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Communication Council for  
Parent-Teacher & Booster Club Organizations 

 
 
What is the purpose of this annual meeting?  
We want to provide information for you and answer your questions. The purpose of any Parent-Teacher or 
Booster Club organization is to support their school and/or school programs. We are here to support you in 
that work.  
 
NOTE: The District does not provide legal or professional advice but can assist in finding those services for 
you.  
 
What is in this booklet?  
This contains Ector County ISD policies and forms that are pertinent to Parent-Teacher & Booster Club 
organizations, and information about background checks, financial responsibilities, and UIL guidelines that 
can help direct your activities.  
 

Frequently Asked Questions 
 
How do we get our P-T or Booster organization started?  
To start a PTA, the first thing to do is go to TXPTA.ORG and select “Start a PTA”. You’ll complete a form, 
and a field service representative is assigned to your organization to assist you further in establishing or 
restructuring the inquiring PTA.  
 
To start a PTO or Booster Club, the first thing to do is to contact the ECISD Development office to retrieve 
any information that may be on file if this club existed previously. If the club is new, meaning it’s never 
been in operation, you’ll visit www.irs.gov and apply for a federal identification number for your 
organization. Also known as an EIN – Employer Identification Number – this will allow you to open a bank 
account under the name of your organization.  
 
 PLEASE NOTE: Having an EIN does not establish your organization as a non-profit, tax-exempt 
organization. There is a separate process to become a 501(c)(3) charitable organization. The process can 
take several months and there is an application fee. We recommend finding a non-profit attorney or 
certified public accountant to guide you through this process.  
 
What is required of our organization? 

• Get and maintain your EIN 

• Create your Constitution and/or By-laws, file a copy with the ECISD Development Office and your 
school principal 

• Keep financial records, report to your membership quarterly 

• Use the “Request for Approval of Campus Fundraising Activity” form (GE, Exhibit-A) to get your 
fundraiser approved by the principal 

• Use “Recommendation to Accept Donation/Gift” form (CDC, Exhibit A) when donating any funds or 
materials to the campus.  This form is to be completed by ECISD coaches or directors. 

• File “Financial Activity Overview” form with the ECISD Development Office by April 1st. 

http://www.irs.gov/


 

 

o If gross receipts for the year are less than $25,000 only first page of the report is necessary 
(GE, Exhibit B) 

o If gross receipts for the year are more than $25,000 pages one and two must be completed.  
o If gross receipts for the year are more than $250,000 records must be audited by an 

independent auditor; the district will pay for that audit, and a copy of the completed audit 
must be returned to the ECISD Finance Department. 

 
 
What other recommendations do you have? 

• Executive board members (or at least the President and Treasurer) should have background checks 
completed in Hall Pass.  

• Any parents/volunteers who will be working directly with or traveling with students MUST have a 
background check completed in Hall Pass.  

• Issue written receipts for ALL gifts and donations. 

• Communicate continually with your coach, director, and/or principal about all activities and 
fundraisers. 

• When it comes to athletics, booster clubs may buy items for the team/program, individuals cannot. 
Even as a club, do not give anything of value directly to student athletes – donations of money, 
merchandise, and meals can be made to the program in accordance with UIL rules.  

• There is no amateur rule for fine arts programs so booster clubs have more freedom when it comes 
to funding lessons, trips, camps, etc. for students.  

• Remember, when it comes to food sales – fundraisers or concession stands – only foods that meet 
nutritional standards can be sold between midnight and 30 minutes after the final bell of the school 
day.  

 
Can booster clubs give money to coaches?  
An athletic booster club can give the coaches in its program a maximum of $500 per calendar year. It can 
be given as cash or it can be in the form of paying for a conference or professional development 
opportunity.  
 For example: The booster club pays $350 to register a coach for a coaching clinic in November, it 
can also give that coach another $150 in cash at the end of the year (December 31st). That is $500 per coach 
in the program.  
 Important: If a coach is involved with multiple sports he/she is limited to a total of $500.  
 
Can we hold raffles?  
Texas law allows qualified charitable organizations to hold raffles. We ask you to make sure you qualify.  
 
Do we have to file a tax return? 
Yes. As IRS regulations can change based on your annual income, we recommend you talk with an 
accountant to make sure you are filing the correct form(s).  



 
 
 
 
 

 
 
 

As questions come up, please contact the following individuals for guidance: 
 

If you need help 
with… 

Department Phone Contact E-Mail 

General Info & 
Compliance  

Development 456-7059 
Sandy 
Ochoa 

Sandy.Ochoa@ectorcountyisd.org 

Background 
Checks & 

Volunteers 
Development 456-7059 

Sarah 
Aguirre 

Sarah.Agurrie@ectorcountyisd.org 

Finance & 
Reporting 

Finance 456-9709 
Albessa 
Chavez 

Albessa.Chavez@ectorcountyisd.org 

UIL Fine Arts 456-8611 
Dr. Aaron 

Hawley 
Michael.Hawley@ectorcountyisd.org 

UIL Athletics 456-9059 
Tracey 

Borchardt 
Tracey.Borchardt@ectorcountyisd.org 

Nutritional 
Guidelines 

School Nutrition 456-9749 
Jieun 

Pando 
Jieun.Pando@ectorcountyisd.org  

     

 
Development Office Staff 

Celeste Potter 
Executive Director of Development 

456-7059 Celeste.Potter@ectorcountyisd.org 

Dr. Kristin Whittenburg 
Director of STEM Initiatives & Special Projects 

456-7059 Kristin.Whittenburg@ectorcountyisd.org  

Dr. Susan Lara 
Grant Writer 

456-7059 Susan.Lara@ectorcountyisd.org 

Dawn Hernandez 
Administrative Assistant 

456-7059 Dawn.Hernandez@ectorcountyisd.org  

 

mailto:Sarah.Aguirre@ectorcountyisd.org
mailto:Sarah.Agurrie@ectorcountyisd.org
mailto:Albessa.Chavez@ectorcountyisd.org
mailto:Michael.Hawley@ectorcountyisd.org
mailto:Tracey.Borchardt@ectorcountyisd.org
mailto:Jieun.Pando@ectorcountyisd.org
mailto:Celeste.Potter@ectorcountyisd.org
mailto:Kristin.Whittenburg@ectorcountyisd.org
mailto:Dawn.Hernandez@ectorcountyisd.org


 

 

 
 

Policies & Forms 
 

Contact: 

Sandy Ochoa 

Parent-Community Engagement Support 

Specialist 

ECISD Development Office 

(432) 456-7059 

Sandy.Ochoa@ectorcountyisd.org  

mailto:Sarah.Aguirre@ectorcountyisd.org


Ector County ISD  
068901  
  
RELATIONS WITH PARENT ORGANIZATIONS GE 
 (LOCAL) 

 

DATE ISSUED: 2/18/2017   ADOPTED: 1 of 1 
UPDATE 107  
GE(LOCAL)-A  

 

District-affiliated school-support organizations and booster organi-
zations, and other parent groups, shall organize, fundraise or solicit 

donations, and function in a way that is consistent with the Dis-
trict’s philosophy and objectives, Board policies, District administra-
tive regulations, applicable UIL or other governing association 
guidelines, and financial and audit regulations. [See also CDC and 

CFC] 

Before engaging in fundraising or soliciting gifts, an organization or 
group shall notify the principal or other appropriate administrator 
identified in administrative regulations. [See CDC(LOCAL) for Dis-

trict acceptance of gifts and solicitations]  

District-affiliated school-support or booster organizations may use 
District facilities with prior approval of the appropriate administrator. 
Other parent groups may use District facilities in accordance with 

policy GKD. 

Use of District 

Facilities 
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Ector County ISD   
068901  
  
RELATIONS WITH PARENT ORGANIZATIONS GE 
 (REGULATION) 

 

DATE ISSUED: 10/17/2024    1 of 2 
GE(REGULATION)-RRM  
  

 

Note:   For information regarding District acceptance of gifts and 

solicitations, see CDC(LOCAL). 

Each parent organization or booster club must submit the following 

to the Development Office for approval: 

1. A list of officers with name and office for the organization; 

2. The constitution and bylaws of the organization; 

3. A list of all activities and fundraisers, annually; and 

4. The budget and financial report of the organization, annually. 

Such organizations must agree to abide by all applicable UIL, Dis-

trict, and campus rules. 

The faculty sponsor of a student group will serve as the liaison be-

tween any organization formed in connection with that student 

group and the District. If no specific student group is involved, the 

principal will serve as the liaison. 

A current list of officers of each organization will be kept on file in 

the principal’s office of the school involved. 

A parent organization or booster club desiring to conduct a fund-

raising activity in a District school, including a concession stand, 

must submit to the Principal a request containing the following in-

formation [see GE(EXHIBIT)] and a copy of such should be on file 

with the Development Office:  

1. Purpose of the fundraising; 

2. Type of activity; 

3. Dates and times of the activity; 

4. Name of the person who will be handling the money; 

5. Name of the sponsoring organization and representative; 

6. Estimated amount of money to be raised; and 

7. Whether proceeds from the sale benefit the school or the Dis-

trict. 

