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Introduction to Attendance Accounting

Attendance accounting is the method by which school districts track the attendance and absences of
students. Tracking student attendance serves very important functions for Texas public schools, including:

1. it enables the district and state to verify compliance with compulsory school attendance laws,

2. itis used as a determining factor in the award of credit or final grade for coursework, (90% Rule);

3. the University Interscholastic League uses attendance information on average daily membership
when UIL classifications are reconfigured, and

4. the primary, and perhaps most important purpose, is to allocate state funding (foundation school
program — FSP) to districts based on the average daily attendance (ADA) of its eligible students.

Compulsory Attendance

Tracking student attendance serves to monitor compliance with the compulsory attendance laws and any
necessary actions required by the school for the enforcement of compulsory attendance. According to
state law (TEC 25.085), a student who is at least 6 years of age as of September 1 of the applicable school
year is required to attend public school until the student’s 19" birthday, unless the student is exempt
under other state law (TEC 25.086). This state law also applies to students below the age for compulsory
attendance during any period that the student is voluntarily enrolled in prekindergarten or kindergarten.
Likewise, a student who voluntarily enrolls or attends school after the student’s 19" birthday is required
to attend each school day for the entire period the program of instruction for which the student is enrolled
is offered.

= Achild engages in truant conduct if the child is required to attend school under the TEC, §25.085,
and fails to attend school on 10 or more days or parts of days within a six-month period in the
same school year. School districts must adopt truancy prevention measures designed to address
student conduct related to truancy before the student engages in truant conduct, and the district
must minimize the need for referrals to truancy court for absences in accordance with the TEC,
§25.0915.

Note: Students documented as homeless, in foster care, pregnant/parenting, or as the primary wage
earner for the family may not be referred to court. However, these categories of students are not exempt
from compulsory attendance or truancy prevention measures.

Attendance for Credit (90% Rule)

State law (TEC 25.092 and 11.158) contains a provision of law commonly referred to as the “90 percent
rule,” which applies to any student in grade level K through grade 12. Generally, to receive credit of the
award of a final grade for a class, a student must be in attendance for at least 90 percent of the days the
class if offered, even if some or all of the absences are deemed excused. A student who is in attendance
for at least 75 percent, but less than 90 percent, of the days is offered may be given credit or a final grade
if the student completes a plan approved by the principal that provides for the student to meet the
instructional requirements of the class. Students whose attendance falls below 75 percent are required
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to petition for the award of credit or a final grade from the campus attendance review committee. There
are some exceptions to the 90% Rule based on provisions of law and documented extenuating
circumstances

Attendance and State Funding

The state of Texas provides funding to districts based on the average daily attendance (ADA) of students,
This funding is used to provide instructional resources, transportation, salaries, and benefits and
inherently dependent on accurately reporting student attendance in order to generate such revenue.
Incomplete or inaccurate data will result in attendance not being allowed and therefore increase the risk
of loss of funding. For Beaumont ISD to receive the maximum amount of funding for all its students, ALL
district personnel must be aware of their individual responsibilities and must work together to ensure
accurate attendance reporting and compliance with the requirements of the state’s attendance
accounting standards.

In accordance with 19 TAC 129.21(a) and Board Policy, FEB Legal/Local

“The District shall maintain records to reflect the average daily attendance (ADA), as required by the
Commissioner of Education for the allocation of Foundation School Program (FSP) funds and other funds
allocated by the Texas Education Agency (TEA). The Superintendent, principals, and teachers are
responsible to the Board and the state to maintain accurate, current attendance records.

The penalty for intentionally or knowingly tampering and submitting false PEIMS (attendance)
data is a third degree felony.
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Attendance Accounting Standards and Guidelines

Data Integrity

Data integrity is of the utmost importance at all levels of the Beaumont Independent School District. All
Student Data — demographics, membership (entries and withdrawals), absences, program eligibility,
discipline, grades, etc., must be on file. The data about each student that is reported to PEIMS must be
first posted to the TEAMS Student Information System (SIS). Missing or inaccurate data may result in
PEIMS reporting errors and the student may not be counted for funding or special program enrollment,
resulting in a loss of funds. In the ADA system alone, if ten students are not counted for funding purposes,
the district loses significant funding. This does not include funds for special program enrollment, which
would also be lost.

Impact of Inaccurate Computer Data
e Financial - loss of state funds,

¢ Accreditation status,

e Compliance reprimand, etc

TEA Student Attendance Accounting Handbook

In order to receive funding, all public school districts and open-enroliment charter schools in Texas are
required to submit student attendance data through the Public Education Information Management
System (PEIMS). The TEA Student Attendance Accounting Handbook (SAAH) supports that requirement
and establishes the related student attendance accounting standards.

Per 19 TAC 129.023-.1025, Districts shall use the student attendance accounting
standards established by the Commissioner to maintain records and make reports on
student attendance and student participation in special programs. The official standards
are described in TEA’s Student Attendance Accounting Handbook.

The TEA Student Attendance Accounting Handbook (SAAH), published annually by the Texas Education
Agency, describes the attendance accounting rules school districts must follow in order to generate and
receive state funding. It has the force of law as it is adopted by reference in the Texas Administrative
Code. The handbook is for ALL school district personnel involved in the student attendance accounting
process. However, no school district official has the authority, either implied or actual, to change or
alter any rules, regulations or reporting requirements specified in the handbook.

A complete electronic copy of the annual TEA SAAH is maintained on the district’s Staff Portal > Document
Center and can also be accessed from the TEA website: www.tea.state.tx.us
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Local Attendance Procedures Mandate

Every public school district in Texas is also required to establish and maintain a local attendance
procedures manual to outline the accurate taking, recording and reporting of attendance data, and the
district’s attendance accounting system, including:

1. How and when teachers are to take official attendance,

2. How attendance is entered into the attendance accounting system,

3.  Which position(s) is/are responsible for the coding of special programs (such as career and
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 your 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. The position(s) responsible for the maintenance and security of the attendance accounting
records.

BISD Local Attendance Procedures Manual

Although limited by the complicated nature of attendance accounting, this local procedures manual is
compiled to meet the requirements of state law and provide guidance on the attendance accounting
process at Beaumont ISD. Please note, this publication is not designed to change or alter any rules,
regulations or reporting requirements as established in law or board policy. Further, it is not designed as
a shortcut or exception to reading and adhering to the full contents of the TEA Student Attendance
Accounting Handbook, PEIMS Data Standards, Texas Education Code or applicable laws. Excerpts from
state law, board policy, PEIMS and the TEA SAAH are contained throughout this procedures manual.

An electronic copy is available to staff for print or easy reference via the Staff Portal > Document
Center>Attendance Accounting Library.

Note: This local manual is updated/published annually and generally within 45 days of the summer
release of the TEA SAAH and PEIMS Data Standards. However, all procedures contained herein shall be
superseded thereafter on the effective date of any change in law, board policy and the TEA SAAH.
Following the methodology of TEA, any required changes after annual publication will be documented
in change addendums posted to the Staff Portal > Document Center > Attendance Accounting Library.
Notifications of such changes shall be communicated to staff via emails, newsletters, meetings and/or
methods.
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Attendance Accounting Resources
In addition to the TEA SAAH and the local procedures manual, the following resources provide additional
guidelines and standards for student attendance accounting:

= PEIMS Data Standards

=  Beaumont ISD Board Policy

= Beaumont ISD Student Handbook & Code of Conduct

=  Staff Portal > Attendance Accounting Library

= Staff Portal > Student Data Manual (TEAMS User Guide)

Student Services Department Contacts

Senecia Saveat

shelm@bmtisd.com Director of Student Services Ext. 5050
April Walker
mwingat@bmtisd.com PEIMS Supervisor Ext. 5148

Leona Moore

Imoore@bmtisd.com Student Data Systems Coordinator Ext. 5089
TBD
dhead@bmtisd.com Attendance Auditor Clerk Ext. 5107

Kathleen Hebert

Data Quality Coordinator Ext. 5149
khebert@bmtisd.com Q y
Brenda Nelson

Student Services Specialist Ext. 5109
bnelson@bmtisd.com P
Kela Prudhomme
kprudho@bmtisd.com Visiting Teacher Ext. 5108
David Robinson
drobins@bmtisd.com Attendance Officer Ext. 5106
TEAMS Support teams@bmtisd.com
Dept. Fax Number Ext. 5194
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BISD Attendance Accounting System

According to state law?, every Texas school district is required to adopt an attendance accounting system,
whether manual or automated, that includes procedures that ensure the accurate taking, recording, and
reporting of attendance accounting data. TEA does not formally approve or certify attendance accounting
systems of any organization, public or private, that is in the business of providing services to Texas public
schools. However, the agency cautions district to be sure that all software systems, meet the
requirements for attendance accounting describe in the TEA SAAH.

Prologic TEAMS is the automated attendance accounting system for the Beaumont ISD at the time of
publication of this manual.

Accessing the Attendance Accounting Software System

Access to the TEAMS software is password protected and primarily assigned through role-based access
controls. Confidential user credentials are required to gain access to the system. Students are not
allowed to access the TEAMS attendance accounting software at any time.

Access Controls

The Human Resources Department, in partnership with the Information Technology Department and the
Student Services Department, creates various roles for various job functions within the district. The
permissions to perform certain attendance accounting operations in TEAMS are assigned to the specific
roles. When staff (or other system users) are assigned to these particular roles in the software they then
acquire the computer permissions to perform particular computer-system functions. As an additional
security measure, various levels of access to system information and functions are available within each
of the roles, including providing selected access to menus, applications and reports; view only
permissions, full read/write access, or a combination of both levels depending on educational
authorization.

Any additional access to TEAMS student applications that fall outside a user’s predefined security role
must be authorized in writing by an administrator and approved by the Student Services Department. All
users shall be required to acknowledge receipt and understanding of all administrative regulations
governing use of the system, and shall agree to maintain confidentiality and monitor proper use to comply
with legal regulations and local policies and guidelines.

Computer Security

The Information Technology Department works with the TEAMS software vendor to ensure all state
requirements for security of the automated and virtually paperless attendance system are met and
adhered to at all times, including:
= Requirement that teachers/authorized staff log on to the system using distinct user names
and secret passwords. These credentials must not be shared with others.

1 Texas Education Code (TEC), §42.006(b)
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= Timing out (automatic shutoff) if the program has not had any activity, in a short time.
Current time-out setting: After 60 minutes of non-activity.

= The ability to report the date, time and identity of the teacher/staff entering attendance
data. A local report can be generated from the software to obtain this information.

Ability to report the date, time, and identity of the individual making changes to attendance data. A report
is provided by the software vendor upon request to obtain this information.

Data Backup and Disaster Recovery

The information in the TEAMS SIS is supported by Prologic Technology Systems, Inc. in Austin, Texas. A
backup of all TEAMS data is performed on a nightly basis through the Information Technology
Department.

In case of system malfunction, sabotage or a disaster, the IT Department has established protocols with
Prologic for the electronic storage and recovery of information separate and apart from the district’s
servers.

Further, the Student Services Department generates an electronic copy of the required TEA attendance
reports for all campuses for each six weeks cycle as well as annually upon final submission/validation of
PEIMS Summer Data. These electronic reports are stored in a folder on the district’s network drive for
audit purposes in the event the system is unavailable.

User Reference Guides

Specific TEAMS user reference guides that provide step-by-step instructions for data entry/processing in
the automated system are maintained and available for electronic access by authorized district personnel
on the Staff Portal > Student Data Manual link.
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TEA Attendance Audit Requirements

The district must maintain records to prove attendance and funding eligibility in accordance with
guidelines in the TEA SAAH, Section II. Such records must be provided to the TEA Financial Audits Division
within 20 working days upon request. Attendance will be considered undocumented if documentation of
attendance is either missing or so inadequate that a reasonable person could not conclude from the

documentation that the attendance it is intended to support actually occurred.

If attendance is undocumented at the days of attendance level, any special program attendance based on
those days of attendance also will be considered undocumented. Failure to provide the required
attendance records will result in the TEA’s retaining 100% of the district’s FSP funding for the
undocumented attendance for the time period for which documentation was missing or inadequate.

SAAH Example:

If the documentation provided to support a particular campus’ daily attendance for a semester consisted
only of period of absence slips for certain students and no documentation was provided showing the names
of students present for classes each day, the TEA would adjust the district’s FSP allotment to withhold
100% of the funding for all students at that campus for the semester.

Required Attendance Documents
The student attendance data asked for in an audit must be organized into three distinct data sets for each
six-week reporting period:

1. Student Detail Reports

2. Campus Summary Reports

3. District Summary Reports

The Student Detail Report provides a detailed view of the individual attendance record of each student
in membership at the campus, by grade-level for the six week reporting period. It includes the
demographic information, ADA eligibility codes, entry and withdrawal dates, dates of absences, regular
attendance, special program attendance, etc.

The Campus Summary Report, locally named the Principal’s report, summarizes student attendance for
the entire campus by six-week reporting period based on coding information in TEAM for both regular
attendance and attendance in special programs.

The District Summary Report, locally named the Superintendent’s report, summarizes student

attendance date for the entire district by six-week reporting period based on coding information in TEAMS
for bother regular student attendance and attendance in special programs.
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For a particular campus, data totals for all Student Detail Reports must add up to the respective totals on
the Campus Summary Report. Likewise, data totals for all Campus Summary Reports must add up to the
respective totals on the District Summary Report.

Additional Required Documentation
» Reconciliation of Teacher’s Roster for the 1 and 4™ Six Weeks Reporting periods. The
reconciliation is to verify that students are reported on attendance records and that “no
show” students have been purged from the attendance accounting system. The district PEIMS
coordinator and his or her supervisor must certify the reconciliation documentation.

= A complete listing of additional documentation required in the event of an audit is listed in
the TEA SAAH, Section 2.3.5

Campus TEA Attendance Audit Binder

To ensure quick access to TEA required reports and Oaths and Affidavits, each campus shall establish
and maintain a TEA Attendance Audit Binder in the school attendance office each school year in
accordance with local procedures.

Security and Storage of Attendance Records

TEA requires all attendance records for the entire school year be retained and maintained in a secure
environment for a period of 5 years from the completion of the school year, unless specified differently
by the agency. These records must be readily available for audit by the School Financial Audits Division of
TEA. Auditors have the authority to examine attendance records for any year the district is required to
retain records. Incomplete or inaccurate data will result in attendance not being allowed, resulting in a
loss of funding and other possible sanctions.

TEAMS is virtually entirely functional without the use of paper documents. However, some paper
documentation, such as doctor’s notes supporting a student’s excused absence, teacher attendance
corrections forms, period absence slips and other documentation, as listed in Section 2 of the TEA SAAH,
is required and must be maintained on file for audit purposes.

The district’s superintendent of schools is ultimately responsible for the accuracy and safekeeping of all
attendance records and reports. In BISD, the superintendent has designated campus principals with the
responsibility to ensure all properly certified attendance records/reports for the school year are accurate,
filed and properly stored on the respective school campuses for the prescribed audit retention period in
accordance with TEA guidelines and local regulations.

BISD’s local protocol for storing attendance records is as follows:

= Each campus principal is responsible for ensuring a secure space is provided at the campus to
retain all required documentation and reports for the required retention period.

= After final attendance data is verified, all required paper attendance records and reports shall be
boxed at the end of each school year by the PEIMS Clerk in accordance with a checklist provided
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by the Student Services Department. The clerk shall appropriately label the box to outline the
audit retention period and date for which records are set for disposal.

= An electronic copy of all required TEA campus audit reports shall be stored on the campus’
network drive, Google Shared Folder and/or on an external storage medium and filed in the audit
box. [Note: The Information Technology Department has the ability to access a campus’ network drive
and retrieve the reports in the event campus staff persons are on break from their duty].

