length of time for the transition period.

b) The amount of time the student will be served in both settings (homebound
and classroom) during the transition period.

¢) The effective date the student returns to the classroom fulltime must be
documented.
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Section IV
Special Education

(1)

Responsibility

(1-1)

(1-3)

(1-4)

List in the space provided below the name and phone number of the district
personnel to whom all special education coding questions should be directed:

Name:

Phone Number:

Special education staff 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 the
Individualized Education Program (IEP). In no case should attendance
personnel be responsible for determining a student's instructional
arrangement/setting code or speech therapy indicator code. Special
education staff 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 education
staff should verify the Student Detail Report for any coding errors.

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

This section addresses unique provisions for Special Education. They must be
applied in conjunction with the general rules in Section I, Il, and Ill. If students
are served by multiple programs, review and apply the provisions of each
applicable program.

(2)

Enrollment Procedure

(2-1)

Student in district; not previously in special education:

1. The Admission, Review and Dismissal (ARD) committee meets and
develops the IEP. The ARD committee also must determine the correct
instructional arrangement/setting code and/or speech therapy indicator
code for students receiving special education services [see (4) General
Rules later in this section].

2.  These codes should be recorded in the attendance accounting system.
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3.  Effective date of service is recorded in the IEP and the attendance
accounting system. The effective date is the date service begins, not
the ARD committee meeting date.

(2-2) Student in district; changing instructional arrangement/setting:

1. The ARD committee meets and revises the IEP. The ARD committee also
must determine the instructional arrangement/setting code and/or speech
therapy indicator code for students receiving special education services
[see (4) General Rules later in this section].

2.  These new codes should be recorded in the attendance accounting system.

3.  Effective date of service change is recorded in the IEP and the attendance
accounting system. The effective date is the first date student receives
new service, not the ARD committee meeting date.

(2-3) Student new to district; previously in special education:

1. When a student transfers within the state, the ARD committee may, but is
not required to, meet when the student enrolls; AND

a. acopy of the student’s IEP is available; AND

b.  the parent(s) indicate IN WRITING that they are satisfied with the
current IEP; AND

c. the district determines that the current IEP is appropriate and can be
implemented as written 19 TAC 89.1050(f)(1);

OR

2. If the conditions above, (2-3)(1)(a)(b)(c), ARE NOT MET then the ARD
committee MUST meet to determine that the student is eligible for special
education and to plan for services. If all required information is available,
the ARD may make final decisions and determine permanent placement at
the initial ARD. If all required data are not immediately available,
placement in special education is temporary, contingent upon either receipt
of valid evaluation and other data from the previous school district or the
collection of new evaluation data and other information. Temporary
eligibility may be determined by:

a. the parent(s) verifying that the student is disabled and was receiving
special education services in the previous school district, or

b.  the previous school district verifying in writing or by telephone that the
student was receiving special education and related services.

3. The ARD committee also must determine the instructional arrangement/
setting code and/or speech therapy indicator code according to the ARD
committee's temporary or final placement for the student receiving special
education and related services.

4. These codes should be recorded in the attendance accounting system.
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(2-4)

5. Effective date of the service is recorded in the IEP and the attendance

accounting system.

6. After a temporary placement, a second ARD committee meeting is held
within 30 school days; to develop an IEP based on the assessment data.

7. Any necessary changes in codes are recorded in the attendance
accounting system along with the effective date of the change.

Student new to district; not previously in special education:
1.-3. Follow (2-1).

4. A student cannot be absent on the initial date of entry on the campus.

3) Withdrawal Procedure

(3-1)

(3-2)

(3-3)

Student withdraws from school, or the ARD committee meets and dismisses the
student from special education.

Effective date of dismissal is recorded in the attendance accounting system. The
effective date, which is stated in the IEP, is the date the ARD committee
dismisses the student from the special education program.