This request must be submitted at least 30 days prior to the pro-

posed activity. 

Each request for approval of a fundraising activity must be made 

separately. 

 

Liaison 

Requests for 
Fundraising 
Activities 
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Ector County ISD   
068901  
  
RELATIONS WITH PARENT ORGANIZATIONS GE 
 (REGULATION) 

 

DATE ISSUED: 10/17/2024   REVIEWED: 2 of 2 
GE(REGULATION)-RRM  
  

 

No district employee shall serve in the capacity as a treasurer for 

any parent group or booster organization. No district employee 

shall serve in a capacity for any parent group or booster organiza-

tion in which he/she has the responsibility or access to the funds of 

the organization. 

District booster clubs will: 

1. Be voluntary and support student activities of the school; 

2. Use school facilities only with the prior approval of the Princi-

pal; 

3. Not attempt to influence District employees in the administra-

tion of duties; 

4. Comply with administrative regulations, Board policy, and any 

applicable UIL or other governing association rules when of-

fering money or gifts to the District [see CDC]; 

5. Pay all taxes and other debts incurred by the organization 

(food products, meals, soft drinks, and candy are exempted 

from taxes only if state law is followed); 

6. Provide evidence of adequate insurance coverage for activi-

ties conducted on school premises (the District cannot pro-

vide insurance coverage for the booster club); 

7. Submit to an annual audit and supply copies of its audited fi-

nancial statements to the Superintendent, annually; and 

8. Assume liability for any and all personal injuries or property 

damage arising from their activities. 

District  

Employees 

Booster Clubs 
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Ector County ISO 
068901 

RELATIONS WITH PARENT ORGANIZATIONS 

REQUEST FOR APPROVAL OF FUND-RAISING ACTIVITY 

Organization: 

D Booster club other school-support organization 

D Parent-Teacher organization 

Name of the sponsoring organization: 

Name of the Sponsor: 

GE 
(EXHIBIT) 

Campus ___________________________ _ 

Project ___________________________ _ 

Vendor 

Vendor's address: 

Name of representative ____________________ _ 

Date of project ___________________ _ 

Length of project ______________________ _ 

Expected net profit ________________________ _ 

Purpose /Benefit to the school or District 

Scope of solicitations 

Sponsor's signature 

Pnnc1pal's signature 

Date 

Date  

o Approved J Denied 

DATE ISSUED: 11/11/2013 Page 1 of 1
UPDATE 45 
GE(EXH IBIT)-RRM 
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Ector County ISO 
068901 

RELATIONS WITH PARENTS OR PARENTS' ORGANIZATIONS 

FUND RAISER RECONCILIATION 

INVENTORY: 

SALES: 

Beginning inventory 
Number of Items sold or serviced 
Number of Items returned to vendor 
Number of items unaccounted for (attach explanation) 
Ending inventory 

Number of Items sold or serviced 
Selling price per item 
Total sales 
Total expenditures 
Net profit 
Total sales* 
Less: non-taxable sales 
Less: one-day tax-free sales 
Net taxable sales 

TAX DUE: (net taxable sales x .0825) 

Sponsor: 
Signature (after form Is completed) 

Principal: 
Signature (after form is completed) 

* If total sales include sales tax, divide total sales by 1.0825.

DATE ISSUED: 03/20/2019

GE(EXHIBIT)A 

Date: 

Date: 

GE 
(EXHIBIT)A 

PAGE 1 OF 1 
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Ector County ISD 
068901 
 
RELATIONS WITH PARENTS OR PARENTS’  GE 
ORGANIZATIONS  (EXHIBIT)B 

DATE ISSUED:  07/01/2015 
GE(EXHIBIT)B  - 1 - 

PARENT-TEACHER AND BOOSTER ORGANIZATION  

FINANCIAL ACTIVITY OVERVIEW 

Organization Name:  ___________________________________________________________ 

School Affiliations:  _____________________________________________________________ 

   Report of Activities for the School Year Ended ____________________ 
               (Date) 

 
SECTION A (THIS SECTION MUST BE COMPLETED) 

 
President: ____________________   Telephone #:  ____________________ 
 
Vice President:  _______________   Telephone #:  ____________________ 
 
Treasurer:  ___________________   Telephone #:  ____________________ 
 
 Federal Identification Number:  ______________________________________ 
      (This number must not be the School District’s tax identification number.) 
 
 
Cash given by the Parent-Teacher Organization or Booster Club to the School or Student Group:  

_________________ 

Market Value of gifts given by the Parent-Teacher Organization or Booster Club to School or 

Student Group:  _______________ 

Total contributions from Parent – Teacher Organization or Booster Club:  _______________ 

 
 

PLEASE LIST INDIVIDUALS AND AMOUNTS ON A SEPARATE SHEET 
 

Total Gross Receipts for the Year Ended:  $_______________ 

(This amount should reflect all revenue and all funds received before any expenses were paid.) 

Note:  If gross receipts are in excess of $25,000, complete Section B of this report. 

 

The above organization has complied with the District’s Board Policies, UIL rules, and 
applicable Federal and State requirements. 
 
Approved:  President _______________________________________Date ______________ 
Approved:  Treasurer _______________________________________Date ______________ 
Approved:  Principal ________________________________________Date ______________ 
 
File this report with the ECISD Development Office. 
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Ector County ISD 
068901 
 
RELATIONS WITH PARENTS OR PARENTS’  GE 
ORGANIZATIONS  (EXHIBIT)B 

DATE ISSUED:  07/01/2015 
GE(EXHIBIT)B  - 2 - 

 
Organization 
Name:  _____________________________________________________________________ 
 
School 
Affiliation:  _______________________________________________________________ 
 
 
report of Activities for the School Year ended:  _________________________ 
 

SECTION B (THIS SECTION MUST BE COMPLETED IF THE ORGANIZATION 
HAD GROSS RECEIPTS IN EXCESS OF $25,000) 

 
 
Cash at the beginning of the Year: $___________________ 

Total amount of money raised/received during the year: $___________________ 

Total amount of money spent during the year: $___________________ 

Cash at the end of the year: $___________________ 

Schedule A (Income) $___________________ 

Activities completed during the Year: 

________________________________________________________$___________________ 
 
________________________________________________________$___________________ 
 
________________________________________________________$___________________ 
 
________________________________________________________$___________________ 
 
 Were all deposits made intact?  (Without cash paid out’s)  _____Yes  _____ No 
 
Schedule B (Expenditures) 
 
-------------------------------------------------- $___________________ 
 
______________________________ $___________________ 
 
______________________________ $___________________ 
 
______________________________ $___________________ 
 
 Were all expenditures made by check:  _____ Yes  _____ No 
 

pg. 7



Ector County ISD  
068901  
  
OTHER REVENUES CDC 
GIFTS AND SOLICITATIONS (LOCAL) 

 

DATE ISSUED: 12/11/2019    1 of 2 
LDU 2019.07  
CDC(LOCAL)-X  

 

Note: For purposes of this policy, the terms “gift” and “dona-

tion” have the same meaning. 

The Board delegates to the Superintendent or designee the author-

ity to accept unsolicited gifts on behalf of the District. However, any 

gift with a cost or market value of $10,000 or more, any gift that the 

potential donor has expressly made conditional upon the District’s 

use for a specified purpose, or any gift of real property shall require 

Board approval. 

Once accepted, a gift becomes the sole property of the District.  

The District shall not accept any gift that would violate or conflict 

with policies of or actions by the Board or with federal or state law.  

Before the Superintendent accepts a gift or recommends ac-

ceptance of a gift to the Board, as applicable, the Superintendent 

shall consider whether the gift: 

1. Has a purpose consistent with the District’s educational phi-

losophy, goals, and objectives; 

2. Places any restrictions on a campus or District program; 

3. Would support a program that the Board may be unable or 

unwilling to continue when the donation of funds is exhausted; 

4. Would result in ancillary or ongoing costs for the District; 

5. Requires employment of additional personnel; 

6. Requires or implies the endorsement of a specific business or 

product [see GKB for advertising opportunities]; 

7. Would result in inequitable funding, equipment, or resources 

among District schools or programs;  

8. Obligates the District or a campus to engage in specific ac-

tions; or  

9. Affects the physical structure of a building or would require 

extensive maintenance on the part of the District. 

An employee who solicits gifts on behalf of the District or for use in 

the fulfillment of his or her professional responsibilities shall comply 

with relevant state and federal law and any District administrative 

regulations. 

All donations solicited on behalf of the District, including solicita-

tions in the name of the District or a campus, or donations solicited 

Unsolicited Gifts 

Authority to Accept 

Criteria for 
Acceptance 

Solicitations 
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Ector County ISD  
068901  
  
OTHER REVENUES CDC 
GIFTS AND SOLICITATIONS (LOCAL) 

 

DATE ISSUED: 12/11/2019   ADOPTED: 2 of 2 
LDU 2019.07  
CDC(LOCAL)-X  

 

using District or campus resources, become the sole property of 

the District.  