= The Six Weeks Oath and Affidavit Verification Forms, which have been signed and dated by
attendance personnel and the campus principal indicating all reports have been verified for
reasonableness, completeness, and accuracy, will also be stored in the appropriate attendance
audit binder/box.

= The clerk and principal will sign, date and submit the PEIMS Attendance Audit Documentation
Information Form to Student Services at the year-end checkout to identify the quantity of audit
boxes and the exact location of the storage of the boxes on the campus in event records are
requested while campus personnel are on break from duty.

The Student Services Department will also generate electronic copies of the final campus and district
attendance reports and save to a file on the district’s server and/or to web-based storage or other storage
medium for audit retention purposes.
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Attendance Accounting Roles and Responsibilities

In accordance with 19 TAC 129.21(a) 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.

Attendance accounting requires a strong collaborative effort among central office, administrators,
teachers, counselors, special program staff, support staff, Technology Department, Student services,
Human Resources, Business Office and other district personnel. Working as a team to ensure the accuracy
and completeness of attendance assists in ensuring the district can maximize funding necessary to support
student success. Due to the often changing dynamics associated with staff turnover, for the purposes of
this manual, only personnel positions are identified in lieu of staff names as it pertains to attendance
accounting roles and responsibilities.

The Role of the Superintendent
Ultimate responsibility for the accuracy and completeness of all attendance records rests with the
superintendent of the school district.

Section Ill, General Attendance Requirements, of the SAAH defines the role and responsibility in this
manner: 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. Important: If TEA detects errors during an
audit, the agency will either assess and adjustment to subsequent allocations of state funds or will require
the district to refund the total amount of the adjustment when the audit is finalized.

General Responsibilities of the Superintendent
= QOversee the district-wide attendance accounting data collection, recording and reporting
= Implement systems that support strong student attendance accounting procedures.
= Check or cause to be checked the accuracy of the data on District Summary Reports.
= Sign and date the District Summary Reports to verify the accuracy of the data.
=  Approve and submit the attendance accounting data through PEIMS.
= Ensure the safekeeping of all attendance records and reports for audit purposes.

The Role of the Campus Principal

The campus principal/administrator must ensure systems, processes and internal controls are in place for
proper and timely attendance reporting from all staff. This principal is further committed to ensuring all
attendance data is accurate and complete by regularly reviewing, attesting and approving the attendance
data.
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According to Section Ill, General Attendance Requirements, of the TEA SAAH: The Principal of each
campus is responsible for reviewing his or her respective Campus Summary Reports for completeness and
accuracy. Reports from the TEA, which reflect PEIMS data, should be compared to locally produced reports
for reasonableness and accuracy. The Principal affirms that they have checked, or caused to be checked,
the accuracy and authenticity of the attendance data by signing the Campus Summary Report.
Important: The principal or superintendent affirms the propriety of student eligibility determinations,
including determinations of student eligibility for particular educational programs, when he or she signs
affidavits.

General Responsibilities of the Campus Principal:

= Monitor timely implementation of district/campus attendance procedures

= Designate campus responsibilities for attendance and special programs

= QOversee the campus-wide attendance accounting data collection, recording, and reporting

=  Appoint and chair the Campus Attendance Committee

=  Coordinate and approve Principal’s Plans for credit restoration

= Work cooperatively with special program directors/coordinators in identifying students eligible
for special programs

=  Provide training or access to training for all campus attendance accounting personnel, including
back-ups to support the attendance process during any temporary absence of the PEIMS Clerk

=  Review the Student Detail Reports and Campus Summary Reports each six weeks for
inconsistencies and/or any data totals with exceptionally high/low values

= Sign and date all respective reports at the end of each six weeks and the year verifying student
and campus data. The principal affirms that he/she has checked, or caused to be check, the
accuracy and authenticity of the attendance data

= Ensure all attendance records are available for audit

The Role of Classroom Teachers

Accurate attendance reporting begins with the classroom teachers. Campus administrators must stress
and enforce with teachers the importance of taking attendance accurately and in a timely fashion. Failure
to do so is permission to view attendance as a secondary and insignificant teaching duty.

Section lll, General Attendance Requirements, of the TEA SAAH addresses teachers concerning their
responsibility for this task: The teacher who initially records an absence is responsible for the accuracy of
the report and attests to the validity of the data with his or her signature —or, in the case of a paperless
attendance accounting system, with his or her entry of those data using the teacher’s logon with a distinct
secret password. 19 TAC 129.21(a)

General Responsibilities of the Classroom Teachers:

=  Establish and maintain a unique password for the automated attendance system - TEAMS.
= Ensure their security password is not shared with any other employee, student, etc.,
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= Generate a basic home room roster or roster for each period(secondary) at the beginning of each
week to keep on file in the event of power/technical outage and/or to provide as a tool for a
substitute teacher

= Take and post attendance at the campus’ designated official ADA snapshot time each day (each class
period for secondary schools).

= Ensure all attendance is promptly posted in TEAMS or submitted to the attendance office via a
signed and dated manual paper roster within 15 minutes of the official designated attendance
taking time

= Ensure students, classroom aides or other unauthorized personnel are not taking attendance or
entering information into the TEAMS software

= Complete and submit an Attendance Verification/Correction Form in a timely manner to the
Attendance Office upon discovery an attendance error.

= Verify, sign and date the Teacher Membership Reconciliation Roster at the end of the 15t and 4% six
weeks reporting period and submit to the attendance office.

= Not accept students in class without proper scheduling documentation and not allow student
scheduled into their class to “swap” classes without proper authorization/documentation from a
school counselor.

= Communicate excessive absences to parents and the attendance office in a timely manner

= Ensure that opportunities are provided for all students to make up work for absences in accordance
with the attendance policies.

The Role of PEIMS Clerks/PEIMS Data Entry Staff

PEIMS Data Entry clerks play a pivotal role in the attendance accounting process serving as the frontline
managers of attendance data and reports. Besides the classroom teacher, the PEIMS Clerk is usually the
one who will first notice that a student has poor attendance or attendance discrepancies. They are
charged with monitoring attendance submissions at the ADA collection time as well as other times of the
day. The ADA snapshot time is the most critical from a funding perspective. However, accuracy in all other
periods as applicable is also important in helping to verify compliance with compulsory attendance and
the awarding of credit/final grade to students.

This function of PEIMS Clerks/data entry staff is outlined in Section Ill, General Attendance Requirements,
of the TEA SAAH as follows: 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 are true and correct
to the best of his or her knowledge. In no case should attendance personnel be assigned the responsibility
or assume responsibility of determining a student’s coding information.

General Responsibilities of PEIMS Clerks/Data Entry
=  Provide training to teachers and other campus staff on attendance accounting procedures.
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Ensure daily attendance procedures are followed by teachers, informing principal of any teacher
who is not adhering to the established attendance procedures.

Post manual attendance for classroom/substitute teachers based on attendance recorded on a
signed dated paper roster.

Apply corrections to student attendance based on authorization and receipt of complete
documentation. (excuse notes, homebound, juvenile detention, ISS, field trips, etc.,)

Maintain orderly daily work folders and student attendance folder that contain all attendance
reports and documentation to support all attendance data and coding as applicable.

Run locally designated attendance reports to verify, reconcile, and balance daily, six-week cycle,
semester and end-of-the year attendance and membership data. Verify accuracy of reports by
signing the reports, having the principal to sign the reports and sending to the Student Services
Department.

Facilitate the 1°t and 4 six weeks membership reconciliation process and maintain records on file
for audit purposes. Verify the accuracy of the reconciliation by signing an affidavit, having the
principal sign the affidavit and sending to the Student Services Department.

Generate the Student Detail Report and Campus Summary Report on every six weeks. Verify the
accuracy of the data totals by signing an affidavit, having the principal sign the affidavit and sending
to the Student Services Department.

Generate excessive absence reports to provide to principal/campus administrators to monitor
compliance with compulsory attendance and attendance for credit.

Print and mail attendance warning letters for students who have accumulated 3 absences and retain
a copy on file

Initiate the Attendance Intervention Form and work with campus administrators and the district
Truancy Officers to implement truancy prevention measures for students truant students and.

At the end of the year, after final attendance has been entered, process end of year attendance
reports, assemble documents in end-of-year audit boxes for retention for audit purposes, and
complete the end of year check out-procedure with Student Services.

The Role and Responsibilities of Special Program Directors/Coordinators

Assist the Campus Principal in identifying students eligible for special program and providing the
coding information and documentation to the PEIMS Clerk/date entry clerk

Ensure the PEIMS Clerk/data entry clerk is aware of any changes in a student’s services and effective
dates of such changes.

Review appropriate special program data and totals for accuracy at the end of the each six weeks.
After reviewing/verifying special program data advise corrections and documentation to PEIMS
Clerk/data entry clerk or approve acceptance of the data report by signing and dating the
affirmation form and providing to Student Services.
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General Responsibilities of Other District/Campus Support Staff

Assistant Principals

Communicate with and provide documentation to the PEIMS Clerk when a discipline assignment
results in out-of-school suspension (0SS), in-school suspension (ISS) or assignment to the
DAEP/JJAEP.

Follow-up with teachers to ensure timely reporting of student attendance

Monitor students with excessive absences by requesting an excessive absence report from the
PEIMS Clerk.

Assist with implementation of truancy prevention measures

Attendance Auditor Clerk

Serves as a primary point of contact for PEIMS Clerks/PEIMS data entry staff.
Trains PEIMS Clerks/PEIMS data entry staff on attendance accounting functions.
Audit school registration, enrollment and attendance data.

Assist with compulsory attendance monitoring.

Counselors

Assign each new student a schedule.

Verify completed schedule changes (The integrity of attendance rosters/records is compromised
when scheduling changes are not maintained correctly and/or when incorrect dates are entered).
Provide copy of previous schedule and new schedule to PEIMS Clerk and teachers that will be
affected when schedule changes are made.

Determine and code special program as assigned.

Regularly review and verify the accuracy of special program information, assuring that to the best of
their knowledge all information reported to TEA through the PEIMS system is correct.

Data Quality Coordinator

=  Works closely with the Attendance Auditor Clerk, PEIMS Coordinator, and Director of Student
Services to ensure accuracy in data entry and reporting.

=  Performs routine campus visits and compliance reviews to facilitate improved attendance
accounting and PEIMS coding.

= Generate various reports to monitor and track PEIMS coding.

=  Provides training and support related to PEIMS coding.

Registrars

Enter and withdraw students in TEAMS.

Ensure that enrollment/withdrawal documentation is accurate and properly maintained for audit.
Transfer student records in a timely process, ensuring special program records are distributed to the
assigned staff person.

Perform data entry for student grades, transcript records, etc. based on documentation.
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*  Assist with 1°t & 4™ six weeks membership reconciliation.
= Serve as backup to the PEIMS Clerk/PEIMS Data Entry.

Truancy Officer/Visiting Teacher

=  Monitor attendance of each student for compulsory attendance purposes.

= Serve as Truancy Prevention Facilitator, implement truancy prevention measures.
= Perform home visits/residency checks as applicable.

=  File court cases for compulsory attendance violations as applicable.

Student Data Systems Coordinator/Student Information Specialist:

=  Ensure User Access to the TEAMS SIS is restricted to authorized data content,

= Actively seek out documentation and publications that address rules, regulations, and reporting
procedures for student attendance accounting and PEIMS,

= (Create reference materials and provide ongoing training and support for student related functions
of TEAMS,

= Process/clear PID errors and handle weekly PET submission to TEA.

= Distribute documentation and publications related to student attendance to ensure federal, state
and local requirements are met.

= Perform ongoing internal audits of student attendance accounting data to ensure accuracy and
completeness.

District PEIMS Supervisor/Coordinator

= Provide training or notify district/campus staff of training opportunities on the Student Attendance
Accounting Handbook, PEIMS Data Standards and local attendance accounting procedures.

=  Work cooperatively with campuses to ensure all required reports are generated, verified, and filed
for audit purposes.

=  Perform random reviews of attendance for data integrity.

= Generate extracts and edits of attendance accounting data for submission through PEIMS.

=  Provide district summary reports and ADA reports to Chief Financial Officer and Superintendent for
projections, budget planning and.

= Verify and sign the 1t and 4™ Six Weeks Campus Membership Reconciliation Affidavits and have
his/her immediate supervisor to sign the reports and store for audit purposes.

= Submit to TEA the four mandated PEIMS collections fatal free and by the deadline.

Director of Student Services/Chief Finance Officer

=  Monitor the average daily attendance (ADA) rates throughout the year to adjust the FSP revenue
estimates, as appropriate

= Provide periodic funding reports to administrators/principals based on ADA and percentage of
attendance

= Serve as Superintendent’s designee for verifying and approving data on the District Summary
Reports.
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Enrollment Procedures and Requirements

As a public school system, the Beaumont Independent School District welcomes all students who meet
applicable age, eligibility, bona fide residence, and health requirements. Student must meet immunization
and residency requirements to enter school. All children, U.S. citizens and all non-U.S. citizens (whether
documented or undocumented), who meet the established requirements are eligible to enroll. With the
exception of students in homeless situations, all students are required to provide a set of required
documentation for school enroliment.

Note: Persons who knowingly falsify student enrollment information are in violation of the law and
subject to prosecution.

Proof of Authority to Enroll

A child’s parent, guardian or other person with legal control of the child under a court order are authorized
to enroll a student in school. However, the Texas Education Agency Legal Services advises that “the
absence of a parent, guardian, or other person with legal control of a child under a court order is not
grounds for refusing admission to which a child is entitled under TEC 25.001.” If a person other than the
child’s parent, guardian, or other person with legal control of the child under a court order attempts to
enroll a student in school, school personnel should direct the person to the Student Services Department
to determine if a student is eligible for enrollment in Beaumont ISD.

The District uses the general guidelines to verify proof of authority to enroll and to record the name,
address, and date of birth of the person enrolling the child as required by law. (TEC 25.002(f))

0 PHOTOID PROOF OF AUTHORITY TO ENROLL
O Driver's License O  Birth Certificate of Student (with parent name|
PARENT/LEGAL GUARDIAN O StatelDCard O  Child Custody Order/Other Legal Court Order
Provioe PHoTo ID & O MilitaryID O Foster Care/CPS Papers
Proor oF AuTHORTYTOENROLL || O Passport O  Divorce Decree or Legal Separation Orders
O TXElection ID Card O  Power of Attorney*
O  Alien Registration Card (in accordance with board policy)

Proof of Residency

When a student’s entitlement to enroll in BISD is contingent on the residency of a person, examples of
methods of verifying residency include requesting lease information or utility bill receipts or verifying
public records to that the applicable residence is within the boundaries of the district. However, TEA
advises ‘residency’ is not defined by an address on a driver’s license, a signature on a lease, or the address
on a utility bill. These are indicators that may expedite verifying residency, but the absence of such
indicators is not conclusive that the applicable person is not a resident. Furthermore, the fact that a
student is living in a household that is leased or owned by someone outside the student's immediate
family may be an indicator that the student is homeless and entitled to admission under §25.001(b)(5).
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The traditional, basic residence criteria are living in the district and having the present intention to remain
there. See, Martinez v. Bynum, 461 U.S. 321, 330-333 (1983), Arredondo v. Brockette, 648 F.2d 425 (5th

Cir. 1981).

Depending upon which enrollment eligibility reason is applicable, the residence of the student within a
BISD’s school’s attendance zone must be verified in some way. Beaumont ISD uses the measures outlined
in the table below to verify the residence of a student within a particular school’s attendance zone. This
ability to adopt guidelines should not be misinterpreted as the ability to redefine the legal concept of

residency established by our state law.