Special Education contact hours may not be claimed when students with
disabilities are placed in disciplinary settings [i.e., In School Suspension (ISS),
Disciplinary Alternative Education Program (DAEP)] if the special education
services prescribed in the IEP are not provided while the student is in the
disciplinary setting. This includes short-term removals of not more than 10
consecutive or cumulative school days.

While, in some circumstances, federal law and rules allow for short-term
disciplinary removals of students with disabilities without a removal determination
being made by the ARD committee, districts cannot claim special education
contact hours/funds during these periods if the student’s prescribed special
education services are not provided.

See Section X, Non-Traditional Schools, for information related to students with
disabilities expelled from school.

4) General Rules

(4-1)

Instructional Arrangement/Setting Codes: The guiding principle for
determining the appropriate instructional arrangement/setting must be the needs
of each individual student together with the appropriate support services. If the
support services prescribed for the student are over and above what is provided
to all students and the ARD committee has determined that these special support
services are necessary for the student to succeed in his or her educational
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program, these services are special education services and the instructional
arrangement/setting code should be classified accordingly. If these support
services are provided in the general education classroom, the instructional
setting would be mainstream. However, if these special education support
services are provided outside the general classroom, the instructional setting
would be based on the amount of time or the place where these services are
provided.

Students with disabilities who do not need special education services are not
eligible to receive special education transportation. 34 CFR 300.8(a)(2)(i)

Student Detail Reports must contain an Instructional Arrangement/Setting Code
for all students receiving special education and related services. A student may
be funded for only one instructional setting for special education at any given
time, except for speech therapy. Speech therapy may be combined with any
other instructional setting. The following definitions should be used in
determining the appropriate Instructional Arrangement/Setting Code (Code Table
C035, PEIMS Data Standards).

NOTE: The basis of determination for instructional arrangement/setting
codes and related percentages is the instructional portion of the school
day.

1. No Instructional Arrangement/Setting - Code 00
This code indicates that although the student receives some special
education service (such as speech therapy), an instructional setting is not
appropriate. Students receiving speech therapy services must have the
speech therapy indicator code recorded on the Student Detail Report. See
(4-3) for guidance and specific instructions regarding speech therapy
services.

2. Homebound - Code 01

Any student who is placed in the special education homebound

instructional arrangement/setting must meet the following four criteria:

1)  be eligible for special education and related services as determined
by an ARD committee;

2) is expected to be confined at home or in a hospital for a minimum of
four consecutive weeks;

3) for medical reasons only (unless the child is 0 — 5 years of age);

4)  medical condition is documented by a physician licensed to practice in
the United States. 19 TAC §89.63(c)(2)(A)

Homebound Notes

1)  In making eligibility and placement decisions the ARD committee must
consider the physician’s information. However, the physician’s
note/information is not the sole determining factor in the committee’s
decision making process.

2) Students served in the special education homebound instructional
arrangement/setting must be served by a NCLB highly qualified
special education teacher (See “Teacher Requirements”, page 51).

3) A student cannot be expelled into the Homebound Instructional
Arrangement/Setting. Please see Section X (10-4) for detailed
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information regarding appropriate Instructional Arrangements/Settings
and ADA eligibility when expelling students who are receiving special
education and related services.

4) A student otherwise eligible for special education services who meets
the four criteria above does not need to meet the federal definition for
OHlI to be eligible for homebound services.

Homebound Services for Students with Chronic lllness/Acute Health
Problems

The federal definition for OHI found in 34 CFR §300.7(c)(9)(i)(ii) states:
Other health impairment means having limited strength, vitality, or
alertness, including a heightened alertness to environmental stimuli, that
results in limited alertness with respect to the educational environment,
that —

(i) Is due to chronic or acute health problems such as asthma,
attention deficit disorder or attention deficit hyperactivity disorder,
diabetes, epilepsy, a heart condition, hemophilia, lead poisoning,
leukemia, nephritis, rheumatic fever, sickle cell anemia, and
Tourette syndrome; and

(i) Adversely affects a child’s educational performance.