An employee may solicit web-based donations of money or items 

for use by the employee in fulfilling his or her professional respon-

sibilities or for the District’s use, including “crowdfunding.” How-

ever, an employee shall obtain prior approval from the employee's 

supervisor before using the name or image of the District, a cam-

pus, or any student.  

Web-Based 
Solicitations 

pg. 9



Ector County ISD
068901

COMMUNITY RELATIONS GKG
SCHOOL VOLUNTEER PROGRAM (LEGAL)

DATE ISSUED: 11/17/2023  1 of 3
UPDATE 122
GKG(LEGAL)-P

A district shall develop a volunteer program. In developing the pro-
gram, a district shall consider volunteers a resource that requires 
advance planning and preparation for effective use. If practicable, 
a district shall include volunteers in addition to paid staff in plan-
ning the implementation of the program. Gov’t Code 2109.003

A volunteer program shall include:

1. An effective training program for paid staff and prospective 
volunteers.

2. The use of paid staff to plan and implement the volunteer pro-
gram.

3. An evaluation mechanism to assess the performance of vol-
unteers, the cooperation of paid staff with the volunteers, and 
the overall volunteer program.

4. Follow-up studies to ensure the effectiveness of the program.

Gov’t Code 2109.004(a)

A volunteer program may:

1. Establish a program to reimburse volunteers for actual and 
necessary expenses incurred in the performance of volunteer 
services.

2. Establish an insurance program to protect volunteers in the 
performance of volunteer services.

3. Cooperate with private organizations that provide services 
similar to those provided by a district.

4. Purchase engraved certificates, plaques, pins, and/or other 
awards of a similar nature that do not exceed $75 per person 
in value to recognize special achievement and outstanding 
service of volunteers.

Gov’t Code 2109.004(b)

A district or shared services arrangement shall obtain from the 
Texas Department of Public Safety (DPS) and may obtain from any 
other law enforcement or criminal justice agency or a private entity 
that is a consumer reporting agency governed by the Fair Credit 
Reporting Act (15 U.S.C. Section 1681 et seq.), all criminal history 
record information (CHRI) that relates to a volunteer or person who 
has indicated, in writing, an intention to serve as a volunteer with 
the district or shared services arrangement. Education Code 
22.0835(a)

Program 
Requirements and 
Guidelines

Criminal History 
Record
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Ector County ISD
068901

COMMUNITY RELATIONS GKG
SCHOOL VOLUNTEER PROGRAM (LEGAL)

DATE ISSUED: 11/17/2023  2 of 3
UPDATE 122
GKG(LEGAL)-P

The prospective volunteer must provide the district a driver’s li-
cense or another form of identification containing the person’s pho-
tograph issued by an entity of the United States government. Edu-
cation Code 22.0835(c)

A person may not perform any volunteer duties until these require-
ments have been satisfied. Education Code 22.0835(d)

A district is not required to obtain all CHRI that relates to a person 
who volunteers or is applying to volunteer with a district or shared 
services arrangement if the person:

1. Is the parent, guardian, or grandparent of a child who is en-
rolled in the district for which the person volunteers or is ap-
plying to volunteer;

2. Will be accompanied by a district employee while on a school 
campus; or

3. Is volunteering for a single event on the school campus.

A district may obtain from DPS or any law enforcement or criminal 
justice agency all CHRI that relates to a person to whom this ex-
ception applies.

Education Code 22.0835(e)-(f)

A district may require a volunteer or volunteer applicant to pay any 
costs related to obtaining CHRI. Education Code 22.0835(g) 

[See DBAA(LEGAL) for definitions and provisions regarding confi-
dentiality, records retention, and criminal history record checks of 
employees.]

A volunteer who is serving as a direct service volunteer in a district 
is immune from civil liability to the same extent as a district em-
ployee under Education Code 22.0511. However, this section of 
law does not limit the liability of a person for intentional misconduct 
or gross negligence.

A “volunteer” is a person rendering services for or on behalf of a 
district on district premises or at a school-sponsored or school-re-
lated activity on or off school property who does not receive com-
pensation in excess of reimbursement for expenses.

Education Code 22.053

A person who volunteers to assist with an extracurricular activity is 
not liable for civil damages arising out of an act or omission relating 
to the requirements under Education Code 33.205 regarding safety 
precautions [see FM(LEGAL)] unless the act or omission is willfully 
or wantonly negligent. Education Code 33.211

Exception

Costs

Immunity
Generally

Extracurricular 
Activities
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Ector County ISD
068901

COMMUNITY RELATIONS GKG
SCHOOL VOLUNTEER PROGRAM (LEGAL)

DATE ISSUED: 11/17/2023  3 of 3
UPDATE 122
GKG(LEGAL)-P

Subject to Civil Practice and Remedies Code 91.003 (liability insur-
ance requirements), a health-care practitioner who, without com-
pensation or expectation of compensation, conducts a physical ex-
amination or medical screening for the purpose of determining the 
physical health and fitness of the patient to participate in a school-
sponsored extracurricular or sporting activity is immune from civil li-
ability for any act or omission resulting in the death of or injury to 
the patient if:

1. The health care practitioner was acting in good faith and in 
the course and scope of the health-care practitioner’s duties;

2. The health-care practitioner commits the act or omission in 
the course of conducting the physical examination or medical 
screening of the patient;

3. The services provided to the patient are within the scope of 
the license of the health-care practitioner; and

4. Before the health-care practitioner conducts the physical ex-
amination or medical screening, the patient signs a written 
statement that acknowledges:

a. That the health-care practitioner is conducting a physical 
examination or medical screening that is not adminis-
tered for or in expectation of compensation; and

b. The limitations on the recovery of damages from the 
health-care practitioner in connection with the physical 
examination or medical screening being performed.

If the patient is a minor or is otherwise legally incompetent, 
the patient’s parent, managing conservator, legal guardian, or 
other person with legal responsibility for the care of the pa-
tient must sign the written statement.

Civ. Prac. & Rem. Code 91.002

A district volunteer is not civilly liable for an act performed in the 
discharge of duty if the person is performing an activity related to 
sheltering or housing individuals in connection with the evacuation 
of an area stricken or threatened by disaster. Gov’t Code 418.006

Physical 
Examinations

Immunity for Shelter 
Workers
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    August 13, 2024 

New ECISD Donation Form 
 

ECISD’s Donation form is now completely electronic.  

Please use this link https://forms.office.com/r/btb3Zz91Ny to complete the required ECISD Donation Form and 

upload all applicable attachments.  

At the end of the form, you will be required to upload all the supporting documentation; application, award 

letter, Activity Fund deposit receipt, etc. 

After clicking the Submit button on the last page, it will then go through the approval process. 

The Principal/Non‐Campus Administrator email address entered in the form will receive an approval notification 

through the TEAMS app as well as an email. The donation only needs to be approved through one or the other. 

If you encounter an error trying to approve through email, please use the TEAMS app. 

You can find approval requests in the Activity (bell icon) section of TEAMS. 

 

Clicking on any request will bring up a separate window that will have all of the donation information as well as 

all supporting documentation submitted for that donation. 

This window also has a space for Comments and the button to Approve. 

The same information, Comments section and Approve button are also in the email. 

  

Everyone on the approval path must approve the donation form. After everyone approves and if the donation is 

not $10,000 or more, a final email is sent from the ADM‐Donation Approvals‐Team with all of the Donation 

information, supporting documents and list of Approvers and their comments. 

If the donation is $10,000 or more, the final email will not be sent until the Superintendent approves the 

donation at the next scheduled Board meeting. 
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Background Checks 

 

 
Contact: 

Sarah Aguirre 

Parent-Community Engagement Specialist 

ECISD Development Office 

(432) 456-7059 

Sarah.Aguirre@ectorcountyisd.org  

 

 

mailto:Sarah.Aguirre@ectorcountyisd.org


Ready to volunteer? 

 

 
Hall Pass is the new volunteer records management system for 

ECISD! Each volunteer applicant needs to complete the following 

steps: 

1. Complete the application at 
https://volunteerhp.com/index.php/ecisd/ 

Be sure to select the campuses you desire to volunteer with. 

2. Consent to a criminal background check. This is a requirement 

of district policy (GKG-Legal). Background checks are run every 

two years while a volunteer is active.  

3. View and acknowledge the Volunteer Handbook and Sexual 

Harassment Training.  

4. Upon completion of the application and training, as well as 

approval following the background check, you may sign up for 

volunteer opportunities by contacting the campuses directly.  

 

Questions? 