PARENT/LEGAL GUARDIAN PROVIDE

COLUMN A (provide one original procf from below)

O Property Deed
O  Current Mortgage Coupon, may redact financial info

COLUMN B (provide one original proof from below)

O  Utility Bill dated within 60 days of enrollment
(NO COPIES OR DISCONNECT NOTICES ACCEPTED!)

2 ProOFs OF CURRENT RESIDENCE O  cClosing/Escrow Papers, may redact financial info

(ONE FROM EacH COLUMN) (dated within 45 days of enrollment)

PRINTED WITH O  Signed/Printed Lease Agreement, may redact financial info

THE NAME AND ADDRESS (dated within 1 year of enrollment)
OF THE PARENT/LEGAL GUARDIAN O  Landlord Verification Form with proof of current rent
payment (along with verification, tenant statement must
be notarized most recent proof of payment within 30 days
of enrollment must be provided)

ENROLLING THE STUDENT

ONE (1) original document from each
column must be presented for O
bona fide address verification.

Copies are not accepted.
All eriginal documents will be returned.

Letter from Approved Agency
(for group & foster home purposes only)

* If parent/legal guardian is unable to establish residency due
to lack of permanent housing or shared living arrangements,
please contact the Student Services Department @
409-617-5109 or 409-617-5107 to schedule an appointment for
further assistance to determine eligibility for
enrollment based on terms of:

Note:
School District Officials May Conduct a
Residency Verification Visit at Any
Time!

®  AShared Residency Affidavit *

¥ McKinney-Vento Residency Questionnaire*

®  Other, * as approved by Superintendent or Designee

" Gas
" Electric
" Water

" (Cable/Satellite
" Telephone bill (landline only)

Current Motor Vehicle Registration
{dated within 60 days of enrollment)

W-2 Form, may redact financial info

(dated within 1 year of enrallment)

Property Tax Bill for BISD

(dated within 1 year of enrollment)

Official correspondence from city, county, state
or federal ageney dated within 60 days of
enrollment, ie. TDHHS, TX Attny General, Social
Security Admin, Court Document, etc.,

Other, as approved by Superintendent

or Designee
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Proof of Student Age & Identity

According to state law (TEC 25.001), a student who is at least 5 years of age and less than 21 on Sept 1°
of an applicable school year is entitled to admission to a school district. There are some exceptions to the
‘age of 21 rule’ for special education students.

A school must identify a student by the student’s legal surname as it appears on the student’s birth
certificate or in a court order changing the student’s name. TEC 25.0021. One of the following is
considered acceptable proof of identification

For a student who is under 11 years of age and is enrolling in your school for the first time, per the Texas
Code of Criminal Procedures, Article 63.019, certain additional requirements related to documentation of
identity and age apply. School personnel must notify the person enrolling the student that the person has

up to 30 days from enrollment or up to 90 days for enrollment for a child not born in the United States,
to provide a certified copy of the child’s birth certificate. If the person is unable to produce a certified
copy of the birth certificate, the person must produce, within the same time period, other acceptable
proof of the child’s identity and age and a signed note explaining why the person was unable to produce
a certified copy of the birth certificate.

The district must keep a copy of the document used to verify a student’s identity and age for as long as
the document is administratively valuable to the document.

Proof of Immunizations

TEC 38.001 requires students to be fully immunized against specific diseases in accordance with the
Department of State Health Services (DSHS) Immunization Schedule described under 25 TAC 97.63.
Provisional enrollment for 30 days may be allowed in certain circumstances as well as enrollment based
on exemptions. The Attorney General has rendered an opinion (AGT Opinions GA-0178) that the DSHS has
exclusive authority to regulate a child’s provisional admission to school with respect to immunization
status.
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Provisional Enrollment for Homeless Students

A student who is homeless as defined by the McKinney-Vento Homeless Education Act shall be admitted
into BISD temporarily for 30 days if acceptable evidence of vaccination is available. 42 USCA
11432(g)(3)(C)(i). School personnel shall promptly refer the student to the school nurse or Homeless
Liaison to obtain information on how to obtain the required vaccinations.

Exclusion from Compliance (Medical)(TEC 38.001)

To claim an exclusion for medical reasons, the student must present a statement signed by the child’s
physical (M.D. or D.0), duly registered and licensed to practice medicine in the United States, who has
examined the child. Unless it is written in the statement that a lifelong condition exists, the exemption is
valid for only one year from the date signed by the physician.

Exclusion from Compliance (By Reasons of Conscience) (TEC 38.001)

In order to claim exclusion for reasons of conscience, including a religious belief, the parent must present
a signed original affidavit that the parent has obtained from the DSHS. The affidavit will be valid for a two-
year period. Note: The child, who has not received the required immunizations for reasons of conscience,
including religious beliefs, may be excluded from school in time of emergency or epidemic declared by the
commissioner of public health.

Student Academic Records

Records from the school the student most recently attended are used to determine appropriate grade
placement for the student and should be provided at the time of enrollment. Section 25.002(a)(2) of the
TEC states that the parent has 30 days to produce a copy of the child’s records from the school the child
most recently attended if the child has been previously enrolled in Texas or another state.

The student’s records should be requested in writing or through TREx electronically from the previous
school. Since the enrollment of a student in another school constitutes parental approval, the
parent/guardian’s signature is not required on a records request to the previous school. State law requires
that the previous TX public school records be sent within 10 days to the enrolling school requesting the
records.

o O  Most recent report card/withdrawal forms from previous
school (if previously enrolled in school)

STUDENT AcADEMIC RecorDs || L High school transcript (if applicable)
O  Special Program records (if applicable)
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Undocumented Students Rights to Attend Public Schools

Immigrant Students' Rights to Attend Public Schools

The U.S. Supreme Court ruled in Plyler vs. Doe (457 U.S. 202 (1982)) that undocumented children
and young adults have the same right to attend public primary and secondary schools as do U.S.
citizens and permanent residents. Like other children, undocumented students are obliged under
state law to attend school until they reach a mandated age. As a result of the Plyler ruling, public
schools may not:

« Deny admission to a student during initial enrollment or at any other time on the basis of
undocumented status.

« Treat a student differently to determine residency.

+ Engage in any practices to "chill" the right of access to school.

* Require students or parents to disclose or document their immigration status.

+« Make inquiries of students or parents that may expose their undocumented status.

* Require social security numbers from all students, as this may expose undocumented status.
(Adults without social security numbers who are applying for a free lunch and/or breakfast
program on behalf of a student need only indicate on the application that they do not have a
social security number.)

A school district may not request a student's or parent's social security number unless it (1)
informs the individual that disclosure is voluntary, (2) provides the statutory or other legal basis
for why the district is requesting the number, and (3) explains how the district will use the
number.

Districts are strongly discouraged from requesting social security nhumbers to avoid any chilling
effect that this request may have on the enrollment of students because of their race, color,
national origin, citizenship, or immigration status.

Always check TEA PID Database before enrolling students
CAMPUS STAFF...

Please remember to search the PID prior to enrolling students in TEAMS. Many
errors are being caused by incorrect data being entered into TEAMS involving the
students' name, date of birth and social security number. These errors may impact your
campus' accountability for testing.

Click the shared link below to watch a brief video clip to walk you through the PID
search process.

Wi REMEMBER TO CHECK THE PID VIDEO TRAINING.mp4

DON'T BE THE REASON YOUR CAMPUS TAKES A HIT! ALWAYS CHECK THE
PID!
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How to Generate ‘BISD NEW KIDS THIS YEAR’ Report

HOW TO GENERATE ‘BISD NEW KIDS THIS YEAR’ REPORT

{PEIMS Clerk/Registrar Generate Weekly to Verify/Update)

Report Profiles  Report Queue

8) Sandand Dashibosrdable BISD New Kids This Year report
wpand All Collapse All
frpand Al flopse 81 New Kide
& AP Prafile Hama:
As
udge

{9 Request Report Add

PARAMETERS
1. Select Campus from Dropdown
2. Click * Request Report’

Student withdrawal Form
BISD New Kids This Year report
BISD Campus Next Vear Report

HOW TO VERIFY ‘NEW KIDS TO DISTRICT’ REPORT
(PEIMS Clerk/Registrar Generate Weekly to Verify/Update)

New Kids In District This Year Report 2818
(I 11:00 PM

— Check Enroliment Comments Column
Ent.
Student Name

0 GL. Code Enroliment Comments
I N 05 psP

This student’s folder would need to be checked and
comments added due to enrollment from

out-of-district.

mreZ92=>»0

| 03 Oust
Previous District Info Paulding County School District Baggett Elementary v
. | ] 03 ISt
Previous District Info Port Arthur 1SD Travis Elem V{
I [ ] 04 oSt
Previous District Info:Bay City ISD Tenie Holmes Elementary v/
_ - o4 This student’s folder would need 1o be checked and

comments added if enrolled from out-of-district.
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Grade Level Placement

A student, whose birthday has not occurred prior to the start of school, is eligible for enroliment for the

entire school year as long as he or she will be the required age on or before September 1.

The following shows the age requirements students must meet to be eligible to enroll in the specific

grades levels:

before Sept. 1 of the

or hefore Sept. 1 of the current

before Sept. 1

or before Sept. 1

HEADSTART (PRE-K3) PREK-4 KINDERGARTEN" GRADE 1* GRADES 2-12°
Student must be Student must be ctudent must be Student must be Admission to grades
three (3) years old on or four (4) years old on five (5) years old on or six (6) years old on 2-12 is based on age, previous

academic history, and the

current school year AND school year AND meet all T ETr of the current student’s readiness to perform
meet all federal eligibility state eligibility guidelines. school year. school year. successfully at the assigned
guidelines. grade level.

*In limited and specific circumstances, a student may be eligible for early or delayed entrance into @ particular grade level,

Additional Information about Minimum Age Enrollment Requirements

A student who is age 5 on before Sept. 1 of the current school year is automatically eligible for the first
grade for the full school term if the student has completed public school kindergarten or has been enrolled
in a public school in another state before transferring to a Texas public school. The term “enrolled” means
actually receiving instruction by attendance in a public school rather than being registered before
receiving instruction.

A child of a military family who moves to your district from another state that is a member state of the
Interstate Compact on Educational Opportunity for Military Children is entitled to continue enrollment
at the same grade level, including kindergarten that he or she was enrolled in that other state regardless
of the child’s age. Also, a child of a military family who moves to your district from another state that is
a member of the compact and who has satisfactorily completed the prerequisite grade level (including
prekindergarten) in that other state is entitled to enroll in the next highest grade level, regardless of age.
These children would meet minimum age eligibility requirements for generating ADA, provided
applicable documentation is provided.

Head Start

Beaumont ISD operates a Head Start program for students who are age 3 or 4 on or before September 1%
of the current school year. Students who meet residency and age eligibility requirements for enrollment
in the district, must also meet federal eligibility criteria for enrollment into the Head Start program. Due
to federal funding restrictions, there are a certain number of spaces available for enrollment in the Head
Start program. Parents/Guardians should be referred to the Bingman Head Start campus to obtain
application information about admission into the Head Start program.
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PreKindergarten

Beaumont ISD offers full-day Prekindergarten at selected elementary campuses for students who are age
4 on or before September 1st of the current school year. Specifically, students of the appropriate age are

eligible for the prekindergarten program if they meet

residency requirements and one the state-

mandated criteria outlined in Section 7 of the TEA SAAH. In BISD, a PreK eligibility application is

administered as a tool to assist in determining eligibility for the PreK program. Additional documentation

may be required.

If the student qualifies for the program, the appropriate PK eligibility code is entered in TEAMS based on

the supporting documentation.

Parent/Guardian Complete

Front of Application 2016-2017 PREKINDERGARTEN

STUDENT’S INFORMATION

FLEAE PRINT CLEARLY

[BEAUMONT INDEPENDENT SCHOOL DISTRICT

(PK) ELicIBILITY FORM BLACK OR BLUE INK ONLY

{THE: FORM DOES NOT SUARANTEE ADMSSION INTO THE BEAUMONT 5D PREXIMDERGARTEN PROSRAM)

il Check the one (1) box that qualifies your student for the PK, program.
Por favor marque las cosillas apropiodas

Campus: Student 1D#

A. O LIMITED ENGLISH PROFICIENT o habiar ni enfender of idioma Ingiés

(Escunia)

Student’s Name:

Nomben dol Estudiante

e (Primar] Wiadie (sagunds] Last [Apaiioe]

Student’s Social Security #:

Mo e Saguro Social

State Raaigned 08

Parent/Guardian Name:
Nomben dol Padire, Madee, Encargoads Lagal

!
W

Date of Birth:

. Male Female
Fischa def Nacimasnes Mazcufing Fi

Famaning

oo ki

Street Address:

Dimescion oo M calie T Phmical Addrasa, Mo PO BOK abwna] Nim 48 Apanamenin

City: Zip Code:
Ciugad Contige Postal
Home Phone #: Cell #

Nidmes tefeftinico oo a casa

I undevstand that information submitred on this application will be verified by school officials. If
investigarion determines thar my child does not meet the eligibility guidelines, he/she will be unable to
participate in the Beaumont ISD Prekindergarten Program. I certify that the informarion entered on
this application is true and correct and rhar deliberate misrepresentarion of the information may sulbjecr
me to prosecution under applicable state and federal laws.

NI TG CaT

Tengo entendide que los fimcionarios de la escuela podram comprobar la mftemacion en esty agplicaciton y
Jalsificacion deliberada de datos, me expone a ser procesado Bajo las leyes estmales. 5i la imvestigacion fdica que se
ha proporcionada mformacion fiza y el nino no ex elegible para particpar en €] programa en €] momenio de exa
aplicaciones, el nino pordra ser retirado del programa. To certjfico que toda la mformacion es verdad y correcta

Parent/Guardian Signature:

=ma

Date of Birth: ! ! Place of Birth:
Fivcha dei Nacimisnds MM oo wry Lugar de Naciméanto ity Ciuda
Gender: ___ Boy Girl Ethnicity: ?‘ e
San Nifia Nta Faza
Primary Language Child Speaks: N
£Qud ifoma habls Su hiloy/D (0 mayos parte del tiempa? s
PARENT/G UAR}&\

I= the student an English Language Leams
de idioma ingles, ESLF An ors proficiency a5
mabia Ingiés de ie adminisirard un exam

Callfice &l ning(a) come estudiante
If chid does not speak English. 21 no

of de TANF para su ninofa)?
du SNAP o TANF

LL Proof of inoome for ALL members of the housahold cafed no sarller than 80
Gaticn. Muct provide copiss of two (2] soncsoutive pay courss dcoumente (chock stubs,
iy, social security statements or fottor from ompdayer) thowing tofal gross Income and how
‘aften pald.

Total Number in Householdiumers reai de mismoros en hogar
$

Gircle how paid: Weekiy,

Total Household Income (Totar ingreso o= los hogares
Every 2 weeks, Twice a Month, ar Monthiy
Circule como &5 pagado: Semanal, Cada 2 semanan, Dos vecss 3l mes, o Mensua!

W2's & Annual Income Tax Forms acce onhy!!

C. O FOSTER CARE!/Ninos adoptados

I= this a current or previous TEXAS FOSTER: child?
ZEsts e extudiants &n culdado o crianzs sCtUsl o anferor?

O Yes/Si Muct provide oopy of Focter Cars LadteriCarts do Adopeidn
O No
D. O MILITARY DEPENDENT/Estatus Miitar

I= this child a dependent of active duty MILITARY personnel?
ZES este nino un dependlents tener un padre que esta aciuaiments cumplendo &l Servicio

milltary Sciive, O tener un padre qu ha 500 herids © Muerts MIENtESs estEba en senvicl
milltary Sctve?