Chronic lliness/Acute Health Problems Policy Requirements

Any student with a chronic iliness/acute health problem who is placed in the

special education homebound instructional arrangement/setting must meet

the following four criteria:

1)  meet eligibility for OHI due to having a chronic iliness/acute health
problem(s);

2) that adversely affects their educational performance as determined by
the ARD committee;

3) are expected to be confined for any period of time totaling at least four
weeks throughout the school year;

4)  medical condition is documented by a physician licensed to practice in
the United States. 19 TAC §89.63(c)(2)(A)

Chronic lliness/Acute Health Problems: General Education
Homebound

For those students who have a chronic illness/acute health problem and are
expected to be confined at home or hospital bedside but do not meet
eligibility criteria for special education services please see Section 3 for
General Education Homebound eligibility criteria.

Homebound and Pregnancy Related Services (PRS)

Special education eligibility and services do not change due to the student
becoming pregnant.
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During the periods of confinement to the home or hospital bedside, either
prenatal or postnatal, special education and related services should be
provided in the homebound instructional setting.

Homebound and PRS Notes

In order to ensure that there is not a break in special education services,
the ARD committee should convene as soon as possible upon verification
of the pregnancy in order to:

1)  determine how special education and related services will be provided
in the homebound instructional arrangement during the period of
confinement to the home or hospital bedside. The committee should:

a) identify prenatal medical conditions (such as; but not limited to
gestational diabetes, high blood pressure, preterm labor, etc.)
and/or;

b) identify postpartum periods of pregnancy; and,

2) document in the IEP the change of placement and type/amount of
services which should begin upon receipt of the physician’s note.

Please see Section IX of this handbook for detailed information on
serving pregnant students through PRS and/or special education.

Homebound for Infants and Toddlers with Al/VI

Infants and toddlers (children who are 0-2 years of age) with Al and/or VI
may receive homebound instruction as determined by the Individualized
Family Services Plan (IFSP) team.

Please see (4-11) and (4-12) later in this section for detailed information.

Preschool Programs for Children with Disabilities (PPCD) and
Homebound

Preschool students with disabilities (3 — 5 years of age) may be placed in
the homebound instructional arrangement as determined by the ARD
committee.

Please see (4-13) later in this section for detailed information. 19 TAC
§89.63(c)(2)(B)

Homebound Funding

In order for funding to be generated for the homebound instructional
arrangement/setting, services must be provided as follows:

Students who are receiving special education and related services in the
homebound setting will earn eligible days present based on the number of
hours the student(s) is served at home by a certified special education
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teacher each week. Use the following chart to calculate eligible days
present:

Homebound Funding Chart:

Amount of Time Eligible Days Present

Served per Week: Earned per Week:

one hour one day present

two hours two days present

three hours three days present

four or more hours four days present (4-day
week)
five days present (5-day
week)

Teacher Requirements

Any core academic subject area teacher who is the teacher of record and
provides direct instruction to students in any of the core academic subject
areas defined by NCLB must meet the NCLB highly qualified teacher
requirements.

Special Education teachers who deliver direct instruction to students with
disabilities in core academic subject areas must meet the appropriate state
special education certification requirements for the grade level that they are
teaching in addition to meeting the same standard for subject matter
competency to meet highly qualified. These requirements apply whether a
special education teacher provides direct core academic instruction in a
regular classroom, in a resource room, or in another non-traditional setting
(e.g., homebound or hospital setting).

If the students with disabilities receive their instruction in the core academic
subject area from a NCLB highly qualified general education teacher and
the special education teacher provides direct assistance (e.g., tutoring,
reinforcement of content, etc.), the special education teacher does not have
to meet the highly qualified criteria. However, if the special education
teacher is responsible or shares responsibility for providing direct
instruction in a core academic subject area, the design and delivery of
instruction, and evaluation of student performance, then the special
education teacher must meet the highly qualified criteria.