Contact the ECISD Development Office at (432)456-7059 or 

ECISD.DevelopmentOffice@ectorcountyisd.org 

 

 

 

https://volunteerhp.com/index.php/ecisd/
mailto:ECISD.DevelopmentOffice@ectorcountyisd.org
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Reporting & Record Keeping 
 

Contacts: 

Albessa Chavez 
Director of Finance 

(432) 456-9709 
 

Sandy Ochoa 
Parent-Community Engagement Support 

Specialist 
(432) 456-7059 



 
 

 

 

 

Parent-Teacher Booster Club Oversight Procedures 
 

It shall be the responsibility of the Development Office to provide oversight and support to parent-teacher 

and booster club organizations operating in support of Ector County ISD as required by policy.  ECISD 

recognizes that all parent-teacher and booster club organizations are a separate entity as noted in GASB 39 

which states that all entities associated with a primary government are potential component units and 

should be evaluated for inclusion in the financial reporting entity.  For more information, please go to 

GASB 39 Summary of Statement   for full details.   

Development Office staff will review parent-teacher and booster club records annually to ensure all active 

organizations have the following items on file as required by policy (See GE (Regulation)). 

- Federal Identification Number with the IRS, in good standing 

- Constitution and/or bylaws 

- Financial Activity Overview Report due annually by April 1st for the current school year. 

- List of current organization officers, with contact information 

For any organization that is found to be in violation of district policy: 

- Development Office will send written notice to the campus principal advising them of the 

violation(s) and seeking their assistance in contacting the organization to resolve the issue.  

- If the issue is not resolved within 30 days of the principal receiving notification, a formal letter will 

be sent to the organization advising them of the violation(s) and asking that said violation(s) be 

resolved within 30 days.  

- If the issue is still not resolved after 30 days of written notice to the organization, the review 

committee will convene to review all evidence and decide to take action to remove the 

organization from the campus as directed in policy. Review committee may consist of: 

Development Office Director, Community Engagement Specialist, Campus Principal, Campus 

Leadership ED, Internal Audit, as well as the Fine Arts and/or Athletic Director when appropriate.  

 

The Development Office will work with Campus Leadership ED team to ensure campus principals are 

trained annually and understand their role in dealing with parent-teacher and booster club organizations 

on their campus. 

https://gasb.org/page/PageContent?pageId=/standards-guidance/pronouncements/summary--statement-no-39.html&isStaticPage=true
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Parent-Teacher & Booster Organizations 

 
 

Reporting & Recordkeeping Requirements 

The ECISD Development office CANNOT offer financial or tax advice.  The purpose of the 

Development office is to give direction, share resources and help locate necessary information. 

The Development office serves campuses and families in a support and service role, and we do 

not have authority to make decisions or impose restrictions on behalf of any parent teacher 

organization or booster clubs.  PTA’s must contact their Texas PTA representative for guidance 

and direction.  Parent-Teacher Organizations and Booster clubs are separate entities from 

ECISD, but operate to support ECISD and campus programs.  

District Reporting Requirements 

• Ector County Independent School District – www.ectorcountyisd.org  

At the end of the school year, submit the following items to the principal and to the 

Development office, no later than April 1st.  

➢ A Copy of the organizations By-laws (recommendation is to review every two years) if 

there are no changes state no changes in an email. 

➢ New officers for the next school year (include name, position, email, phone number) 

use this time to ensure a smooth transition of officers by voting in new officers before 

the end of the school year. 

➢ The annual Financial Activity Overview Report (GE Exhibit B) is due to the 

Development office at the end of each school year by April 1st for the current 

school year.  

 

➢ For organizations with less than $25,000 or more in total gross income 

for the year complete only section A of the report.  

➢ For organizations with $25,000 or more in total gross receipts for the 

year complete both sections A & B of the report.  

➢ If the organizations assets at the end of the year are more than $250,000 

or if total gross receipts for the year are more than $250,000, the 

organization must have an independent audit performed and the audited 

financial statements must be submitted to the Development Office by 

August 31st.  

➢ The district will pay for the audit.  

 

➢ Fundraising activity, submit a Request for Approval of Fund-Raising Activity (GE-

Exhibit A) to the principal at least 15 work days prior to the proposed activity, 

regardless if the activity will be on or off campus. 

http://www.ectorcountyisd.org/
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Parent-Teacher & Booster Organizations 

 
 

➢ If food is sold on campus, during the school day, approval from the Director of 

School Nutrition is needed.  Food must be from the approved Smart Snacks List and 

a Food Fundraising Approval form must be completed.  

➢ This does not apply if food is sold on campus after school, but you must wait until 30 

minutes after the last school bell rings before you sell food not on the Smart Snack 

List.  

 

• NO DISTRICT EMPLOYEE SHALL SERVE IN A CAPACITY FOR ANY PARENT GROUP OR 

BOOSTER CLUB ORGANIZATION IN WHICH HE/SHE HAS THE RESPONSIBILITY OR 

ACCESS TO THE FUNDS OF THE ORGANZIATION (GE REGULATION). 

Recordkeeping Requirements 

• It is important to keep all the documents related to the organization’s activity including 

the following items: 

➢ Bank statements 

➢ Cancelled checks – Payment of all expenditures by check is encouraged 

➢ Paid invoices 

➢ Receipt Books – Issuance of a receipt for all funds collected is also encouraged 

➢ Ticket stubs for ticket sales 

➢ Approved Fundraiser Forms 

➢ Copies of any handouts or advertisements 

➢ Accounting ledgers 

➢ Financial reports 

➢ Minutes of Meetings 

➢ IRS information reports (tax forms) 

➢ Any IRS correspondence including the letters of determination of exemption 

 

RESOURCES 

• Internal Revenue Service – www.irs.gov  

➢ Application for Employer Identification number (EIN) – Form SS-4 

➢ Application for tax exempt status 501c3 – Form 1023 

➢ Annual Return – Form 990, 990EZ, or 990N (also known as the e-postcard) 

• Texas Comptroller of Public Accounts – www.window.state.tx.us  

➢ Sales Tax Permit – sale of taxable items 

➢ Sales Tax Exemption – for purchases 

• Texas Secretary of State - https://www.sos.state.tx.us/corp/sosda/index.shtml  

➢ File business formation documents 

➢ Search for business entities/obtain entity information 

➢ Obtain entity status 

http://www.irs.gov/
http://www.window.state.tx.us/
https://www.sos.state.tx.us/corp/sosda/index.shtml
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Parent-Teacher & Booster Organizations 

 
 

IMPORTANT TIPS: 

❖ If you do not keep accurate and detailed records of your organization’s activities, you 

will not have the information to complete the District and IRS filing requirements or 

documentation will not be available if the organization is audited. 

❖ Keep all documentation for as long as it may be needed for the administration of any 

provision of the Internal Revenue Code. 

❖ Ensure that there is a smooth and positive transition from one set of officers to the next. 

❖ Report financial activity quarterly to the members of the organization.  
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UIL Booster Club Guidelines 
 

Contacts: 

Dr. Aaron Hawley 

Executive Director of Fine Arts 

(432) 456-8615 

 

Tracey Borchardt 

Executive Director of Athletics 

(432) 456-9059 



Booster Club �
Guidelines	

ROLE	OF	BOOSTER	CLUBS		
Neighborhood	 patrons	 form	 booster	 clubs	 to	 help	 enrich	 the	
school’s	 par6cipa6on	 in	 extracurricular	 ac6vi6es.	 The	 fundraising	
role	 of	 booster	 clubs	 is	 par6cularly	 crucial	 in	 today’s	 economic	
climate.	 Posi6ve	 and	 direct	 communica6on	 can	 prevent	 most	
problems.	Keep	the	superintendent	informed	of	all	ac6vi6es.	
		
•  Have	 a	 chain	 of	 command	 for	 communica6on	 with	 the	

administra6on.	
•  Clear	all	ac6vi6es	through	your	administra6on.	
•  The	superintendent	or	a	designee	who	does	not	coach	or	direct	

a	 UIL	 contest	 but	 has	 approval	 authority	 over	 booster	 clubs	
should	be	invited	to	all	mee6ngs.	All	mee6ngs	should	be	open	to	
the	public.	

•  Booster	 clubs	 should	 apprise	 school	 administrators	 of	 all	 club	
ac6vi6es.	Make	sure	your	 local	administra6on	has	a	copy	of	all	
booster	 club	 publica6ons.	 Invite	 administrators	 to	 all	 booster	
club	 mee6ngs.	 Have	 an	 officer	 meet	 with	 the	 school	
administra6on	regularly.	

•  School	administra6on	should	apprise	booster	clubs	of	all	school	
ac6vi6es.	

•  Booster	 clubs	 do	 not	 have	 authority	 to	 direct	 the	 du6es	 of	 a	
school	 district	 employee.	 The	 scheduling	 of	 contests,	 rules	 for	
par6cipa6on,	 methods	 of	 earning	 leKers	 and	 all	 other	 criteria	
dealing	with	inter-school	programs	are	under	the	jurisdic6on	of	
the	local	school	administra6on.	

•  Minutes	should	be	taken	at	each	mee6ng	and	kept	on	file	at	the	
school.	