[0 YesfSi  must provids preot of Mitiary 3tatueiComprabantn de Estaus Miltar

O No

E. O TEMPORARILY DISPLACED/Personas sin hogar

Does your family lack a FIXED, REGULAR and ADEQUATE nighttime
residence ?; Carece su familia de una ESIIencia S, FEQUISr y 208CUSda por 1a Noche?

O Yes/Si met
O No

of appeoved Student Recidsnay de
Recidenola para Ectudlaniss

Date of Application:
Fecha

TEA AUDITED MATERIAL: RETAIN ALL DOCUMENATION IN STUDENT CUMULATIVE FOLDER
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Basic Student Management Protocols

Prior to Enrolling Students

Both the TEA PID system and TEAMS system MUST be indexed prior to entering a new student to
ensure that the student has not previously been enrolled in BISD or any other TX public/charter
school. = Duplicate students can cause “dual enrollment” errors for PEIMS data reporting!

Enrollment Timeline

Registration activities must be extended to families and students throughout the school day. If a
student was present at the campus during the official attendance period, their enrollment date
will be the day they arrived. Students arriving after the official attendance period will have an
enrollment date of the next date they are present during the official attendance period.

Duplicate Students

Duplicate students cause great problems with the district’s student files, the state assessment
files and the state PEIMS files. Ensure that the Enroll/Transfer database under the Basic Student
Management option is utilized to look up a student to verify if the student was ever in BISD. Never
enroll a student without first using the Enroll/Transfer option.

NOTE: Duplicate enrolled students will be reported to the Office of the Assistant Superintendents
and to the Department of Research, Evaluation and Accountability since this could directly impact
Accountability ratings Beaumont ISD.

Changing Student Contact Information (Address, Phone, Etc.)

Legal authority or lawful control of the student is required prior to changing or deleting a contact.
Documentation of proof of residency is also required prior to changing any address. Prior to
changing an address, first determine for which contacts the address, phone, etc., change is valid.
Questions to ask include: “Is the change required for each contact in the family?” or “Is it for only
the primary contact of the family?” Addresses must be changed carefully so that each contact is
correct. In many instances, truancy court cases will be thrown out if this information is not correct.

When contact information is changed in TEAMS a note should be entered by the staff person
making the change indicating the prior contact information and the date the information was
changed. Staff should enter the date the change was made and their first initial, last name in the
notes section to certify the change.

Changing Student Demographic Data
Demographic data includes: Student first name, last name, middle name, date of birth, social security/ID
number, ethnicity, race, gender, and generation.
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If incorrect student demographic data needs to be changed on a student that exists in the TEAMS
system, the data must be modified immediately upon discovery of erroneous data. A
Demographic Change Form must be filled out and faxed, along with corresponding
documentation, to the Student Services Department.

PISD PEIMS DEMOGRAPHIC CHANGE REQUEST

*  Attach copies of ALL required documents for ALL change requests after changes are applied in TEAMS!
o Birth Certificate or Verification of Legal Name

o Social Security Card
o Other Legal Documents

*  Please MAIL or FAX completed form and required decuments to Leona Moore/Student Services Dept.
[409-617-5164)

, request that the following demographic information be changed.

[
)

(Data Entry Clerk/Secretary)

Full Mame of Student: Local ID:

Clerklegi::rW
Please complete OMLY information regarding tlley/ n

Demographics Old Infurmatlun

PEIMS Number
[Social or 5 Humber) E
Legal First Mame ?»

Campus #: Date of Request:

[MM/DD/FYYY)

Gender
[MJF)
Hispanic/Latino Ethnicity
[fes, Noj
Race(s)
1 = American Indian 2 = Asian
3 = Black 4 = Pacic Islander 5= White
9" Grade Entry Date

Cohort Class

Campus Notes:

Office Use Only Date Signature Notes
PID Available
Corrected in TEAMS
Corrected in PID
Manual PID Required

ssued: £/1,/2012
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Beaumont ISD Online Registration - Campus Information Guide

Historically, parents/guardians of students stood in long lines at early registration events each year to complete
stacks of paper forms to update returning student information on file, to register a new student, or to reactivate a
withdrawn student’s record. The annual ‘paper and pen’ ritual proved tedious and burdensome, to both families and
staff. Families with multiple students experienced frustration, as information could not be easily copied from one
student to the next. It was also extremely burdensome on staff taxed with manually inputting the information on
the paper forms into the computer for each student. Errors often resulted during the transfer of the handwritten
information into the student database. In an effort to make it easier for families to complete registration activities,
improve data quality and increase staff productivity, Beaumont ISD has transitioned to online registration beginning
for the 2017-2018 school year.

CAMPUS FAQ’S

Q. What is online registration?

A Online registration is the electronic platform parents/legal guardian contacts living within the boundaries
of Beaumont ISD use to complete annual, district-based student registration & information forms online.
(Parents may still be required to complete campus-specific forms to complete enrollment).

Using any internet-connected computer, parents/legal guardians access the online registration portal from
the district’'s webpage by clicking the Register Now Online image or by typing
https:/teams.bmtisd.com/registration/ into their browser. (Google Chrome preferred). They sign in on the

welcome page using their Parent Self-Serve user ID and password. (In-district employees must use their
TEAMS user name and password). Parents should be able to see all of their currently enrolled students in
the dropdown field once signed in, if the students are properly connected in TEAMS. They will then simply
select a student from the listing or create a new student to add to the BISD family and navigate through
prescribed tabs to enter/update/verify student information in fields or forms. Once all information is
complete, they will confirm the student’s enrollment and receive a confirmation Web ID#. It is
recommended that this ID# is printed and presented to the campus as a ‘ticket’ to enter the early
registration event. Parents repeat the process for each student as necessary. Note: Contact information
from one student can be easily added to other students without having to re-enter the same data using the
copy function. Also, some fields will pre-populate with data that is entered in other parts of the system
without having to be retyped.

Q. Is online registration available to register all students?

A No. Currently, students must live within BISD boundaries and must either be (1). a student enrolled in the
prior school year continuing enrollment for the current school year. Out-of-district students of employees
and withdrawn or no-showed students from previous years seeking to come back and re-enroll are currently
not allowed to register online. These students must visit the campus in person to reactivate their record in
TEAMS. Also, system logic will not allow parents to create duplicate students. If parents encounter
problems, they should visit the campus for assistance.
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o

Can anyone, including relatives, friends, or students, use the online system to register students?

No. Only persons identified as Parent/Legal Guardian contacts have authorization to utilize the system by
entering their Parent-Self Serve user ID and password. If they do not have an PSS account or have forgotten
their credentials, instructions are accessible on the online registration welcome page to help them establish
an account or recover their password. Parents may also receive assistance in setting up an account or
recovering their PSS credentials from designated campus staff.

The online registration system will not allow students to use their Student Self-Serve credentials to
complete online registration, even if they are 18 years old or an emancipated minor. Further, if a non-parent
guardian contact uses the system to submit a request to register a student at a BISD campus, the student is
still not actually enrolled until documentation is presented to the campus, all information is verified and
accepted and the Registrar or PEIMS Clerks selects and enrolls the student in TEAMS.

> 0

Can parents make changes/updates to their student’s information in the online registration system?
Not every data element in the online registration system can be modified. For currently enrolled students,
information such as names, addresses, dates of birth, and social security number are view only. Changes to
any of these fields requires submission of required supporting documentation to the campus to verify and
make changes. Parents are, however, allowed to make changes to telephone numbers, email addresses,
and emergency/medical contacts.

> 0

Can parents falsify an address in the registration system to enroll their student in a certain campus?

A warning against falsifying information to enroll a student in school is posted on the welcome page of the
online registration system and on several forms included in the online portal. Parents/guardians of currently
enrolled students are not allowed to modify address information in the online registration system. They
must present required proof of residency documentation to the campus in order for changes to be made
to address information currently in TEAMS.

While a parent/guardian of a new student may enter an address into the online registration system to
return a specific campus option, remember, submission of proof of residency and other documentation is
required before the Registrar/PEIMS Clerk selects and finalizes enrollment of the student in TEAMS.
Additionally, the system’s address broker will not allow parents to input partial or incomplete addresses to
return a specific campus.

> 0

What do we tell parents who state the campus(es) listed in the online registration system is incorrect?
TEAMS is real-time. If a transfer or special program placement is entered for a student, it will appear
immediately in the online registration system. However, if the parent/guardian logs in before the
transfer/placement is active in TEAMS, the zoned campus based on the address of the enrolling
parent/guardian contact will appear. This can be easily corrected once the transfer/placement is processed
by a visit to the campus or Student Services.

In the case of dual-zoned middle or high schools, the home campus assigned to the address on file appears.
Parents should complete the online registration process and visit the campus with proof of residency to
declare the other option if this option is applicable.

Additionally, some parents may have moved to another zone and the address information is not updated
in the system. Parents should still be encouraged to complete the online registration process and later visit
the campus with supporting documentation to make changes or to further discuss their student’s residency
status.
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o

If parents cannot see all of their children in the online registration screen, what do they do?

One of the most common issue of a parent’s inability to see all of their currently enrolled students is student
accounts are not linked. If students are not properly linked in TEAMS, parents may not be able to view all
of their children to complete online registration. Campus staff can reference the Student Data Manual

located on the Staff Portal to assist parents with linking the accounts. (Please note, parent/guardian names must be
entered exactly the same on each student enrollment record in TEAMS in order for the students to be linked. For example, the parent’s
name spelled Mary Jean Smith on one student’s account cannot be linked to the parent’s name spelled as Jean Smith on another
sibling’s account, even if it is the same parent. )

Other issues may pertain to child custody, residency or the enrollment/withdrawal status of students.
Campus staff should assist parents, by first ensuring all current student accounts are active and linked. Do
not instruct parents to create a new student to try to resolve this issue. This will action will trigger a
duplicate error. Likewise, it is not advised parents create multiple PSS accounts to view and register children
separately.

If parents exit the system prior to completing the online registration process and receiving an
enroliment confirmation, will they lose data already entered?

No. Information previously entered will be saved and parents can resume where they left once they sign in
again.

If parents want to make changes in the online registration system once they receive a confirmation
Web ID#, can they sign on again, make changes and resubmit?

No. After the parent clicks the Confirm Enrollment button, they will not be able to make changes using the
online registration system. Parents must visit the campus and present supporting documentation to make
changes.

Is there a backup plan if a parent/guardian does not have access to a computer, does not want to utilize
the online registration portal or technology fails?

Yes. Campuses should assist and make computers available to accommodate parents who do not have
access. Guest credentials were provided to administrators to log parents on to the district’s intranet system
without comprising data security. However, there should be a staff member available to monitor the use of
the computer by non-district staff.

As a last resort, paper registration forms are available for parents who do not want to utilize the system for
whatever reason or in the event of power/technology outage. Registrars/PEIMS Clerks will be responsible
to verify documents and enter all information from the paper forms by hand, including checking the proper
permissions/restrictions.

Is there anything the Registrar/PEIMS Clerk needs to do if the parent/guardian registered a new
student online?

Yes. The Registrar/PEIMS Clerk is still responsible for reviewing/verifying all documentation to ensure the
student is eligible to enroll (i.e. birth certificate, proof of residency, etc.,). The enrollment status for all
students new to BISD using the online registration system will be Requested. After the required
documentation is verified, the Registrar/PEIMS Clerk will Select and Enroll the student in TEAMS. Once this
is done, the information entered by the parent/guardian is automatically updated in TEAMS, therefore
saving the Registrar/PEIMS Clerk valuable time.
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Q. What happens to students who are currently enrolled, but whose parents/guardians do not complete
online registration? Are those students not considered enrolled?
A Online registration does not change the way the system works for students who are already enrolled. In

late summer, students are enrolled into their grade level and/or campus for the school year during the year
end rollover process. Online registration does not change or alter these values. However, pertinent
information will not be confirmed or updated on these students. As such, extreme caution should be taken
when handling restrictions and permissions for these students until the information can be confirmed.
While the goal is 100% participation of all currently enrolled students, failing to complete the online
registration process alone will not change their enrollment status.

Q. How do campus staff process registration information entered by a parent guardian?
A The remaining pages of this guide details how campus staff quickly and easily process online registration in
TEAMS.
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Campus Processing of Online Registration Requests

NOTE: Designated staff must have proper security access in TEAMS to view/process online registration requests

Campus Registrar/PEIMS Clerks (other staff as designated by the campus principal)

Registrars/PEIMS Clerks (other staff as designated by the campus principal) use the Basic Student
Management > Enroll/Transfer function menu to quickly view and process enrollment requests that
parents/guardians have submitted via the online registration system.

A. How to Process Status Search Results

When parents/guardians use the online registration system, a status will be indicated for each student as follows:
Asterisk (*): Any status with an asterisk (*) means the online process was started but not completed.

Online Registration Status field:

= Enrolled: Students currently enrolled in an BISD school will have an Enrolled status. Parent/Guardian has
verified the student information on file and has confirmed the student’s return for the upcoming school year.
No further action is required by campus Registrar/PEIMS Clerk. The student can proceed to stations for
schedules, lockers, clubs, fees, etc., Remember: If the student has an asterisk preceding the word enrolled, the
parent/guardian initiated the online registration process, but has not finished. The student will still be enrolled, but
information updates will not be on file. The parent/guardian should be advised to complete the verification of the
student’s information to ensure accuracy in the records.

B. How to View/Print Online Registration Forms

Once security is assigned, designated staff will be able to create and print a PDF of selected online registration
forms for a student or a group of students for the campus. Only forms that are assigned to your security role can
be viewed/printed.

1. Select the Mass Print Online Registration Form link on the designated menu

2. Campus — default or select from dropdown

3. Grade Level — select a specific grade level or All (selecting All may slow down load time)

4. Student Type — a. Students Enrolled on This Campus — download forms for students currently enrolled
b. Student Requesting This Campus — download forms for students new to the district

Note: forms will be printed if completed during online registration, even if the registration was not
submitted.

5. Student ID —enter a student ID to print forms for one student. Leave it blank to print forms for all students.

6. Sort —select Form then Student to print all of a single type of form together or Student then Form to print all
forms grouped by student.

7. Click Submit to generate the forms.
8. Once completed, select Download PDF to view or print.

Screenshot (next page): Mass Print Online Registration Form
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Online Registration year: * |2018 - )
Campus:* -
Grade Level: -
Student Type: * -

Student ID (Cptional):
Modified Date Since (optional) =

Medified Time Since (optional unless modified date entered)

Sort by * -

all

Residency Form

Migrant Form

Unaccompanied Youth Form
Acceptable Use Policy

Title 1 Compact HS

BEAU Registration Form
BEAU Residency Statement
BEAU TEA Race Ethnicity
BEAU Home Language Survey
BEAU Family Survey

BEAU Military and Foster Care
BEAU Health History

BEAU Food Allergy

BEAU Residency Questionnaire
BEAU Bus Rider Contract

Submit

C. Processing Paper Registration Requests:

Clerks/Registrars should refer to the Staff Portal > Student Data Manual with instructions on how to enroll a
student based on paper registration forms. Once verified based on any required supporting documentation. All
information must be manually entered in the computer from the paper forms, including restrictions and
permissions.

Help and Assistance
= Please remember, excellence in Customer Service is the number one goal. Please reach out to assist
parents as much as possible with the online registration process. Avoid playing the ping-pong game with
parents between campuses, Central Admin to get information, forms help readily accessible online or
from a campus staff member. As online registration can be done from any internet connected PC, exhaust
all resources before sending parents to another location.

= Campus staff should reference the Student Data Manual on the Staff Portal for help with processing
enrollment in TEAMS, resetting PSS credentials, linking student accounts, etc.

=  Additional information, including updated FAQ guides and other resources regarding online enrollment
will be shared via Google Docs. Short videos and/or e-courses may also be provided in Eduphoria.