Determination of the amount of services to be provided must be based on
the individual needs of the student as determined by the student’'s ARD
committee in accordance with federal and state laws, rules, and
regulations.
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Homebound Funding Documentation Requirement

The certified special education teachers and related service staff providing
these services must keep a log of the amount of time spent serving the
student at home or the hospital bedside.

Transition from Homebound to the Classroom

1)

2)
3)

4)

Students transitioning back to a school-based placement may
continue to be coded homebound during the transition period subject
to the Homebound Funding Chart.

The length of the transition period must be determined by the ARD
committee based on current medical information.

During the transition period, students are to be served in the
homebound instructional setting for the period of time each week as
specified by the ARD committee. Any student attendance in the
classroom that is generated during the transition period will not be
reported for funding purposes due to the fact that funding will be
based on instruction in the homebound setting.

ADA eligibility shifts back to the requirements of the 2-4 hour rule
once the student has completed the transition period as determined
by the ARD committee.

Transitioning Students with Chronic lliness between Homebound and
the Classroom

1)

2)

Students with a Chronic lliness/Acute Health Problem which is a long
term condition that requires the student to be in the homebound
instructional setting for at least four consecutive weeks will generate
ADA based upon the following:

a) Students transitioning back to a school-based placement may
continue to be coded homebound during the transition period
subject to the Homebound Funding Chart.

b)  The length of the transition period must be determined by the
ARD committee based on current medical information.

c) During the transition period, students are to be served in the
homebound instructional setting for the period of time each
week as specified by the ARD committee. Any student
attendance in the classroom that is generated during the
transition period will not be reported for funding purposes due to
the fact that funding will be based on instruction in the
homebound setting.

d) ADA eligibility shifts back to the requirements of the 2-4 hour
rule once the student has completed the transition period as
determined by the ARD committee.

Students with a Chronic lliness/Acute Health Problem which is a

recurring condition that requires the student to be in the homebound

instructional setting for a period of time (which can be in daily or

weekly increments) totaling at least four weeks throughout the school

year will generate ADA based upon the following:

a) Students moving back and forth between the homebound
instructional setting and a school-based placement must be
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coded homebound for those days they are in the homebound
instructional setting subject to the Homebound Funding Chart.
b) Students with a recurring condition generally do not require a
transition period.
c) ADA eligibility shifts back to the requirements of the 2-4 hour rule
once the student returns to the classroom placement.
d) Forthose weeks that the student is served in both the
homebound instructional setting and the classroom placement,
ADA can be generated in both settings, subject to the
requirements of the 2-4 hour rule and the Homebound Funding
Chart.
In order to document the changing instructional arrangements/settings
for students with a recurring condition for attendance reporting
purposes, it is recommended that attendance clerks accumulate the
attendance information for the entire six-week reporting period and
summarize the information for the eligible days of attendance and
contact hours served. The eligible days present should be recorded
in the district’s student attendance accounting system. Any time not
accounted for should be reported as absences.

Homebound: Career and Technical Education Funding Requirements |

In order for a homebound or hospital bedside student to earn career and
technical contact hours, the student must continue to receive the same
amount and type of career and technical service that he or she was
receiving before being placed in the homebound instructional setting.
Career and technical education teachers must maintain a log to verify all
contact hours with homebound/hospital bedside students.

3. Hospital Class - Code 02
This instructional arrangement/setting is for providing special education
instruction to students in a classroom in a hospital facility or a residential
care and treatment facility not operated by the school district. Students
with disabilities served, but not residing, in the facility are considered to be
in an off home campus instructional setting. If the students residing in the
facility are provided special education services on a school campus, they
are not considered to be in a hospital class. 19 TAC §89.63(c)(3)

In the case of some students with disabilities residing in residential care
and treatment facilities, the ARD committee is limited in its ability to control
the location in which services can be provided. This is true in
circumstances such as adjudicated or incarcerated youth or students with
substance abuse treatment plans that preclude their inclusion in and
exposure to educational settings on a regular school campus.