•  Periodic	 financial	 statements	 itemizing	 all	 receipts	 and	
expenditures	 should	 be	made	 to	 the	 general	 club	membership	
and	kept	on	file	at	the	school.		

ROLE	OF	THE	SUPERINTENDENT	
Member	 schools	 make	 UIL	 rules	 and	 determine	 policies	
regarding	 penal6es	 to	 schools,	 school	 district	 personnel	 and	
student	 par6cipants.	 The	 superintendent	 is	 solely	 responsible	
for	 the	 en6re	 UIL	 program.	 All	 school	 ac6vi6es,	 organiza6ons	
(including	the	booster	club),	events	and	personnel	are	under	the	
jurisdic6on	of	the	superintendent.	Booster	clubs	must	recognize	
this	 authority	 and	work	within	 a	 framework	 prescribed	 by	 the	
school	administra6on.	

PARENTS	
•  Remember:	The	classroom	comes	first!	
•  Help	conduct	fair	and	equitable	compe66on:	adhere	to	rules,	

uphold	the	law	and	respect	authority.	
•  Remember	that	officials	are	human.	Respect	their	decisions.	
•  Delegate	 authority	 to	 the	 school,	 and	 then	 support	 its	

decisions.	
•  Set	 standards	 by	 which	 you	 expect	 children	 to	 conduct	

themselves,	and	live	by	those	standards	yourself.	
•  Be	 aware	 of	 capabili6es	 and	 limita6ons	 of	 young	 people.	

Don’t	have	unrealis6c	expecta6ons.	
•  Allow	your	children	to	live	their	own	lives.	
•  Be	involved	in	areas	in	which	your	own	child	is	not	involved,	

thus	contribu6ng	to	school	unity	and	spirit.	
•  Show	respect	to	the	opponents	of	your	children.	
•  Praise.	Don’t	cri6cize.	Urge	others	to	do	the	same.	
•  Help	 your	 children	 and	 their	 friends	 develop	 integrity	

through	the	intensity	of	compe66ve	ac6vity.	

COACHES	AND	DIRECTORS	
•  Be	 sure	 your	 booster	 club	 wish	 list	 has	 been	 approved	 by	

your	supervisor	before	it	goes	to	the	booster	club.	
•  Work	with	your	administra6on	to	determine	what	your	club	

can	provide.	
•  Make	your	 request	 to	 the	club	benefit	as	many	students	as	

possible.	
•  AKend	the	booster	club	mee6ngs	and/or	know	what	the	club	

is	doing.	
•  Understand	 that	 your	 advisory	 role	 to	 the	 boosters	 is	

without	vote.	
•  Support	other	programs	within	your	district.	
•  Meet	 with	 parents	 regularly	 and	 make	 them	 aware	 of	

relevant	rules.	
•  Involve	 your	 staff	 with	 your	 booster	 club.	 Let	 the	 booster	

club	know	who	your	staff	is	and	what	du6es	they	perform.	

WRITTEN	POLICIES	
Booster	clubs	should	develop	and	annually	review	policies	to	cover:	
•  how	to	obtain	administra6ve	approval	before	beginning	projects;	
•  how	to	plan	and	publicize	mee6ngs;	
•  bookkeeping	and	fund	administra6on	including	process	to	obtain	

superintendent’s	approval	prior	to	raising	or	spending	funds;	
•  elec6on	of	officers	(sugges6on:	one	president;	one	secretary;	one	

treasurer;	and	three	vice-presidents:	one	vice-president	to	oversee	
fall,	winter	and	spring	sports);	

•  taking,	distribu6ng	and	filing	minutes;	
•  public	communica6on;	
•  proper	interac6on	with	music	and	theatre	directors	and	academic	

and	athle6c	coaches	through	the	lines	of	authority	as	established	by	
the	school	board;	

•  a	sportsmanship	code	governing	behavior	of	booster	club	members	
and	fans	at	contests,	treatment	of	officials,	guests,	judges,	etc.;	and	

•  plans	to	support	the	school	regardless	of	success	in	compe66on,	
keeping	the	educa6onal	goals	of	compe66on	at	the	forefront	of	all	
policies.	
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CLUB	FINANCES	
Fundraising	|	Spending	|	S/pends	|	Gi1s	to	Coaches	

Fund-raising	projects	maybe	subject	to	state	law.	Be	sure	that	your	club	is	in	compliance	with	applicable	law.		For	example,	Texas	has	a	
law	governing	raffles.		Also,	consider	seeking	nonprofit	or	tax-exempt	status.		Consult	the	Texas	Secretary	of	State’s	website	as	well	as	
the	 IRS	 to	 determine	 if	 seeking	 designa6on	 as	 a	 non-profit	 that	 is	 tax	 exempt	 is	 appropriate	 for	 your	 booster	 club.	
hKp://www.sos.state.tx.us/corp/nonprofit_org.shtml			

Generally	speaking,	earnings	by	a	properly	organized	booster	club	may	not	benefit	any	private	shareholder	or	individual.		
•  Community-wide	 sales	 campaigns	 should	 be	 coordinated	 through	 the	 school	 administra6on	 to	 minimize	 simultaneous	 sales	

campaigns.	
•  Sales	campaigns	should	be	planned	carefully	to	insure	that	the	projects	provide	dollar	value	for	items	sold,	and	that	most	of	the	

money	raised	stays	at	home.	Otherwise	dona6ons	are	oeen	more	rewarding	than	lefng	the	major	part	of	the	money	go	to	outside	
promoters.	

•  Fund-raising	ac6vi6es	should	support	the	educa6onal	goals	of	the	school	and	should	not	exploit	students.	Ac6vi6es	and	projects	
should	be	inves6gated	carefully	before	commifng	the	school’s	support.	

•  Individuals	who	ac6vely	coach	or	direct	a	UIL	ac6vity	should	serve	in	an	advisory	capacity	only	to	the	booster	club	and	should	not	
have	control	or	signature	authority	over	booster	club	funds,	including	peKy	cash	or	miscellaneous	discre6onary	funds.		

•  Coach’s	wish	lists	should	have	received	prior	approval	from	school	administra6on	before	submission	to	boosters.	
•  Coaches	and	directors	of	UIL	academics,	athle6cs	and	fine	arts	may	not	accept	more	than	$500	in	money,	product	or	service	from	

any	source	in	recogni6on	of	or	apprecia6on	for	coaching,	direc6ng	or	sponsoring	UIL	ac6vi6es.	The	$500	limit	is	cumula6ve	for	a	
calendar	year	and	is	not	specific	to	any	one	par6cular	gie.	See	Sec6on	481,	UIL	Cons/tu/on	and	Contest	Rules.		

•  Schools	 shall	 not	pay	 to	 coaches,	 and	 coaches	 shall	 not	 accept,	 funds	 gathered	by	 a	high	 school	 booster	 club	or	other	 sources	
within	the	school	district.		See	Sec6on	1202(b),	UIL	Cons/tu/on	and	Contest	Rules.		

•  Funds	are	to	be	used	to	support	school	ac6vi6es.	To	provide	such	funding	for	non-school	ac6vi6es	could	violate	UIL	rules	and	the	
public	trust	through	which	funds	are	earned.		

2	

ATHLETIC	BOOSTERS	
Individuals	should	be	informed	of	the	seriousness	of	viola6ng	the	athle6c	amateur	rule	found	in	Sec6on	441	and	the	awards	rule	found	in	
Sec6on	480	of	the	UIL	Cons/tu/on	and	Contest	Rules.	Check	with	school	administrators	before	giving	anything	to	a	student,	school	
sponsor	or	coach.	The	penalty	to	a	student-athlete	is	forfeiture	of	varsity	athle6c	eligibility	in	the	sport	for	which	the	viola6on	occurred	for	
one	calendar	year	from	the	date	of	the	viola6on.	If	a	team	violates	the	amateur	rule,	the	penalty	shall	be	assessed	against	the	team	and	
not	against	each	individual.	See	Sec6on	441(d),	UIL	Cons/tu/on	and	Contest	Rules.	All	fans,	not	just	members	of	the	booster	club,	should	
be	aware	of	these	rules.	It	affects	the	en6re	community.	
•  Athle6c	booster	club	funds	shall	not	be	used	to	support	athle6c	camps,	clinics,	private	instruc6on	or	any	ac6vity	outside	of	the	school.		
•  The	local	school	district	determines	when,	how	and	from	whom	student	athletes	can	receive	meals	and	snacks.	See	Sec6on	441(b)(9),	

UIL	Cons/tu/on	and	Contest	Rules.	
•  Schools	must	give	prior	approval	for	any	banquet	or	get-together	given	for	students.		
•  Students	may	not	accept	money	or	other	valuable	considera6on	from	school	booster	club	funds	for	any	non-school	purpose.		See	

Sec6on	441(A)(3),	UIL	Cons/tu/on	and	Contest	Rules.		
•  Student	athletes	are	prohibited	from	accep6ng	valuable	considera6on	for	par6cipa6on	in	school	athle6cs	-	anything	that	is	not	given	or	

offered	to	the	en6re	student	body	on	the	same	basis	that	it	is	given	or	offered	to	an	athlete.	See	Sec6on	441(a),	UIL	Cons/tu/on	and
Contest	Rules.	Valuable	considera/on	is	defined	as	tangible	or	intangible	property	or	service	including	anything	that	is	usable,	wearable,
salable	or	consumable.