=  Feel free to email TEAMS support (teams@bmtisd.com) or contact a Student Services team member for
additional assistance.
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Membership and Eligibility for Attendance and State Funding

Full Day Registration Opportunities

As professional courtesy, Beaumont ISD offers full day registration opportunities to students and
families. Students arriving after the campus’ official attendance time, may be preliminary enrolled in
TEAMS in order to generate an ID# and participate in the educational activities for the day. However, the
student is not enrolled in membership until he/she is physically present during the official attendance
period.

Entry and Reentry Dates

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 reentry 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 reentry date. Also, a student cannot be
absent on the first day of school.

Membership

Both membership and eligibility to generate average daily attendance (ADA) are related to the amount
of time that a student receives instruction each day. However, they are not the same. Any student
provided instruction by your school district is considered enrolled in the district. However, a student is
considered to be in membership only if the student is enrolled in the district and is scheduled to attend
at least 2 hours of instruction each school day .A student who meets this criterion is in membership
regardless of whether the student is eligible to generate ADA.

Funding Eligibility Codes
A student is eligible to generate ADA and thus, FSP funding, in only if a student is in membership and
also meets the ADA eligibility requirements shown in the chart below:

BEAUMONT ISD’s TEA APPROVED ADA CODES

the ADA
register is...

In District Fewer than 2 hours per day is not eligible to generate ADA
is eligible for
In District At least 4 hours per da
AT Ly full-day ADA funding =
At least 2 hours but fewer than 4 hours per day is eligible for
In District Note: All Regular PK Students are ADA 2 as the state half-day ADA fundin 2
only pays ¥ day funding for PK. Y &
Out of District At least 4 hours and meets inter-district transfer is eligible for 3
(Transfer Student) requirements. full-day ADA funding
In District or At least 4 hours/day but does not meet the age, | is not eligible to generate ADA
Out of District residency, or special program requirements or (see SAAH 3.2.1.5 for more
(Transfer Student) has a mandatory expulsion to JIAEP information)
In District or At least 2 hours per day, but does not meet the is not eligible to generate ADA
Out of District eligibility requirements for the service he/she (see SAAH 3.2.1.6 for more
(Transfer Student) receives information)
is eligible for
Out of District t | t2h d
ut o stric at leas ours per day half-day ADA funding 6
In District In the Optional Flexible School Day Program for | Is eligible for 1 day present for 7
min. of 45 minutes on any given day every 4 hrs. in OFSDP

= full day funding = = half-day %4 day funding = zero funding
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Student Withdrawals/Leavers

STUDENT WITHDRAWAL PROCEDURES

The following procedures will be used, by every campus to record leavers:

Students who withdraw during the school year:

Completion of an exit review with the student’s parents/guardian, or the adult student
conducted by an authorized staff member. During the interview all pertinent information, as
it relates to any new educational setting and contact information, should be obtained.
Information gathered during this interview will be recorded on the Withdrawal Form.

A withdrawal form will be printed for each withdrawal. The withdrawal form must be signed
by both parent/guardian or adult student and school personnel designated as authorized to
do so at the time of the withdrawal. Documentation on the withdrawal form must be
complete, signed in ink and dated. The documentation standards in the PEIMS Data
Standards are to be strictly adhered to. Every campus will use the standard TEAMS withdrawal
form along with a copy of the current year leaver code crosswalk chart.

Correct assignment of leaver codes is critical. Any ambiguity in coding questions
should be referred to the Principal.

If the Principal is unable to resolve the coding issue the question will be referred to
the Central Office for resolution.

Designated personnel should begin written and oral inquiry to confirm a leaver’s enrollment
in another educational setting within 10 days following the departure of a student whose
stated intent was to enroll in another district.

Withdrawal data for student must be entered in the TEAMS software.

The principal or his/her designee must sign the withdrawal form.

Students who do not withdraw, but quit attending school:

After unsuccessful attempts to contact the parent of or the student who has accumulated excessive

absences by phone, mail or other method, notification should be made to the Student Services

Department where the Truancy Officer/Visiting Teacher will conduct an investigation. If no

information is found on the student’s whereabouts, then

a.
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Complete a Leaver Tracking form in the same manner as step 1a.
Access the TEA PET system to determine possible enrollment in other Texas public or
charter school. (NOTE: If the student’s whereabouts cannot be ascertained, this student

will be recorded as a dropout and may adversely affect funding and accreditation.)

The principal or his/her designee must sign the withdrawal form.

1. All graduates including those who graduate early during the school year and summer graduates:

a. These students graduation status must be documented on their AAR record. The cumulative
record must have a graduation seal, the graduation type code, TAAS/TAKS results, and
sufficient credits.

b. Designated personnel must review the additional PEIMS fields for these leavers (special
education indicator, economic disadvantaged, graduation date and college entry.)

c. Students who are not likely to graduate should be interviewed by the Guidance Counselors
prior to the end of school and encouraged to return in the fall or to take summer school
classes. Students in this category should be retained. The Guidance Counselor should
inform the registrar to retain these students.

Iv. Students who fail to return at the beginning of the next school year:

a. “No Show” students must be deactivated in the student attendance accounting system
ASAP.

b. Leaver Code = 98 should be entered for all “no-show” students who do not have
documentation to support the assignment of other acceptable leaver code.

c. Designated personnel should make every attempt to locate these students and assign an
appropriate leaver code.

d. Because “no-show” students have never officially showed up on the campus to enroll, a
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Completeness of Withdrawal Documentation

Withdrawal documentation shall be considered incomplete without a date, signature(s), and destination.
Documentation will not be deemed insufficient when information is missing because the parent or parents
refuse to provide information requested by the district. A district should document at the time of the
conversation that the information was requested, and the parent refused to provide it. Appropriate
documentation of a parent refusal to provide information includes the date, content of conversation,
name of person with whom the conversation was conducted, and the signature of the school official
verifying the conversation. (Per Texas Education Agency standards.)

Monitoring Leavers

Each campus should, on a six weeks basis during the school year, print a withdrawn student’s report and
conduct an audit of leaver documentation. The administrator managing the leaver process will conduct
regular internal audits of the documentation process. Monitoring a student leaver to the point of
acceptable documentation should involve all personnel assigned this responsibility and may involve home
visits by personnel responsible for such activities.

All data will be reviewed to assure that crosswalks from withdrawal reason codes to PEIMS leaver codes
have been accurately converted. Each campus must maintain a list of current crosswalks that are in use.

Campus staff will be trained to use the Edit +, PID and PET systems to assist in tracking withdrawn
students.

Changes to Leaver Codes
If it is discovered that the leaver code and/or leave (withdrawal) date is incorrect:
TEAMS records must be updated to reflect the correct code.

All supporting documentation must be attached.
For additional verification it is recommended that the BISD Leaver Change form be filled out.

i e

A copy of this form should be kept in the student’s cumulative folder.
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Leaver vs. Dropout Reporting
Information sent to TEA in the PEIMS Fall Submission 1 regarding students who were in grades 07-12 last
year and who are not enrolled on the snapshot date this year is used to determine if the student is a
dropout, a continuer, a GED recipient, or a leaver.

Did the student graduate by August 31, current school year? Yes
——>| Final Status = Graduate
l No

Did the student enroll in any Texas public school by last Friday
in September (SSW) (or by January of the current school year
if he or she is a migrant)? —| Final Status = Continuer

I

Did the student leave school for a reason other than
graduation or dropping out and not return to the district?

!N

Did the student receive a GED by August 31 of the current Yes Final Status = GED Recipient |
school year?
l No

Yes

Yes
> Final Status = Other leaver

Did the student leave Texas public schools for a dropout Yes
reason? _>| Final Status = Dropout |
l No
Was the status of the student not reported? Yes
> Final Status = Underreported |
l No
Could records not be matched because of a student Yes

Final Status = Student identification error

\4

identification error?
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Leaver Code Crosswalk Chart
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Leaver Code Crosswalk Chart continued
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TSDS - New Leaver Codes for Students that Leave in 2019-2020

2019-2020 Texas Education Data Standards
Appendix J — Early Notice of PEIMS Reporting Changes for 2020-2021
Post-Addendum Version 2020.2.1

2020-2021 TSDS Data Collection Requirement Changes
Student Leaver Reason Codes

House Bill 3 from the 86" Texas Legislative Session (2019) addresses required PEIMS reporting. HB 3 Section 1.017
changes TEC section 48.009 with a requirement for the commissioner to adopt rules to include pregnancy as a reason a
student withdraws from or otherwise no longer attends public school.

Additionally, under House Bill 330, which modified TEC 39.053 (g-1), the commissioner is to exclude from the
computation of dropout rates students who have suffered a condition, injury, or illness that requires substantial medical
care and leaves the student unable to attend school and assigned to a medical or residential treatment facility.

To identify students who have withdrawn or no longer attend public school due to pregnancy or a medical condition as
described above, two new codes will be added to the LEAVER-REASON-CODE (C162) code table for the 2020-2021
school year. Students that leave within the 2019-2020 school year can be reported with these new leaver reason codes
as leavers in the 2020-20201 PEIMS Fall submission.

Add two new codes to the LEAVER-REASON-CODE (C162) code table

Code Date
Table ID Name XML Name Date Issued Updated
C162 LEAVER-REASON-CODE TX-LeaverReasonCodeType 3/2/1998 12/1/2020

Code Translation

Use the following codes for students who left school for Other Reasons

03 Died -

Student died while enrolled in school or during the summer break after completing the prior
school year

08 Pregnancy -

Student (female or male) withdrew from/left school because of pregnancy.

16 Return To Home Country -

Student withdrew from/left school to return to family’s home country

20 Medical Injury -

Student has suffered a condition, injury, or illness that requires substantial medical care and
leaves the student unable to attend school and assigned to a medical or residential
treatment facility.

88 Court-ordered to a GED program, has not earned a GED -

Student was ordered by a court to attend a GED program and has not earned a GED
certificate

89 Incarcerated in state jail or federal penitentiary as an adult -

Student is incarcerated in a state jail or federal penitentiary as an adult or as a person
certified to stand trial as an adult

98 Other -

Student was not enrolled within the school-start window for a reason not listed, student
dropped out, or reason for leaving is unknown
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2019-2020 Texas Education Data Standards
Appendix J — Early Notice of PEIMS Reporting Changes for 2020-2021
Post-Addendum Version 2020.2.1

Student Leaver Reason Codes (continued)

Add the following documentation requirements to Appendix D (PEIMS Leaver Reason Codes and
Documentation Requirements)

Other Reasons
Code | Translation
08 | Student (female or male) withdrew from/left school because of pregnancy.

Definition and use: This code should be used only if the parent, guardian, or student indicates verbally or in
writing that the student is leaving school or left school because of pregnancy. This code should not be
assigned based only on the fact that the student is pregnant at the time he or she leaves school.

This code can be used for female or male students.

Documentation requirement: Acceptable documentation is any written documentation, including
documentation of oral statements by the parent, guardian, or student, indicating that the student is leaving
school or left school because of pregnancy.

Code | Translation

20 | Student withdrew from/left school because of a medical injury

Definition and use: Students who have suffered a condition, injury, or iliness that requires substantial
medical care and leaves the student unable to attend school and assigned to a medical or residential
treatment facility are entitled to receive educational services. This code may be used if educational services
are refused by the qualified student or the student's parent or guardian and the student is withdrawn from
school.

Local Education Agencies (LEAs) should be aware, however, that if the illness, condition, or injury suffered by
the student leads the LEA to suspect that the iliness, condition, or injury has resulted in a disability identified
under the Individuals with Disabilities Education Act (IDEA), along with a corresponding need for special
education and related services, the LEA must comply with federal law requiring public agencies to locate,
evaluate, and identify students with disabilities who need special education and related services. In this
situation, once the LEA obtains informed consent from the parent, guardian, or qualified student consistent
with the consent requirements in 34 C.F.R. § 300.300, it must conduct a full and individual initial evaluation
(FIE) for the student pursuant to the IDEA. The leaver code may be used in this situation if the parent,
guardian, or qualified student denies the LEA's request for an FIE, refuses educational services, and
withdraws the student from school.

Documentation requirement: For general education students, acceptable documentation includes a written
statement or an oral statement by the parent, guardian, or qualified student properly documented by a
designated LEA staff member that: (a) the student has suffered a condition, injury, or iliness that requires
substantial medical care; (b) the student is unable to attend school as a result; (c) the student has been
assigned to a medical or residential treatment facility; (d) the student has been offered education services;
and (e) the parent, guardian, or qualified student has refused those services.

With respect to students receiving special education and related services, the refusal to accept these services
should be in writing pursuant to 34 C.F.R. § 300.300(b)(4). Acceptable documentation in this case, thus,
includes a written statement or an oral statement by a parent, guardian, or qualified student properly
documented by a designated LEA staff member that: (a) the student has suffered a condition, injury, or iliness
that requires substantial medical care; (b) the student is unable to attend school as a result; (c) the student
has been assigned to a medical or residential treatment facility; and (d) the student has been offered
education services. A refusal or revocation of consent for special education services, however, should be in a
written statement (rather than a documented oral statement) from the parent, guardian, or qualified student
and maintained in the student's eligibility folder pursuant to 19 TAC § 89.1075(a).

If the student was not identified as eligible for special education prior to the illness, condition, or injury at
issue, and the LEA suspects that the illness, condition, or injury has resulted in a disability and corresponding
need for special education and related services, the following documentation is acceptable: a written
statement or an oral statement by the parent, guardian, or qualified student properly documented by a
designated LEA staff member that: (a) the student has suffered a condition, injury, or iliness that requires
substantial medical care; (b) the student is unable to attend school as a result; (c) the student has been
assigned to a medical or residential treatment facility; (d) the student has been offered an FIE and education
services, and (e) the parent, guardian, or qualified student has refused both the FIE and education services.

School leavers with these LEAVER-REASON-CODEs are counted as dropouts for state accountability purposes: 08, 98.

School leavers with these LEAVER-REASON-CODEs are counted as dropouts for federal accountability purposes: 08,
20, 88, 89, 96.
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Official Attendance Overview

Original Documentation Standard

In accordance with Section 1 of the TEA SAAH, “District personnel must create the original documentation
of attendance at the time of attendance. Original documentation must not be created after the fact.
Original documentation that is not created at the time of attendance will not be accepted by agency
auditors. If auditors determine that original documentation was not created at the time of the
attendance it is intended to support, the TEA will retain 100% of the district’s FSP allotment for the
inappropriately documented attendance for the school year(s) for which records have been requested.”

Establishing the Official Attendance (ADA) Snapshot Time

Official attendance for state funding purposes for all grade levels shall be determined by absences
recorded during the second instructional hour of the day. For district-wide consistency, the following
official ADA attendance snapshot times have been established:

Elementary 10:00 am

Secondary 21 minutes after the class period begins

Due to variations in scheduling of instructional programs and course offerings across campuses an
individual snapshot time may be established by the campus principal for individual campuses, as long as
it is during the second instructional hour. The official time, if different from the district-wide time, must
be established prior to the first day of school and written authorization by the principal must be
provided to the Student Services Department to appropriately update the SIS [See form in Appendix].
Once the official time is selected, a campus may not change it during the school year, except as
permitted by TEA.*

*The only allowable changes to the official reporting times are for changes permitted by TEA due to
health, weather, or safety and for the administration of standardized tests or final exams.

How Official Attendance is Recorded - Standard Provision

Attendance will be recorded electronically in the District’s approved Student Information System (SIS),
currently Prologic TEAMS.