Given the requirements related to least restrictive environment (LRE) and
funding systems and the obligation of the ARD committee to make
appropriate placement determinations for students with disabilities, the
following clarification is provided in relation to coding students with
disabilities residing in residential care and treatment facilities and receiving
special education services from impacted LEAs.
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ARD Control Parents Reside | Students Served | Appropriate
Over Location of | within LEA at Local LEA Instructional
Services® Boundaries Campus** Arrangement
Code
Yes No Yes 81- 89
Based on
Services
Yes No No 02
Yes Yes Yes Based on
services
Yes Yes No 02
No No N/A 81- 89
Based on
Services
No Yes N/A 02

*An ARD committee controls location of services except in situations
involving adjudicated or incarcerated youth, students with substance abuse
treatment plans that preclude their inclusion in and exposure to educational
settings on a regular school campus, or other circumstances in which legal,
medical, or governmental authorities document the inability of the student to
leave the facility site.

**Local LEA campus indicates a county/district/campus number is
assigned, a complete administrative structure and instructional program is
in place, and the location of instructional services is separate from the
location of residential and treatment services.

Placement/Residence of a student at the facility for care/treatment does not
automatically qualify the student for special education. Students must meet
special education eligibility requirements in order to assign this code.

In order for a hospital class student to earn career and technical contact
hours, the student must continue to receive the same amount and type of
career and technical service that he or she was receiving before being
placed in the hospital class instructional setting.

Resource Room/Services

This instructional arrangement/setting is for providing special education and
related services to a student in a setting other than general education for
less than 50 percent of the student’s school day. 19 TAC 89.63(c)(5)

A student receiving related services in the special education class should
have an instructional arrangement/setting code of resource room provided
the student is pulled out of the general education class to receive the
related services. Related services include but are not limited to physical
therapy, occupational therapy, and counseling by a certified or licensed
counselor on a regularly scheduled basis. These related services must be
documented in the IEP and they must be required to assist a child with a
disability to benefit from special education.
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A student receiving special education service in the general education class
should not be coded as resource room. If the student is pulled out of the
general education class to receive special education services, he or she
should be coded as resource room. If the student is pulled out of general
education classes to receive special education services and speech
therapy, he or she should be coded as resource room and speech therapy.

A student whose only special education service is speech therapy should
be coded with an instructional arrangement/setting code of 00 and a
speech therapy indicator code of 1. See (9-30) and (9-31).

The categories for this instructional arrangement/setting are:
e 41, resource room/services - less than 21%; and,
e 42, resource room/services - at least 21% and less than 50%.

A student receiving resource room/services for less than 21% of the
student's total instructional day should have an instructional arrangement/
setting code of 41, resource room/services - less than 21%.

A student receiving resource room/services for at least 21% and less than
50% of the student's total instructional day should have an instructional
arrangement/setting code of 42, resource room/services - at least 21%
and less than 50%.

Self-Contained, Mild/Moderate/Severe, Regular Campus

This instructional arrangement/setting is for providing special education and
related services to a student who is in a self-contained program for 50
percent or more of the student’s school day; on a regular school
campus. 19 TAC §89.63(c)(6)

The categories for this instructional arrangement/setting are:

e 43, self-contained, mild/moderate/severe, regular campus - at least
50% and no more than 60%; and,

e 44, self-contained, mild/moderate/severe, regular campus - more
than 60%.

A student receiving self-contained services for at least 50% and no more
than 60% of the student's total instructional day should have an
instructional arrangement/setting code of 43, self-contained,
mild/moderate/severe, regular campus - at least 50% and no more than
60%.

A student receiving self-contained services for more than 60% of the
student's total instructional day should have an instructional
arrangement/setting code of 44, self-contained, mild/moderate/severe,
regular campus - more than 60%.