•  Booster	groups	or	individuals	may	donate	money	or	merchandise	to	the	school	with	prior	approval	of	the	administra6on.	These	kinds	
of	dona6ons	are	oeen	made	to	cover	the	cost	of	commercial	transporta6on	and	to	cover	costs	for	meals.	It	would	be	a	viola6on	for	
booster	groups	or	individuals	to	pay	for	such	costs	directly,	without	prior	approval	from	the	local	school	administra6on.	See	Sec6on	
441(b)(9)	and	Sec6on	840	(a)(2)(A)(iv).	

•

  Student	athletes	may	accept	small	“goodie	bags”	consis6ng	of	cookies,	candy	and	symbolic	gies	from	their	classmates,	if	allow
ed	by	local	school	policy.	See	Sec6on	441(B)(7),	UIL	Cons/tu/on	and	Contest	Rules. 	

May award scholarships for college or university enrollment if awarded at or after graduation from high school, if approved by the local 
ISD.

• 
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ACADEMIC	BOOSTERS	
We	encourage	academic	booster	clubs,	whether	they	cover	UIL	academic	compe66on	in	general	or	specific	programs	such	as	
theatre,	speech/debate,	journalism	or	math/	science.	A	great	need	exists	for	parental	involvement	and	support.	
		
The	rules	for	athle6cs	are	different	than	the	rules	for	academics	and	music.	Athletes	are	restricted	by	the	athle6c	amateur	rule,	
which	states	that	athletes	cannot	accept	money	or	valuable	considera6on	for	par6cipa6ng	in	a	UIL	sport	or	for	allowing	their	
names	to	be	used	in	promo6ng	a	product,	plan	or	service	related	to	a	UIL	contest.	Academics	has	no	amateur	rule.	Journalism	
par6cipants	may	work	for	a	newspaper	and	be	paid.	Actors	may	work	summer	stock	and	be	paid.	Students	may	win	calculators	
and	soeware	for	par6cipa6ng	in	invita6onal	math	contests.	
		
UIL	academic	students	are	restricted	by	the	awards	rule.	See	Sec6on	480,	UIL	Cons/tu/on	and	Contest	Rules.	So,	as	a	general	
prac6ce,	booster	clubs	should	not	give	gies	or	awards	to	students	for	their	par6cipa6on	in	UIL	contests	that	count	toward	district,	
region	or	state	standing	without	prior	school	district	approval.	School	booster	clubs	may	raise	money	to	purchase	leKer	jackets,	
provided	the	funds	are	given	to	the	school	without	designa6on	to	buy	jackets	for	par6cular	students	and	the	school	determines	
criteria	for	awarding	the	jackets.	Parents	may	purchase	jackets	for	their	own	children	provided	the	school	designates	the	student	
as	being	qualified	to	receive	the	jacket.	
		
Booster	Clubs	may	raise	money	to	provide	an	annual	banquet	for	academic	par6cipants	and	coaches.	
		
EXAMPLES	OF	ACADEMIC	BOOSTER	CLUB	CONTRIBUTIONS	THAT	ARE	NOT	PROHIBITED	BY	UIL	RULE,	WITH	LOCAL	
ADMINISTRATIVE	APPROVAL,	ARE:		
•  Purchase	equipment	for	programs	such	as	computers	or	soeware	for	yearbook	or	computer	science.	
•  Organize	and	chaperone	trips	and	assist	with	expenses	for	travel	to	academic	compe66ons	or	educa6onal	trips	such	as	

journalism	conven6ons	or	speech	tournaments.	Booster	club	funds	may	be	used	to	provide	food	and	refreshments	for	students	
on	these	trips.	A	purely	recrea6onal	trip	would	not	meet	the	defini6on	of	an	educa6onal	field	trip	and	could	be	considered	a	
viola6on	of	the	Awards	Rule.	See	Sec6on	480(2)(d),	UIL	Cons/tu/on	and	Contest	Rules.			

•  Run	tournaments,	organize	fund-raising	efforts,	recruit	corporate	donors,	raise	money	for	scholarships	and	arrange	for	tutors	
and	professional	trainers	to	work	with	students.	

•  Fund	academic	workshop	scholarships	provided	selec6on	of	the	recipients	is	not	based	solely	on	their	success	in	interscholas6c	
compe66on.	Selec6on	could	be	based	on	grade	point	average	or	the	student’s	selec6on	of	high	school	courses.	All	students	
mee6ng	the	condi6ons	for	scholarship	assistance	should	be	no6fied	and	eligible	for	financial	assistance.	Funds	should	be	
monitored	to	ensure	that	they	are	expended	for	camp	or	workshop	purposes.	

		
		

MUSIC	BOOSTERS		
In	addi6on	to	the	general	procedures	outlined,	the	following	guidelines	apply	to	Music	Booster	Club	ac6vi6es.	
•  Be	mindful	of	the	fact	that	there	is	no	Music	Amateur	Rule.	Therefore,	limita6ons	established	in	athle6cs	intended	to	ensure	

compliance	with	the	Athle6c	Amateur	Rule	do	not	apply	to	music	programs	and	related	ac6vi6es.	
•  Some	music	booster	clubs	assist	with	expenses	for	travel	to	various	music-related	ac6vi6es	such	as	UIL	contests	and	

performances	at	away	athle6c	events.	Such	financial	support	violates	no	UIL	rules	provided	that	it	is	approved	and	coordinated	
by	the	local	school	district.		

•  Many	music	groups	schedule	educa6onal	field	trips	with	the	approval	of	the	local	school	administra6on	and	under	local	school	
district	policies.	For	such	trips,	specific	educa6onal	components	must	be	included	such	as	performing	for	a	music	fes6val,	an	
adjudicated	contest	or	a	concert	tour.	Marching	performances	such	as	the	Macy’s	Thanksgiving	Day	Parade,	the	Rose	Bowl	
Parade	or	other	similar	ceremonial	appearances	also	qualify.	However,	educa6onal	components	need	not	be	limited	to	
performances.	Concert	aKendance,	visi6ng	university/conservatory	music	facili6es	and	other	music	related,	non-performing	
opportuni6es	would	also	be	appropriate	if	approved	by	the	local	school	district.	

•  A	recrea6onal	trip,	on	the	other	hand,	would	not	meet	the	defini6on	of	an	educa6onal	field	trip	as	provided	in	Sec6on	480(f)	of	
the	UIL	Cons/tu/on	and	Contest	Rules.	Students	receiving	the	benefits	of	a	purely	recrea6onal	trip	would	likely	be	in	viola6on	
of	the	Awards	Rule.	

•  Booster	Clubs	may	also	fund	scholarships	for	private	lessons	and	summer	music	camps	provided	the	selec6on	of	the	recipients	
is	not	based	on	success	in	interscholas6c	compe66on.	Funds	for	such	ac6vi6es	should	be	carefully	monitored	to	ensure	that	
they	are	expended	for	educa6onal	rather	than	recrea6onal	ac6vi6es.	

•  The	awarding	of	patches,	T-shirts	or	other	items	for	achievement	in	interscholas6c	compe66on	would	be	subject	to	the	UIL	
Awards	Rule.	See	Sec6on	480(2)(A),	UIL	Cons/tu/on	and	Contest	Rules.	In	order	to	protect	all	music	students’	eligibility,	such	
awards	should	be	approved	and	administrated	by	the	local	school	district	in	accordance	with	school	district	policies.	
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School Nutrition 
 

Contact: 

Jieun Pando, PhD, RD, LD, SNS, CTSBO 

Director of School Nutrition 

(432) 456-9741 



 
 

 

 
 

 

All Foods Sold in Schools 
aka "Smart Snacks" 

 
All foods sold during the school day must meet requirements for calories, fat, saturated fat, 
sodium, size, ingredients, food groups, meals, and categories as mandated by the US 
Department of Agriculture. 
 
The "School Day" is considered midnight to 30 minutes after the last bell. These rules do not 
apply to foods sold off-campus or after school hours. 
 
All foods sold during the school day must be on file with the School Nutrition Department. If 
your organization is planning a fundraiser with food items, please contact the School Nutrition 
department for guidance on whether or not the planned item meets these federal criteria 
before purchasing and selling the items. 
 
As a general rule, unflavored bottled water will be allowable. Items with sugar as the first 
ingredient will not be allowable. Everything else needs to be evaluated by School Nutrition. 
Even bottled water has to be on file. 
 