How Official Attendance is Recorded - Power/Technical Outage
Campuses may also require attendance to be recorded manually, on paper rosters, when the electronic
system is inaccessible or in the event corrections are required

Official Attendance Recorded by Classroom Teachers
= Astudent who is physically present in the classroom with the classroom teacher at the time of
official attendance is marked as PRESENT for ADA and FSP purposes.

= Astudent who is not physically present in the classroom with the classroom teacher at the time of
official is marked as ABSENT for ADA and FSP purposes. (even if the teacher thinks he/she knows the
whereabouts of the student).
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Attendance affirmed by another School Official

= Students who are on campus at the time of official attendance, but who are not in their assigned
classroom are considered IN ATTENDANCE -PRESENT for ADA and FSP purposes provided they were
documented to be with a campus official (nurse, counselor, principal, monitor, etc.,).

Attendance based on a TEA ‘Legally Present’ Exceptions

= Astudent not actually on campus at the time official attendance is taken may be considered IN
ATTENDANCE — PRESENT for ADA and FSP purposes if the student meets one of the fifteen (15) TEA
exceptions below and the appropriate audit documentation is on file:

TEA Student Funded Absences

Students Temporarily Not on Campus but Considered Present for FSP Purposes

1. Off home campus, Dual Credit Program full-day 9. Court appearance for Student Only
(include travel days < 2)
2. Enrolled full-time in TX Virtual School Network 10. In conservatorship of DFPS for court/appt./visitation
(include travel days < 2)
3. Approved school activity w/district or adjunct staff | 11. Serving as Early Voting Election Clerk
(include travel days < 2)
4. Off home campus, Short-term TSBVI or TSD class, 12. Completing application paperwork for US citizenship
(include travel days < 2)
5. Distinguished Achievement Program Mentorship 13. Participating in US naturalization oath ceremony
(include travel days < 2)
6. Observe Religious Holy Day of Entire Denomination | 14. Documented face-to-face health care appointment
(include travel days < 2) for student or student’s child
(must begin classes or return to school on same day of appt.)
7. Grades 6-12, Playing Taps at Military Funeral in TX 15. Junior or Senior visiting an accredited college
(2 days per year)
8. Military enlistment activities, age 17 or older 16. Work-based Learning, off-campus
(up to 4 days allowed)
17. Absent to visit with a parent, stepparent, or legal guardian who is an active duty member of the uniformed

services called to duty, is on leave from, or is immediately returned from continuous deployment of at least

four months outside the locality where the parent, stepparent, or guardian regularly resides.

(excused up to 5 days in a school year)

Note: district must allow a student whose absence is excused for absence reasons six through 15, a reasonable amount of time

to make up school work missed on these days. If the student satisfactorily completes the school work, the day of absence is

counted as a day of compulsory attendance.

Tardies, Excused and Unexcused Absences
For official attendance accounting and FSP purposes, “tardies” do not exist. Also, for funding purposes

‘excused’ and ‘unexcused’ absences do not exist.
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Local Attendance Codes
The TEAMS software system requires the use of codes to represent the reasons for absences. Further, the

absence codes define an absence in terms of whether it is state funded and/or excused for compulsory

attendance purposes.

Local attendance codes are outlined in the chart below. The PEIMS Clerk shall ensure that appropriate

documentation in accordance with TEA SAAH and local guidelines is on file prior to utilizing any attendance

code.
Code Description Fﬁh:EI Excused When to Use Docurmentation Required for STATE FUNDING ($55)f/aU0IT
Student misses school to appear at povt office to
CHZ it . . camphete histher own paperwark for US citizenship ar to .
izenship/Msturakzation ¥ ¥ S - O 0OHicial documentation Fram government agency.
participate in his/her own US naturalization ceremony,
including 2 triwel dags to and from o't office.
Student misses schoal for the purpase of attending a O Cepyofa pleading or ather dacument filed with the
REQUNRED court appearance, inchuding 2 travel days out court,
CRT Court Appearance ¥ ¥ of town. DOES MOT INCLUDE meetings with probation | O A notice from the court clerk regarding a hearing ar trial
afficers autside of caurt, or to attend caurt with a Family date,
i bear Friend. O &jury summons ar a subpaena, et
Student i absent for the ENTIRE schoal day far a | O Doctor's  nate signed  and  dated by healthoare
DAD Doctor's Mote: All Day N Y documented health care appaintmeant far the student or professional szt student's/gudant’s child's datels) of
the student’s child. carges 't be telempdicioe o schoo! rovse)
dncumented heath e agpciotment o the st et and dted by ealheare
OMP | Dactor's Note: Partial Day ¥ T | st il St "zuﬂb ; udent's/student’s child's datels) of
e student’s chi 'fl et s et or scihoo! nuvse!
ta wchoal after appaintment. “
College Visit fl::ill-dur“ i F O signed and dated by college
EC {11 & 17 Grage Only| ¥ ¥ the !J:bels._l the student was prasent and
\ raval by administrator.
. w &)
ELE Elaction Clark Erving & an | 0 Official documentation fram county derk ar election
K rk, including 2 travel official.
. 7 oar older misses schoal to pursue - .
EML Enlisting in Military \ et in military. No more than 4 days. O 0OHicial documentation Fram military persannel,
ER Excuzed Rollback 13 Student i allowed to rall I:Iu':k l_ah'.eute for SHIK rule In O Docurnentation signed by attendance review commitbee.
accordance with baard palicy FOC| Lacal).
ES Out of School Suspensiun N ¥ S1.u|.li=r.d it awigned  out-of-schaol LI.I'.-!JEI!'.-K.II'l for | O DILLI.l.l|II'IE risferral, coded, signed and dated by campus
disciplinary purposss. Up to 3 days max per incident. adminstrator.
. O Written note signed and dated by parent/other. May
EX Excused Absence N Y :L::‘Eﬂl = ah“:: ﬁtur.ntu:nnl for any reasan acceptable require written signature of approval by campus
& CAMpLS SCimankstator. administrator/designee for questionable excuses.
Student & in the conssrvatorship of the TX DFPS and
FOS | Courtitppt for Foster Child ¥ ¥ misges schoal for te in activity required by court or for | O Official documentatian fram T DFPS or from caunseling
mental health or therapy appointment ar  Family sarvivahealthcare sppt.
wisitation & orderad by the court, including 2 traeel days.
Student & participating in board approved sctivity that is d ;:Illlju::ll::]I:IIt:_-‘Fuu::;hpp:::ﬁfg::r':":f'::;d;:!:-l::‘::atm
FT Field Trip/Schoal Activity ¥ ¥ :"dr::;":::I:::“.J::Ffi:l::::.ni:“ﬁiﬁrd teacher, alt Emrnhur. MUST NLIULTE "': S?UDENTW&;
F e ' ABSENT OR BRESENT,
Student & eligible to receive hamebound instruction, but . . i )
eHE Homebound - Excused N Y didd mat repsive instruction or was not served by cartified O Weekly homebaund .Jl:trru..i:lul:rlu.g, signed and dated by
. . - hamebound teacher or official notice from staff.
teacher in sccordance with TEA guidelines.
3 Student is dorumented as receiving instruction at hame | O Weekly homabound attendance log, signed and dated by
HED Hamebound - Funded ¥ ¥ ar b pital bedside by a certified teachar, hamehound teacher,
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Local Attendance Codes continued

Description th:EI Excused When to Use Documentation Required for FUNDING ($55)
FOR ELEMENTARY TRACKING PFURPOSES ONLY - Disciling referral, sened and dated b
154 IS5, after official attend ¥ ¥ Student & assigned in-school suspension for disciplinary seipling referral, sgned and da ¥ Campis
- . administraton
purpases after the afficial attendance time,
i . Student i asigned to in-schoel suspension for Discipline referral AND 155 Daily Roster, signed and dated
155 In-School suspension ¥ ¥ disciplinary purpasas by 155 teacher
. ) Student is incarcerated in the Minnie Rogers Juvenile Jurwenile Detention Daily Attendance Roster from Student
Jo Juvenile Detzntion Al 1 Detention Center and & werved by BISD instructional staff Services Departrnent
L. . Student is participating in @ mentorship approved by Appraval by campus adminstrator AND afficial
MEN DEBHPDUIE"II:: Grad ¥ ¥ district  personnel  te complete  the  Distinguished documentatinn signed & dated by mentor indicsting
Sehievement Program outlined in 19 TAC Chapter 74 d:)»/\.'-.h present for sctivity
Student is absent to visit with 3 parent, stepparent, or
kegal guardian wha is an active duty member
rriilitary amd has bean called to duty for, is indicating dates af d
ML Military Wisit ¥ ¥ ar is immediately returned fram indicating dates af deplayment or
af at least four monthy
parent, steppa: R
daiys F
/ e B JSign-Out Roster, including date & times student
. wias prasent, signed and dated by schoeal official,
ooc | o JutefCless Buttn / wv L <t Class admit <lip, $igried by school official,
i m' ;:: u:r..l:::‘::' Wiritten note or district @mail from schoal official,
e including date & times student was pressnt
ol for the purpose of cheerving
y days, incuding 2 travel days. MUST BE
ererally recognized by the student's religious Dacumentation from religious institution signed and
REL Religious / denominatian as a haly day that i required to be disted by clengy. May require administrator approval.
\/ abserved by ALL members of that denomination. Church Written letter from parent and approval by campus
refreats, camps, mission trips and individual religious rites administrator
(baptisms, christenings, bar mitzvahs, ote.) are not considened
haoly days
055 Suspension, after FoR . EN'[.U..R'( TRA G iy PURPOSES ONLY — Ditscipling referral, signed and dated by campus
SUA offici ¥ ¥ Student  is assigned  out-of-school  suspension fore ;
izl attend A _ administrator
disciplinary purpases after the afficial attendancs time,
Plzy Taps at Militsry Studen is in grades & through 12 and misses schoal foe Official nate fram military organizer andfor fureral
TAP Funeral ki ¥ the purpose of sounding “Taps” at & military honars direct =
B funeral held in Texas for 8 decsased veteran. et
Unexcusad shoance posted by teacher or by attendance Draily Attendance Repart, signed paper class roster with
UM Un=xcused Absence ] ] clerk based on sgned teacher raster/period ahaence slip student marked absent, signed teacher verification, ar
signed decumentation fram campus administrator
! AUTOMATED SOFTWARE BATCH PROCESS - UNB
UNE umﬂﬁFm@e_gsce by ] M absence  code  generates  when  cowrsesection h;‘IJN[:d P i T
attendance is not posted priar (o lock-put time. [ign e *req A —
Work-Bazad Lesming Student participates in waork-based lesming, but not - .
WEBL ioff-campus 3l day) ¥ i achedulid Tar classes an camius o ol Official Bocumentation fram employer/spansor,
F:e!o‘!
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Maintaining Attendance in TEAMS

There are several ways to maintain student attendance/absences in the TEAMS software. Specific user
guides for each function are located on the Staff Portal > Student Data Manual.

Take Classroom Attendance is used by teachers.

= Section Attendance Search is used by attendance personnel and other district staff to post
attendance by course and section, period, or teacher.

= Fast Form Attendance is used by attendance personnel to quickly record attendance for a large
number of students.

= Student Attendance Search is used to maintain attendance for an individual student.

= Mass Maintenance Attendance is used by district staff to modify attendance for a group of
students.

Taking Attendance - Traditional

Attendance will be recorded electronically in TEAMS. Additionally, campuses may require attendance to

also be recorded manually as a backup to the electronic system. Attendance can only be recorded in the

SIS after the student is enrolled and scheduled into a course/section in TEAMS. It is imperative for clerks,
data specialists, registrars and counselors complete the enrollment and scheduling process in a timely
manner to ensure accuracy in attendance records.

Attendance Taking Protocol

Students must have their official attendance conducted and completed by the classroom teacher.
Attendance must not be taken by students, classroom aides, or clerks. Using a student “sign-in” sheet
to record attendance is not an acceptable method of taking roll and will result in the attendance being
disallowed.

A student who is physically present in the classroom with the classroom teacher at the official
attendance time is marked as PRESENT for ADA and FSP purposes.

A student who is not physically present in the classroom with the classroom teacher at the official
attendance time is marked as ABSENT for ADA and FSP purposes. (even if the teacher thinks he/she
knows the whereabouts of the student)

Students who are on campus at the time of official attendance, but who are not in their assigned
classroom are considered IN ATTENDANCE -PRESENT for ADA and FSP purposes provided they are
documented to be with a campus official (nurse, other teacher, counselor, principal, monitor, etc.,).
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=  Each teacher or other school employee who records student attendance must certify, in writing, that
all such attendance 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 by signing and dating the record of attendance, either electronically in TEAMS
and/or paper attendance records.

= Teachers and staff must never record manual entries in pencil, use liquid correction fluid, or use a
signature stamp on any official attendance records.

= District staff members must always use ink to make manual entries or corrections to official
attendance records. If errors are made on any official attendance document, the staff member making
the correction must strike through the error, enter corrections nearby, and initial.
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Classroom Teachers

The teacher enters his/her students’ attendance information electronically using the TEAMS software
system. The system recognizes the teacher’s role from his/her unique login credentials and displays
electronic rosters for teacher’s classroom to mark the attendance. At the official attendance time, the
teacher takes roll and POSTS the attendance to his/her electronic roster to create an official record (see
example below). The POST button captures the teacher’s electronic signature and time/date stamps the
record. Because the default attendance code in TEAMS is P for Present, teachers must select the ‘A’ radio
button to mark a student as absent. All student absences posted as ‘A’ by a teacher are considered
unexcused for compulsory attendance purposes.

Note: Upon receipt of signed, dated and complete documentation, PEIMS Clerks may override and
correct the teacher’s posting of student attendance and apply the correct attendance code.
Documentation must be retained on file for audit purposes.

HOMERQOM ZND OR - HRO2 Section: 001 Termi S2 Period: AT 06-04-2008 (Wednesday) Brown, K

Student Roster

View: |[lass Roster in List View

; Scludul:
|Clau Raztar in Lizt Viaw

s T Local ID GL [SCH

,_
=

5 inks
Homeraom S&at Asslanment e 795741 M¢ 0z 1z2 & @ Q@ 0 0 6 =
[&dd/Delete Saating Charts] - 792009 F a2 126 3, o @ o o B
© 795192 M iz 122 F @O O O G
SR 792014 F iz 12 5 QO O O 6
Lewis, Dwight Walter ~ 795331 M oz 126 F G @ o e B
Lewis, Lonnie Jsmes w 793781 M 02 126 I G G o e B
Millz, David Antheny Ray (ol 788682 M iz o1z QO 6 006
Minnard, Camaron James & C 795047 mo ooz 122 F @O 6 O 6
Mitchell, Shunteris Janay w 792051 F 0z 126 & G @ o o @
3 Peswy, Anthony (Patrick) Franklin ® TIE044 M 0z 122 3 @O 6 00
Popillion, Alesus Brianns & C 795736 2 F 0z 12 QOO 00
Powell, Angel Renee r "3% F iz 12 H QO 6 O 0O
Pugnte, Brigzs [ 795054 F iz 1z 3 QO 6 O 6O
Seoty, Juztin Marquis & 798436 M iz 1z F QO @ O 0O
Shahzad, Muhammad Balal & C 795329 M iz 1z F QOO O O
stephenzon, Sydney Diana & O 795059 F 02 12z & @O0 06 T
record count: 12 of 18
| Bost | Cancel || Print |
[oropped stwideowes 0000000000000 |
Sort | Clear  Sorted by: (default)
Student Hame Drop Date Local ID < GL  |SCH  |Links

record count: 0 of O

WARNING:

Attendance must not be taken by students or classroom aides and clerks that do not meet the
requirements of a highly qualified paraprofessional. Further, teachers may not take or record official
attendance when they are absent from class at the official attendance time (attending a meeting,
workshop, conference, sick leave, etc.,). Using a student-“sign-in” sheet to record attendance is not an
acceptable method of taking roll and will result in the attendance being disallowed. Even having students
to print their own names on a sign-in sheet that the teacher later signs and dates will cause attendance
to be disallowed by TEA auditors.