Vocational Adjustment Class (VAC) - Code 08
This instructional arrangement/setting is for providing special education and
related services to a student who is placed on a job with regularly
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scheduled direct involvement by special education personnel in the
implementation of the student’s IEP. 19 TAC §89.63(c)(9)

This instructional arrangement/setting shall be used in conjunction with the
student's individual transition plan and only after the school district's career
and technical classes have been considered and determined inappropriate
for the student.

This instructional arrangement/setting applies to students in full-time or
part-time employment, as documented in the IEP. This instructional
setting should not be confused with general career and technical education
classes that are offered by the district.

Students with disabilities may participate in other occupational preparation
programs (which do not generate special education funds) including
general career and technical education and career and technical education
for the disabled (CTED) classes. However, the student must be employed,
receiving special education services as required in the IEP, and coded VAC
(08) to claim special education contact hours.

Off Home Campus
This instructional arrangement/setting is for providing special education and
related services to the following:

a. a student who is one of a group of students from more than one school
district served in a single location when a free appropriate public
education is not available in the respective sending district (sending
district records/reports this code in PEIMS) [19 TAC §89.63(c)(7)(A)];

b. a student whose instruction is provided by school district personnel in a
facility (other than a non-public day school) not operated by a school
district [19 TAC §89.63(c)(7)(B)]; or

c. astudent in a self-contained program at a separate campus operated
by the school district that provides only special education and related
services [19 TAC §89.63(c)(7)(C)].

The categories for this instructional arrangement/setting are:

e 091, off home campus - mainstream,;

e 92, off home campus - resource room/services - less than 21%;

e 93, off home campus - resource room/services - at least 21% and
less than 50%;

e 94, off home campus - self-contained, mild/moderate/severe,
regular campus - at least 50% and no more than 60%;

e 95, off home campus - self-contained, mild/moderate/severe,
regular campus - more than 60%;

e 96, off home campus - separate campus;
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e 97, off home campus - community class; and

e 098, off home campus - full-time early childhood special education
setting.

A student receiving mainstream services in an off home campus setting
should have an instructional arrangement/setting code of 91, off home
campus - mainstream.

A student receiving resource room/services for less than 21% of the
student's total instructional day in an off home campus setting should have
an instructional arrangement/setting code of 92, off home campus -
resource room/services - less than 21%.

A student receiving resource room/services for at least 21% and less than
50% of the student's total instructional day in an off home campus setting
should have an instructional arrangement/setting code of 93, off home
campus - resource room/services - at least 21% and less than 50%.

A student receiving self-contained services for at least 50% and no more
than 60% of the student's total instructional day in an off home campus
setting should have an instructional arrangement /setting code of 94, off
home campus - self-contained, mild/moderate/severe, regular campus
- at least 50% and no more than 60%.

A student receiving self-contained services for more than 60% of the
student's total instructional day in an off home campus setting should have
an instructional arrangement/setting code of 95, off home campus - self-
contained, mild/moderate/severe, regular campus - more than 60%.

A student receiving special education and related services in a self-
contained program at a separate campus operated by the school district
should have an instructional arrangement/setting code of 96, off home
campus - separate campus. This instructional arrangement/setting code
also applies to students ages 3 - 5 who receive special education and
related services in a self-contained classroom on a separate campus.

A student receiving special education and related services by school district
personnel in a facility (other than a non-public day school) not operated by
a school district (including sheltered workshops) should have an
instructional arrangement/setting code of 97, off home campus -
community class. This instructional arrangement/setting code also
applies to students ages 3 - 5 who receive special education and related
services in a community setting.

A student 3 - 5 years of age receiving full-time special education and
related services in educational programs designed primarily for children
with disabilities in a multi-district classroom located on a regular campus
should have an instructional arrangement/setting code of 98, off home
campus - full-time early childhood special education setting.

The off home campus instructional arrangement/setting code should not be
used when a LEA establishes a program on a regular campus to serve
students from a single district in a central setting (e.g. a centralized c