Please contact: 
 
Jieun Pando, PHD, RD, LD, SNS, CTSBO 
Director of School Nutrition 
Jieun.pando@ectorcountyisd.org 
432.456.9741 
 
 
Daniel Ramirez, RD, LD 
School Nutrition Dietitian 
Daniel.Ramirez@ectorcountyisd.org 
432.456.5964 
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Learn about Smart Snacks

Do you...
o Coordinate school fundraisers,

o Manage a school store or snack bar,

o Sell food or beverages during the school day on campus, or

o Manage school vending machines?

If you checked any of the boxes above, then the foods and beverages you’re selling 
need to meet the Smart Snacks Standards. You play an important role in helping 
kids get the nutrition they need to grow and learn. Use this guide to learn how.

If you didn’t check a box and still want to learn more about encouraging kids to 
choose Smart Snacks, visit TeamNutrition.USDA.gov.

A Guide to Smart Snacks in School | 3
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Why are Smart Snacks important?
Almost a quarter of kids’ daily calories may come  
from snacks.

Kids who have healthy eating patterns are more likely to perform 
better academically.

Kids consume more healthy foods and beverages during the 
school day. When Smart Snacks are available, the healthy choice 
is the easy choice. 

Smart Snacks Standards are a Federal requirement for all foods 
sold outside the National School Lunch Program and School 
Breakfast Program. 

1

2

3

4
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Which foods and beverages 
sold at school need to meet the 
Smart Snacks Standards?

Any food and beverage sold to students at schools during the 
school day,* other than those foods provided as part of the school 
meal programs.

Examples include à la carte items sold in the cafeteria  
and foods sold in school stores, snack bars, and vending machines.

Foods and beverages sold during fundraisers, unless these items are 
not intended for consumption at school or are otherwise exempt by 
your State agency.

* �The school day is defined as the midnight before to 30 minutes after
the end of the school day.

The Smart Snacks Standards 
apply only to locations on 
the school campus that are 
accessible to students. So, this 
does not include places like the 
teachers’ lounge, although you 
may choose to vend healthy 
snacks there, too.

1

2

3
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How can I tell if my snack meets the 
Smart Snacks Standards?

Enter information from the food or beverage’s Nutrition Facts panel 
and ingredients list into the Alliance for a Healthier Generation’s Smart 
Snacks Product Calculator (https://www.healthiergeneration.org/
app/resources/81). For multi-unit packages, you must enter the 
servings per container as one (1) and the nutrition information for one 
(1) unit. Do not enter the servings per container for the entire bulk 
box or case. 

If your snack doesn’t have a nutrition label because it is made from 
scratch, then you may need to calculate the nutrition information. Your 
school nutrition program may already use a nutrient analysis software 
approved by the United States Department of Agriculture (USDA; 
https://www.fns.usda.gov/tn/usda-approved-nutrient-analysis-
software) that can be used to evaluate recipes.

Look for the blue information 
icons in the Smart Snacks 
Product Calculator! These 
helpful bubbles include 
additional information 
and regulatory guidance 
so you can enter product 
information correctly and get 
an accurate result.

1

2
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Does USDA have a list of approved 
foods and beverages?

USDA does not approve individual foods or beverages. Even if a food 
says “Smart Snacks approved,” you should still evaluate the Nutrition 
Facts panel and ingredients list.

If you still have questions about a food or beverage, contact your 
State agency that administers the National School Lunch Program  
(https://www.fns.usda.gov/contacts).

Fruits, vegetables, and water with no added 
ingredients are always Smart Snacks!

1

2
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Finding information on the Nutrition 
Facts panel and ingredients list
Enter the highlighted information into the Smart Snacks Product Calculator 
(https://www.healthiergeneration.org/app/resources/81) to see if your snack 
meets the standards.

8 | A Guide to Smart Snacks in School
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What are the Smart Snacks 
Standards for foods?
To qualify as a Smart Snack, a snack or entrée must first meet the general 
nutrition standards:

• Be a grain product that contains 50 percent or more whole grains by weight
(have a whole grain as the first ingredient); or

• Have as the first ingredient a fruit, a vegetable, a dairy food, or a protein food; or

• Be a combination food that contains at least ¼ cup of fruit and/or vegetable
(for example, ¼ cup of raisins with enriched pretzels); and

• The food must meet the nutrient standards for calories, sodium, fats,
and total sugars.

Nutrient Snack Entrée

Calories 200 calories or less 350 calories or less

Sodium 200 mg or less 480 mg or less

Total Fat 35% of calories or less 35% of calories or less

Saturated 
Fat

Less than 10% of calories Less than 10% of calories 

Trans Fat 0 g 0 g

Total Sugars 35% by weight or less 35% by weight or less

A Guide to Smart Snacks in School | 9
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Are there healthy exemptions to 
certain nutrient requirements?
The Smart Snacks Standards reflect practical and flexible solutions for healthy 
eating. A few foods or combinations of foods are exempt from certain nutrient 
standards. Refer to the table below for examples of these exemptions. 

Food Smart Snacks  
Standards Exemptions

Fresh and frozen fruits and vegetables, with no added 
ingredients except water

Canned fruits packed in 100% juice or light syrup,  
with no added ingredients except water

Canned vegetables (no salt added/low sodium),  
with no added fats

Exempt from all 
nutrient standards

Reduced-fat cheese (including part-skim mozzarella)

Nuts, seeds, or nut/seed butters

Apples with reduced-fat cheese*

Celery with peanut butter (and unsweetened raisins)*

Whole eggs with no added fat

Exempt from the total fat 
and saturated fat standards, 
but must meet all other 
nutrient standards

Seafood with no added fat (e.g., canned tuna packed 
in water)

Exempt from the total fat  
standard, but must meet all  
other nutrient standards

Dried fruits with no added sugars Exempt from the sugar  
standards, but must meet all 
other nutrient standardsDried cranberries, tart cherries, or blueberries, sweetened 

only for processing and/or palatability, with no added fats

Trail mix of only dried fruits and nuts and/or seeds,  
with no added sugars or fats  

Exempt from the total fat,  
saturated fat, and sugar  
standards, but must meet  
all other nutrient standards

*Paired exemptions are always required to meet the calorie and sodium limits for Smart Snacks. 

10 | A Guide to Smart Snacks in School
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Milk

Unflavored or flavored fat-free milk, unflavored low-fat milk, and milk alternatives 
as permitted by the National School Lunch Program/School Breakfast Program. 
Starting on July 1, 2022 for school years 2022-2023 and 2023-2024, schools may 
also sell flavored low-fat milk as a Smart Snack.*

Elementary School

8 fl  oz

Middle School

12 fl  oz

High School

12 fl  oz

Water

All Grades

What are the 
Smart Snacks 
Standards for 
beverages?

Juice
100% fruit or vegetable juice, with or without carbonation.

High School

8 fl  oz

Elementary School

12 fl  oz

Middle School

12 fl  oz

No
Limit

Plain water, 
with or without 
carbonation.

*	In accordance with the Transitional Standards for Milk, Whole Grains, and Sodium Final Rule: https://www.fns.usda.gov/cn/fr-020722

A Guide to Smart Snacks in School | 11
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Diluted Juice

Elementary School

8 fl oz

Middle School

12 fl  oz

High School

12 fl  oz

Low- and No-Calorie Beverages (High School Only)

100% fruit or vegetable juice diluted with water, with or without carbonation, 
and with no added sweeteners. 

Low Calorie Maximums:*
40 calories/8 fl oz
60 calories/12 fl oz

*Equivalent to 5 calories per fluid ounce. 

<
12 fl oz 

No Calorie Maximum:*
10 calories/20 fl oz

*Less than 5 calories per 8 fluid ounces.

<
20 fl oz 

Low- and no-calorie beverages, with or without caffeine and/or carbonation; 
calorie-free, flavored water.

What are the Smart Snacks Standards 
for beverages? (continued)

Do you have questions about Smart Snacks Standards? 
Contact your State agency that administers the National School 
Lunch Program (https://www.fns.usda.gov/contacts).
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When school meal leftovers are sold 
à la carte
Sometimes, schools serve extra entrées from school meals as à la carte items (as 
individual items sold outside of the school meal). These entrées do not have to 
meet Smart Snacks Standards when they are sold as an à la carte item up to one 
day after being served at school lunch or breakfast. For example, if a bean burrito 
is served at school lunch on Wednesday, it may also be sold as a Smart Snacks on 
Wednesday through Thursday without needing to meet Smart Snacks Standards.

Some schools also serve school meal side dishes as à la carte items. These side 
dishes must always meet Smart Snacks Standards.

What is an entrée?
For purposes of Smart Snacks, an entrée is defined as the main course of a meal 
that has a combination of: 

• meats/meat alternates + whole grain-rich food;
• vegetables + meats/meat alternates;
• fruits + meats/meat alternates;
• meats/meat alternates alone, except for meat snacks (e.g., beef jerky), yogurt,

low-fat or reduced fat cheese, nuts, seeds, and nut or seed butters; and
• a grain only, whole grain-rich entrée that is served as the main dish of the School

Breakfast Program reimbursable meal.