55| Page



Beaumont ISD Student Attendance Procedures Manual

Substitute Teachers

Long-term, (permanent) substitute teachers, as classified by Human Resources, may be assigned user
credentials to electronically take attendance in TEAMS. If provided software access, these staff persons
will enter student attendance in the same manner as the regular classroom teacher. If the staff person is
not provided with access, then he/she will enter attendance using a paper roster in accordance with
guidelines for short-term substitute teachers.

Short-term, substitute teachers are not assigned user credentials to take electronic attendance in TEAMS.
These temporary employees will take and record attendance using a paper class roster (as shown in the
example below) at the official attendance time. The paper roster must include the course/section taught,
be signed and dated (black or blue ink only) by the substitute teacher and submitted to the PEIMS Clerk
for manual entry of the attendance data into TEAMS. The paper roster must be filed for audit purposes
in the daily attendance folder.

PAPER ATTENDANCE ROSTER PROTOCOL - The substitute should circle the name of absent students and
write the letter ‘A’ or ‘Absent’ next to the name(s). In the event all students are present, the substitute
teacher must write “All Present.”

Campus:  Eloebomnet High School Student Class Roster Dae: B
FY: 20z for 12-05-2007 Time: i
Calendar: Tradihonal
Cowrse  Description Dunation Section  Teacher Name Signature Room
1573 SPANISH2 ¥R 2 10826 205 SUTA2
D Gender Campus  Cowrse Section  Grade Pant Status
Abrams, Elizsheth Am 94210 F 11 Fralized
Avery, Alexandra Claire %4170 F 11 Fmalized
Davis, John Raymond 55) 86 10654 M 12 Withdrawn
Detter, Douglas Robert - 4052 M 11 Finalized
Douglss, Renee Elaine 555) 423 - 4702 94020 F Finalized
Durant, Allison Anrette (555) 423 - 4457 94460 F Teacher Must Fizalized
Flores, Laura Elizsheth (555)377- 1361 3475 F Fralzed
M w 55 -
o = X Signand Date -
Greenfield, Charlotte Jean (555)377-3334 66216 F P - 1 Finalized
Hendnz, Derek Maloolm 33997 M aper Roster in Frmalzed
Hughes, Maria Anna (555)377-7222 99314 F Finalized
Ingstrom, James Raymond 34850 M Black or Blue Ink Fmalzed
King, Jacob Issac 24045 M Fmalized
Kyle, Allen Charles 98011 M Fmalized
Leonsrd, Jesmine Hannsh (555)633- 370 34438 F 1 Fizalized
Mayes, Thomas Bradley 30847 M 0 Finalized
Miller, Disna Renee (555)360 - 6833 347 F 0 Finalized
Moore, Samuel Devid 3053 M ’% pm 0 Fralized
Randall Antorio Chasles (555)377-892 34628 M 1 Finalized
Reyes, Mary Alce 2504 F W S”"W 1 Fimalzed
Robertson, William Stanley 34507 M 0 Frnalized
Rodriguez, Robert Michael 555) 423 -0 99219 M 1 Finalized
Salazar, Richerd David 3W15 M 4/ 7/ 7).4 1 Finalized
Tate, Anne Mane 94352 F 0 Fmalized
Student Total: 2
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Taking Attendance - Non-Traditional Circumstances

Attendance Taking during Power Outage/Technical Failure /System Lockout

In the event of an error or if the TEAMS software system is unavailable, the teacher is to mark the attendance information
on a paper roster, sign (in black or blue ink), date and submit the paper roster to the campus attendance office for manual
entry into the SIS. The clerk will enter the attendance in the TEAMS software once the system becomes available based
on the paper roll and retain the documentation in the daily attendance work folder for audit purposes.

Attendance Taking and Delayed Start of School

If the district’s superintendent delays the start of the school day for one or more campuses for a reason related to health
or safety (for example, because of flooding or bad weather), campuses may choose an alternate attendance-taking time
for that day. This provision does not apply to a delayed start of the school day for a reason unrelated to health or safety
(for example, the funeral of a student or teacher).

If the district delays the start of the school day and the campus(es) uses an alternate attendance-taking time, the
campus PEIMS Clerk and campus principal should complete, sign and date the district’s Alternate Attendance Time Form
and submit to the Student Services Department to change the official attendance time in the SIS. The form must be
maintained to document the alternate attendance time, the attendance recorded at that time, and the official reason
for the delayed attendance taking.

Attendance Taking during Testing Days

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

PROTOCOL: The campus PEIMS Clerk and campus principal should complete, sign and date the district’s Alternate
Attendance Time Form [see appendix] and submit to the Student Services Department at least 3 days prior to the
requested change. Once reviewed and approved, Student Services will change the official time in TEAMS as applicable.
The form shall be maintained in the daily attendance folder to document the alternate attendance time and the official
reason for the change.

Note: If the district exempts certain students from taking final exams, note that the exemption does not exempt the
students from the 2-through-4-hour requirement. Also, a student who is exempt from taking exams and who attends
school on an exam day only to “sign in” during the attendance-taking time has not met the minimum 2-through-4-hour
requirement for that day. A student must either be provided the appropriate number of hours of instruction or be
counted absent.

Example:

A high school exempts a student from having to attend finals if the student maintains a certain average in the class and
has no more than three excused absences. On the day of the final, 100 students did not attend school until 1:00 p.m.
Official attendance was taken at 9:30 a.m. The 100 students will be marked absent for FSP funding purposes since they
were not in attendance at the official roll call.
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Attendance Taking for Students Assigned to In-School Suspension

In-school suspension (ISS) provides an alternative to out-of-school suspension. ISS provides an in-school opportunity for
them to complete and receive credit for class assignments and allows students to be counted present when complete
documentation is on file

PROTOCOL: The ISS Teacher/Monitor will record the date, names and ID numbers of all students; and the times the
students entered and exited the ISS room on the district’s ISS Tracking Log. The log must be signed (in black or blue ink)
and dated by the ISS Teacher/Monitor and submitted to the campus attendance office for manual entry into TEAMS. For
secondary campuses, the log should be completed and submitted each class period.

Attendance Taking for Students Assigned to the Minnie Rogers Residential Facility

The Minnie Rogers Juvenile Justice Facility is a Texas Juvenile Justice Department (TJJD) pre-adjudication residential facility
located within the boundaries of the Beaumont ISD. The TJJD is not eligible to receive FSP funding and does not report
student attendance to the TEA. Educational services for students assigned to the facility are provided by Beaumont ISD.
Students served at the campus, both in-district and out-of-district students, are enrolled and scheduled into courses at a
BISD campus based on attendance boundaries or previous school enrollment records.

PROTOCOL: A daily intake/exit roster is via fax or email to the Student Services Department. The roster is analyzed by a
Student Services specialist and the student information is disaggregated by campus and entered onto the district’s
attendance spreadsheet. The spreadsheet is signed by the Student Services specialist and disseminated to campus
PEIMS Clerks, registrars, and counselors, denoting students to enroll/schedule, count present, and/or withdraw. Once
attendance is recorded, the spreadsheet is maintained in the daily attendance work folder for audit purposes.

Attendance Taking for Students Assigned to the JJAEP

A JJAEP is not eligible to receive FSP funding and does not report student attendance to the TEA. BISD students assigned
to the JJAEP are enrolled and scheduled into courses at the JJAEP campus (123910011). The students have attendance
recorded and reported by the district in accordance with the executed Memorandum of Understanding (MOU) and TEA
rules. Generally speaking:
= Students with a mandatory expulsion to the JJAEP are not eligible to generate ADA, but must still have
attendance recorded for compulsory attendance and attendance for credit purposes.
= Students with a discretionary expulsion to the JIAEP are eligible to generate ADA

PROTOCOL: The JJAEP student is enrolled and scheduled into courses by designated staff at the district’s DAEP campus.
The principal of the JJAEP will email/fax a daily attendance roster to the DAEP staff (a backup copy may also be sent to
Student Services). The clerk/ADA specialist will use the roster as documentation to manually enter an attendance record
for students assigned to the facility. Once attendance is recorded, the roster will be filed in the daily attendance folder for
audit purposes.
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Attendance Taking for Field Trips/School-Sponsored Activities

When students participate in school-sponsored events/activities, their attendance shall be recorded by the
sponsor/teacher on the proper form and submitted to the attendance office for manual entry into TEAMS. The form
must be signed and dated in ink to certify the attendance.

Attendance Taking for Homebound Students

Students who meet eligibility requirements for the homebound program are eligible to generate ADA based on the
number of hours the student is served at home or hospital bedside by a certified teacher each week. (Note: Special
education homebound students must be served by a teacher certified in special education). Eligible days present are
determined each week. For homebound purposes, a week starts Sunday and ends Saturday. Service hours cannot be
accumulated and carried forward from one week to the next, and service hours must not be applied to a previous week.

PROTOCOL: The student’s homebound teacher will complete the district’'s PEIMS Homebound Weekly Attendance
Verification Form. The homebound teacher or coordinator will fax/email the log to the campus PEIMS Clerk for manual
entry of attendance data based on the amount of time the student was served during the week. The PEIMS Clerk must
check for teacher signatures and dates and that all fields are appropriately filled out before coding attendance. The
homebound log will be retained in the student’s attendance folder for audit purposes.

BEAUMONT INDEPENDENT SCHOOL DISTRICT
PEIMS HOMEBOUND WEEKLY ATTENDANCE VERIFICATION FORM

STUDENT Name: [res FinsT MicoLe

STUDENT ID#: [T BIRTH: (MDD TYY): GEwoER: - MALE FEMALE

HOME CaMPUS: GRADE LEVEL:

TrPE oF HOMEBOUND SERVICE PROVIDED: DiGenena Eo DPrecnancy Reaten Osrecias Evucanion

HOMEBOUND TEACHERS MUST SUBMIT THIS FORM TO THE HOME CAMPUS A]TENDAMWH FRIDAY!
Repertina Week Besinning (MMDD/YYYY )R Endin: ru/nw/

Dar DaTE ATTENDANGE ArrivaL TIME }v/ & Time
(EX. 9:00 AM) HART)
Sumn SENT. PRESENT
== = a
Tue AgsEN
. Q\¢
Fri ‘ & /
Total Weet ...,\.\ {oums) Tetal Weekly Days in Attendance:
Weekl is based on the lollw\g nstructional hours the student is serves
.

A-wmo 1'- SeRvED PER Wi

s mu
__ 2ormare haurs

*Note: Instructional hours

HOMEBOUND TEACHER'S NAME: (Prmer]

HOMEEOUND TEACHER'S SIGNATURE:

DATE (MDDIYYTY R

Date Rec'd By Clerk: Clerk Signature:

Attendance Taking for School Closures (Weather or Safety)

In the event the official attendance is interrupted due to bad weather or threat to safety, the district will follow the
protocols listed in TEA SAAH Section 3.8.3 to process attendance.
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Processing Attendance Corrections

Manual Entries or Corrections to Student Attendance

Students that have checked in or out during the day will need their absence record modified to indicate reason absent.
Period absences may need to be added. Students who are present in ISS, in Juvenile Detention, or Homebound are marked
absent by the teacher of record but calculated as present for PEIMS funding by use of the appropriate absence reason
code. Students who are suspended are marked with an excused absence by using the appropriate absence reason code.

District staff members must always use ink to make manual entries or corrections in the attendance records, on daily
absence slips, on 6-week absence reports and on daily summary sheets. Staff members must never record manual entries
in pencil, use liquid correction fluid, or use a signature stamp. If errors are made on any official attendance document, the
staff member making the correction must strike through the error, enter corrections nearby and initial.

When an error occurs with a student’s attendance an Attendance Correction Form must be submitted to the Attendance
Office. The form must be completed by a teacher and include the teacher’s signature and date.

Deleting Absences

Student absences are ONLY to be deleted in the case where an error for entry has been made AND only if acceptable
documentation is on file to support the deletion.

Attendance System Controls

Attendance “Lockout” Validation

To ensure compliance with the TEA SAAH for taking attendance at an established official attendance time, a lockout
feature has been implemented to help ensure teachers enter attendance in TEAMS as close to the attendance snapshot
(within 15 minutes) or be locked out of the system. Once the lockout feature is engaged, teachers are required to submit
official attendance by paper roster.

“Unbatched” Attendance Accounting Validation

Failure of the teacher or PEIMS Clerk to POST attendance for any official attendance course/section, results in uncertified
attendance records. Because the TEAMS attendance accounting software system operates as a positive attendance
system, whereby all students are deemed present until physically marked as absent, without a supplemental attendance
verification procedure, these records may inadvertently be accounted for generating state funding.

An internal attendance system control has been added to the TEAMS software to avoid claiming funding on uncertified
(unposted) attendance. The automated process occurs through a nightly batch process and enables the district to create
student attendance records for all students in sections where the teacher did not post attendance for the class for the
day or the PEIMS Clerk did not post attendance based on supporting documentation received from the teacher/authorized
school official. Records created by the unbatched process will appear in the student attendance file as code: UNB
(Unexcused-Unfunded). This attendance is excluded for state funding purposes until such time student attendance
records are manually certified by a teacher (authorized substitute) and corrections are entered in TEAMS by the
attendance personnel based on complete, supporting documentation.
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Special Program Coding

All students earn state funding (FSP) for each day in attendance. Students who are eligible, identified, and served in a
special program, such as Special Education, Bilingual/ESL, Career and Technology, etc, earn additional state funding. To
claim a student for special program funding purposes, complete documentation that proves eligibility of the student
must be on file.

At the district and campus level, specific personnel are accountable for ensuring eligibility in various special programs.
Guidance for each special program is contained in the TEA SAAH. In no case should a registrar, PEIMS Clerk or data entry
clerk be assigned the responsibility of determining a student’s special program eligibility. Section Ill, General Attendance
Requirements, of the TEA SAAH defines the special program director’s/authorized designee’s role as follows: Special
program directors and staff members are responsible for reviewing special program data and totals for accuracy and
completeness. They are also responsible for ensuring that attendance personnel are aware of any changes in a student’s
services and the effective date of those changes. However, input of this information in TEAMS and filing appropriate
documentation may be the responsibility of the clerk or others at the campus or district level.

Guidance for each special is contained in the SAAH. Excerpts for special programs address the unique provisions of each
program. Due to the changing dynamics associated with staff turnover, staff positions are assigned to the coding
associated with special program coding rather than staff names. The major roles of the special program coordinators will
be to: 1) ensure that all required documentation for entry and exit from special programs is on file for audit purposes
and 2) review and approve data on a regular basis for PEIMS submission.

Bilingual /ESL Education

All Bilingual/ESL coding and documentation shall be in accordance with Section 6 of the TEA SAAH. The Director of
Bilingual/ESL Education is responsible for reading and adhering to the Bilingual/ESL attendance accounting rules in Section
6 of the SAAH. He/she is further responsible for providing training or ensuring training opportunities are available on these
rules to all ELL specialists assigned the responsibility for ELL coding.

The campus ELL specialist, as designated by the principal or Bilingual/ESL Director, is responsible for identifying and
assigning codes for ELL students. The ELL specialist should provide names and complete coding information of students
who are eligible for the program and whose documentation is in order, to data entry staff to enter the data into TEAMS
and file the documentation for audit purposes. Any changes or additions to Bilingual/ESL coding in the SIS must also be
documented and maintained in the student’s cumulative folder.