Are condiments part of a Smart Snack?
When checking to see if your snack meets 
the standards, be sure to consider how it is 
packaged as well as how it is sold, including 
all accompaniments. For example, if butter 
is added to popcorn, or ranch dressing is 
offered along with veggies, be sure to count the 
nutrition information for these condiments when 
determining if your snack meets the standards.

A Guide to Smart Snacks in School | 13
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How do the Smart Snacks Standards 
affect school fundraisers?
•	 Sales of foods and beverages that meet the Smart Snacks Standards and 

sales of nonfood items (e.g., wrapping paper and apparel) are not limited under 
the Federal policy. 

•	 Fundraising activities that occur during nonschool hours, on weekends, 
or at off-campus events are not limited under the Federal policy. 

•	 Fundraisers selling foods that are intended to be consumed outside the school 
day are not limited under the Federal policy.

•	 Some State agencies allow a certain number of in-school fundraisers to 
be exempt from the Smart Snacks Standards. Contact your State agency 
for more information.

14 | A Guide to Smart Snacks in School
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What if my school district wants to 
have stricter standards?
These Federal Standards are the minimum requirements. State agencies and/or local 
school districts can establish stricter standards, if desired. Consult your school’s Local 
School Wellness Policy for more information.

What are some other resources?
Team Nutrition 
https://teamnutrition.usda.gov

Access free nutrition education resources like this Guide to Smart Snacks in 
School handout.

Fueling My Healthy Life
https://www.fns.usda.gov/tn/fueling-my-healthy-life

Learn more about added sugars and sodium with these interactive materials for 
7th and 8th grade.

Discover MyPlate: Snack Time!
https://www.fns.usda.gov/tn/discover-myplate-parent-handouts

Get ideas about choosing snack foods and beverages with less saturated fat, 
added sugars, and sodium with this handout for parents of young children.

How do I learn more about Smart Snacks Standards?
Find National School Lunch Program policy memorandum at 
https://www.fns.usda.gov/nslp.

A Guide to Smart Snacks in School | 15
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1120 W. 10th St. | Odessa, TX 79763 | 432.456.9749 | fax 432.456.9748 

 
 

Smart Snacks by the Case Order Form 2024-2025 
 

The items below meet the federal "Smart Snacks" guidelines and can be sold in schools. The School Nutrition Department is 
offering to provide the items below to aid in legal fundraising efforts by school organizations. Please ensure that the proper 
budget code is on the form to help prevent any delays. 

 
Once the form is completed, the procedure is as follows:  
- Turn in the order to your campus School Nutrition Manager. 
- Please allow up to two weeks for delivery. 
- Budget code will be charged by School Nutrition. 

  
Case 

Case 
Sell 

   
Extended 

Description Pack Price #  Price 

 
Chips 

     

Baked Cheetos Crunchy Whole Grain 104 $65    

Baked Cheetos Flamin’ Hot Whole Grain 104 $65    
Baked Cheetos, Hot Limon Whole Grain  104      $65    
Baked Cheetos Puff RF Whole Grain 72 $50    
Baked KC BBQ Lays 60 $45    
Baked Lays 60 $45    
Baked Lays Sour Cream & Onion 60 $45    
Doritos Flamas RF Whole Grain 72 $50    
Fantastix 104 $65    

 
 
Snacks 

     

Chewy Low Fat Chocolate Chip Bar Whole Grain 96 $55    

Grandma’s WGR Mini Chocolate Chip Cookies                      80 $55    
Keebler Animal Crackers Whole Grain 150 $55    
Kellogg Bug Bites Grahams Whole Grain 210 $70  

Kellogg's Poptart Strawberry Sprinkle Whole Grain 120 $60    
Pepperidge Farm Goldfish Whole Grain 300 $105    
Rice Krispies Treats 1.41oz Whole Grain 80 $55    
Scooby Snacks Whole Grain 210 $70    
Simply Chex Cheddar Whole Grain  60 $40    
Simply Chex Strawberry Yogurt Whole Grain 60 $40    

 
 
Beverages 

     

Bottled Water with ECISD Logo 24 $10    
Capri Sun Apple 100% Juice 40 $25    
Capri Sun Berry Breeze 100% Juice 40 $25    
Izze Apple - Secondary Schools ONLY 24 $30        
Izze Blackberry - Secondary Schools ONLY 24 $30        
Izze Clementine - Secondary Schools ONLY 24 $30        
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ENVY Strawberry Kiwi, Sparkling Juice 24 $30    
ENVY Cherry Apple, Non-Carbonated Juice  24 $30        
Milk Chocolate 70 $25        
Milk White 70 $25        
      

      

      
 

Budget Code: 
Purchase Order # (199 accounts only): 

 

 
 

Organization: 
Contact Name: 
Contact Email: 
Contact Phone: 

 

 
Signature: 

 

Date: 
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FOOD FUNDRAISER APPROVAL SY24-25 

This form must be submitted if selling any food or beverage item(s) 
at a campus during the school day (12 am to 30 minutes after the last bell). 

 

Instructions: 

1. E-mail a completed form and nutrition labels to Jieun.Pando@ectorcountyisd.org at least 2 
weeks before the intended sale date. 

2. Attach an approved copy of this form to the Request for Approval of Fund-Raising Activity form 
when submitting it for approval. 

3. Approval must be received from School Nutrition and campus administration before 
purchasing items. 

 
 
 
 

Sponsor: Club Name:    
 

Beginning Sale Date: Ending Sale Date:    
 

Time of Day: Location:    
 

Item(s) to be Sold: 

1.       
2.       
3.       
4.       
5.       

 

Attach nutrition labels for all items to this form. 
 

Sponsor:  Date:    
 

Director of School Nutrition:   
Signature for Approval 

Date:    

 
 
 
 
 
 

Note: The School Nutrition department offers cases of snack items that meet the Smart Snack 
guidelines for purchase. Please contact Jieun Pando at Jieun.Pando@ectorcountyisd.org for more 
information. 

mailto:Jieun.Pando@ectorcountyisd.org
Pg. 49


	0. Handbook Cover Page
	1. Table of Contents
	2. Frequently Asked Questions.docx
	3. Contact Information.docx
	4. Policies & Forms Cover Page.docx
	5. GE(LOCAL)
	6. GE Regulation rev. 10.17.24
	7. Request_for_Approval_of_Fund-Raising_Activity
	8. GE Exhibit B - ORGANIZATIONS - RELATIONS WITH PARENTS OR PARENTS
	9. CDC(Local)
	10. GKG(LEGAL) (1)
	11. New Donation Form Instructions
	12. CC(Local) - GKB(Legal)
	13. Background Checks Cover Page
	14. Hall Pass Instructions
	15. Reporting & Record Keeping Cover Page
	16. Parent-Teacher Booster Club Oversight Procedures
	17.  Reporting and Record Keeping Requirements update
	18. UIL Booster Club Guidelines Cover Page
	19. UIL Booster Guidelines
	20. School Nutrition Cover Page
	21. All Foods Sold in Schools 24-25
	22. A Guide to Smart Snacks in School
	A Guide to Smart Snacks in School
	Table of Contents
	Learn about Smart Snacks
	Why are Smart Snacks important?
	Which foods and beverages sold at school need to meet the Smart Snacks Standards?
	How can I tell if my snack meets the Smart Snacks Standards?
	Does USDA have a list of approved foods and beverages?
	Finding information on the Nutrition Facts panel and ingredients list
	What are the Smart Snacks Standards for foods?
	Are there healthy exemptions to certain nutrient requirements?
	What are the Smart Snacks Standards for beverages?
	Water
	Milk
	Juice
	Diluted Juice
	Low- and No-Calorie Beverages (High School Only)

	What is an entrée?
	When school meal leftovers are sold à la carte
	How do the Smart Snacks Standards affect school fundraisers?
	What if my school district wants to have stricter standards?
	What are some other resources?
	Team Nutrition 
	Fueling My Healthy Life
	Discover MyPlate: Snack Time!



	23. Pre-Approved Smart Snacks Ordering Form SY24-25
	Smart Snacks by the Case Order Form 2024-2025
	Budget Code: Purchase Order # (199 accounts only):
	Signature:

	24. Fundraising Approval Form 24-25

	Name of the sponsoring organization: 
	Name of the Sponsor: 
	undefined: 
	Campus: 
	Vendors address: 
	undefined_2: 
	Name of representative: 
	Length of project: 
	Expected net profit: 
	Purpose Benefit to the school or District 1: 
	Purpose Benefit to the school or District 2: 
	Scope of solicitations: 
	undefined_3: 
	undefined_4: 
	Sponsor: 
	Principal: 
	1: 
	2: 
	3: 
	4: 
	1_2: 
	2_2: 
	1_3: 
	2_3: 
	3_2: 
	4_2: 
	5: 
	1_4: 
	2_4: 
	undefined_5: 
	Date: 
	Date_2: 