To be eligible for Bilingual/ESL state funding, a student in the Bilingual/ESL education program must meet the following

requirements:

= Have alanguage other than English indicated on the home language survey

= Be considered Limited English Proficient (LEP) because of the student’s test score fell below the cutoff scores as noted
below:

= Grades PK through 1%%: scored below an oral language proficiency test (OLPT)

= Grades 2 through 12: scored below an oral language proficiency test (OLPT), or a norm-referenced standardized test
in English (reading and language arts);
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= Be recommended for placement in the program by a language proficiency assessment committee (LPAC); and
= Have arecord o parental approval to place the LEP student in a Bilingual or ESL education program. (Parent must sign
and date a permission form).

Note: The district must place the student in the Bilingual/ESL program on the date the LPAC recommends placement, but
may not count the student for BIL/ESL state funding until the written, parental approval is received. If a parent denies the
placement, the district must discontinue serving the student in this program. The state funding is effective on the date
the parent approval is received.

A student shall be withdrawn (exited) from the Bilingual/ESL program when one of the following occurs:

=  Student withdraws from the campus,

= The LPAC classifies the student as English proficient, or

= The parent requests in writing to remove his or her child from the program and place the child in a regular education
classroom.

Once a student has met the criteria for exiting the bilingual or ESL program, the district must notify the student’s parent
of the student’s reclassification as English proficient and obtain parental approval for his or her exit from the BIL/ESL
program.

For a student who withdraws from the district, the date the student is withdrawn is considered the effective date of
change. Data entry staff record this effective date in TEAMS and BIL/ESL days are no accumulated for state funding
purposes.

For a student who has been classified as English proficient at the end of the school year, the first day of the following
school year is the effective date of change. It is rare to change LEP-related codes during the school year.

Career and Technical Education (CTE)

All CTE coding and documentation shall be in accordance with Section 5 of the TEA SAAH. The Director of Career and
Technical Education is responsible for reading and adhering to the Career and Technical Education attendance accounting
rules in Section 5 of the SAAH. He/she is further responsible for providing training or ensuring training opportunities are
provided on these rules to all CTE counselors/specialists assigned the responsibility for CTE coding to ensure compliance
with laws, rules and regulations related to CTE.

At the secondary level, the principal and counselor should develop a campus master schedule to include all approved CTE
courses. All teachers assigned to teach CTE courses must be qualified and certified to teach the assigned CTE course(s).

PROTOCOL: The class schedule shall be the primary record that the student was enrolled and participating in a CTE course.
A CTE indicator of 1 will be assigned by the CTE calculations run in TEAMS based on the student’s schedule. The Director
of Career and Technical Education will work closely with high school counselors to evaluate, verify and enter/update CTE
indicators of 2 based on a student’s schedule, participation in a coherent sequence and complete four-year plan on file.
All supporting documentation will be maintained in the student’s cumulative folder.
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Students in grades 6 through 12 are eligible to be served in CTE programs; however, only students in grades 9 through 12
are eligible for CTE contact hours (funding). The maximum number of contact hours that may be claimed for a student is
six (6) contact hours. The CTE code for each course is determined by the average minutes per day of instruction in a CTE
course(s). The total CTE code is calculated by adding the CTE code for each student (s). The following chart is used to
determine the CTE codes to use for coding students.

CTE Code Average Minutes per Day in CTE Course
V1 45-89 minutes
V2 90-149 minutes
V3 150-180+ minutes

Due to funding implications, CTE courses should not be deleted from a student’s schedule. A student shall be withdrawn
from the CTE program with a proper effective date when one of the following occurs:

1. Student withdraws from the campus, or

2. The student changes his/her class schedule and ceases to be enrolled in a CTE course, or

3. His instructional environment changes, i.e.: DAEP, no CTE teacher.

The counselor is responsible for notifying the PEIMS Clerk when a student schedule change occurs.

General Education Homebound

Any student who is served through the GEH program must meet the following three criteria:

e The student is expected to be confined at home or hospital bedside for a minimum of 4 weeks. The weeks need not be
consecutive.

e The student is confined at home or hospital bedside for medical reasons only.

o The student’s medical condition is documented by a physician licensed to practice in the United States.

A student served through the GEH program at home or hospital bedside must be served by a certified general education
teacher. Over the period of his or her confinement, the student must be provided instruction in all core academic
subject area courses in which the student is enrolled. In addition, over the period of confinement, the student should be
provided instruction in all other courses the student is enrolled in, if possible.

GEH Committee

A designated campus committee must make decisions regarding GEH placement. Members of the committee should
include but are not limited to the following: e a campus administrator, e a teacher of the student, and e a parent or
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 or hospital bedside. If instruction is to be provided at home or hospital bedside,
the GEH committee determines the type(s) and amount of instruction to be provided.

In making these decisions, the GEH committee must consider information from the student’s licensed physician.
However, documentation from the licensed physician is not the sole determining factor in the committee’s decision-
making process.

In qualifying a student for and providing the student GEH services, the following documentation is required:
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e a district-developed form that documents GEH committee decisions regarding whether a student is to be
served through GEH,;

e documentation on the form of the GEH committee’s decision regarding the type(s) and amount of instruction
to be provided to the student, including the designated amount of time per week that instruction will be
provided;

e a note from a licensed physician stating that the student has a medical condition that requires the student to
be confined at home or hospital bedside for a minimum of 4 weeks;

e documentation of the day(s) homebound instruction started and stopped; and

e the teacher’s homebound instruction log.

A general education student served at home earns eligible days present based on the number of hours the student is
served at home by a certified teacher each week. The following is chart is used to calculate eligible days present:

Amount of Time Eligible Days Present
Served Per Week Earned per Week
1 hour 1 day present
2 hours 2 days present
3 hours 3 days present
4 hours 4 days present (if 4-day week)
5 days present (if 5-day week)
More than 4 hours 4 days present (if 4-day week)
5 days present (if 5-day week)

PROTOCOL: General education students receiving homebound services shall be coded “present” (HBO) for attendance in
accordance with the TEA SAAH homebound requirements. Specifically, the certified general education teacher that
provides homebound instruction shall submit a weekly homebound attendance log to the PEIMS Clerk every week
detailing the amount of time instructional services were provided in accordance with the chart above. If the student was
eligible for homebound service, but did not earn days present, the student shall be coded as, excused, eHB for
compulsory attendance purposes.

Gifted and Talented Education

The Gifted and Talented Program Supervisor/Coordinator is responsible for reading and adhering to the Gifted/Talented
attendance accounting rules in Section 8 of the TEA SAAH. He/she is further responsible for providing training to campus
G/T specialists or principal’s designees on these rules.

PROTOCOL: Designated staff persons determine that a student requires educational experiences beyond those normally
provided by the regular school program and meets all additional program qualifications. The designee should provide
names and complete coding information of students who are eligible for the program and whose documentation is in
order, to data entry staff to enter the data into the SIS and file the documentation for audit purposes. Any changes or
additions to G/T coding in TEAMS must also be documented and maintained in the student’s cumulative folder.
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Prekindergarten Program

All prekindergarten coding and documentation shall be in accordance with Section 7 of the TEA SAAH. Elementary
principals who operate PreKindergarten programs on their campus are responsible for reading and adhering to the
PreKindergarten attendance accounting rules in Section 7 of the TEA SAAH. The administrator is further responsible for
providing training or ensuring training opportunities are provided to campus counselors, PEIMS Clerks and other
designated staff on these rules.

To be eligible for prekindergarten state funding, a student in the district’s PreK program must be 3 (Head Start) or 4 years

of age on September 1% of the current school year and meet one of the following state requirements.

= Unable to speak and comprehend the English language (documentation: home language survey, oral language
proficiency test and LPAC documentation)

=  Educationally disadvantaged (eligible for NSLP free or reduced lunch program)

= Be homeless

=  Be the child of an activity duty member of the armed forces or a child of a member who was killed or injured while
serving on active duty

= Have ever been in the conservatorship of the Texas DFPS (foster care) following an adversary hearing.

BISD’s PreK classes operate on a full day basis, but are funded on a half-day basis. Students who meet the eligibility
requirements for the PK program should be coded half-day (ADA code 2). Students in PreK are also eligible for other special

programs such as special education (PPCD) and bilingual/ESL, provided they meet requirements for these programs.

*Note: Because students who are enrolled in Head Start are automatically eligible for the NSLP, all Head Start students
are enrolled into the state-funded PK program.

The following table shows the ADA eligibility codes to use for students served in the PK classroom.

ADA Eligibility Coding for Students Served in a PK Classroom
Student Age ADA Eligibility Code

A student eligible for PK!served in the PK classroom

3or4 2 half-day
by a PK teacher for % day
A student eligible for PK! served in the PK classroom

3or4d 2 half-day
by a PK teacher for the full day
A student ineligible for PK? served in the PK o

3or4d 5 ineligible half-day
classroom by a PK teacher for % day
A student ineligible for PK? served in the PK o

3or4d 4 ineligible full-day
classroom by a PK teacher for the full day
A student eligible for PK* and special education
(PPCD) served in the PK classroom by a PK teacher 3or4d 1 eligible full-day
for % day and served in the PPCD for % day?
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PROTOCOL: Student eligibility for PreK is determined by the campus principal/principal’s designee using the annual PreK
qualification application and supporting documentation. The principal/authorized designee should verify eligibility of all
PreK students in accordance with TEA guidelines. The PEIMS Clerk/registrar will enter the appropriate coding information
into TEAMS and file the application and documentation in the student’s folder for audit purposes. Any subsequent changes
to data must also be properly documented and maintained in the student’s cumulative folder.

Pregnancy Related Services (PRS) Program

Beaumont ISD chooses to offer a Pregnancy Related Services program to its students, which are support services, including
compensatory education home instruction (CEHI) that a student receives during the pregnancy prenatal and postpartum
periods to help her adjust academically, mentally, and physically and stay in school.

All PRS program coding and documentation shall be in accordance with Section 9 of the TEA SAAH. The Executive Director
of Special Education is in charge of the PRS Program in conjunction with the Director of Nursing Services and is responsible
for reading and adhering to the Pregnancy Related Services attendance accounting rules in Section 9 of the TEA SAAH.
He/she is further responsible for providing training or ensuring training opportunities are provided to campus counselors,
assistant principals, nursing staff and other designated staff on these rules to ensure that coding and documentation is
compliant with laws, rules and regulations related to the PRS program.

The school nurse in partnership with the campus counselor, is responsible for identifying and initiating the paperwork for
students who are eligible for pregnancy related services. This paperwork is forwarded to the Supervisor of Guidance and
Counseling for verification. The Supervisor of Guidance and Counseling is responsible to “code a student as PRS,” in TEAMS
once all eligibility requirements are met, complete documentation is on file and services begin.

If the district serves prenatal students with on-campus support services, it will receive 2.41 PRS weighted funding effective
the date the services begin provided documentation of regular, routine support PRS support are on file. Note: Sporadic
occurrences of support services do not qualify the district for funding.

PRS students may simultaneously participate in other state-funded programs (special education, career and technical
education, bilingual or ESL education), provided all eligibility requirements of the other programs are met and
documentation of those programs is on file as well.

PROTOCOL: PEIMS Clerks will code the attendance data for PRS students receiving CEHI services based on the weekly
homebound forms that are to be turned in to the PEIMS Clerk weekly by the teacher performing the CEHI services.
Eligible days present are based on the number of hours the student receives while she is served at home or hospital
bedside by a certified teacher as shown on the chart below. Each day present shall be coded — HBO in the student’s
attendance record in the TEAMS software system. If the student was eligible for homebound service, but did not earn
days present, the student shall be coded as, excused, eHB for compulsory attendance purposes.

66| Page



Beaumont ISD Student Attendance Procedures Manual

PRS Funding Chart

Amount of Time Provided CEHI .
PRS Eligible Days Present Earned per Week

per Week
0 hours 0 days present PRS
1 hour 1 day present PRS
2 hours 2 days present PRS
3 hours 3 days present PRS

ah 4 days present PRS, 0 days absent (if the week is a 4-day week)
ours
5 days present PRS, 0 days absent (if the week is a 5-day week)

4 days present PRS, 0 days absent (if the week is a 4-day week)
More than 4 hours . .
5 days present PRS, 0 days absent (if the week is a 5-day week)

Special Education

All special education coding and documentation shall be in accordance with Section 4 of the TEA SAAH. The Executive
Director of Special Education is responsible for reading and adhering to the Special Education attendance accounting rules
in Section 4 of the TEA SAAH. He/she is further responsible for providing training or ensuring training opportunities are
provided to designated staff persons on these rules to ensure compliance.

To be eligible to receive a special education, as student must be a child with a disability as defined in 34 Code of Federal
Regulations (CFR), 300.8(a) subject to the provisions of 34 CFR, 300.8(c); the Texas Education Code (TEC) 29.003; and 19
Texas Administrative Code (TAC) 89.1040. The determination of whether a student is eligible for special education and
related services is made b the student’s individualized family services plan (IFSP) committee (for children from birth
through age 2) or admission, review, and dismissal (ARD) committee (for a student aged 3 years or older).

PROTOCOL: Once the ARD committee provides a student’s coding information, special education coding data entry in

TEAMS is performed by clerical staff in the Special Education Department. All supporting documentation is retained on
file for audit purposes by the Special Education Department.

67| Page



Beaumont ISD Student Attendance Procedures Manual

Special Education Homebound

A student who receives special education and related services in the special education homebound instructional
arrangement/setting earns eligible days present (generates contact hours and thus funding) based on the number of hours
the student is served at home or hospital bedside by a certified special education teacher each week.

The following chart is used to calculate eligible days present for special education homebound:

Amount of Time Eligible Days Present
Served Per Week Earned per Week
1 hour 1 day present
2 hours 2 days present
3 hours 3 days present
4 hours 4 days present (if 4-day week)
5 days present (if 5-day week)
More than 4 hours 4 days present (if 4-day week)
5 days present (if 5-day week)

PROTOCOL: Special education students receiving homebound services shall be coded “present” (HBO) for attendance in
accordance with the TEA SAAH homebound requirements. Specifically, the certified special education teacher that
provides homebound instruction shall submit a weekly homebound attendance log to the PEIMS Clerk every week
detailing the amount of time instructional services were provided in accordance with the chart above. If the student was
eligible for homebound service, but did not earn days present, the student shall be coded as, excused, eHB for compulsory
attendance purposes.

A student shall be withdrawn from the special education program when one of the following occurs:

= Student withdraws from the district,

= The ARD determines that the student is no longer a child with disability and therefore no longer eligible for

special education, or

= The parent(s) revoke consent in writing for their student’s receipt of special education services
Special education staff shall notify the PEIMS Clerk/data entry clerk of the dismissal of the student from special education,
including the effective date. The data entry clerk shall post the withdrawal in TEAMS and retain documentation on file for
audit.

Other Special Programs

Attendance/Date Entry clerks may also be provided coding information for other special programs, including, but not
limited to Title 1, At-Risk, Foster Care, McKinney-Vento, Military Connection, Migrant, Economically Disadvantaged, and
more.

PROTOCOL: Upon receipt of complete, signed and dated documentation from the designated special program
coordinator, the attendance/data entry clerk will enter the proper special program code and effective date into TEAMS
and retain a copy of the documents for audit. At no time shall the attendance/date entry clerk be responsible for
determining the student’s special program code.

68| Page



Beaumont ISD Student Attendance Procedures Manual

Compulsory Attendance

Unless specifically exempted by the TEC, §25.086, a child who is at least 6 years of age, or who is younger than 6 years of
age and has previously been enrolled in first grade, and who has not yet reached his or her 19th birthday must attend
school.

PK and kindergarten students are subject to compulsory school attendance while they are enrolled in school. On
enrollment in PK or kindergarten, a child must attend school. However, if a child has not reached mandatory compulsory
attendance age (6 years old as of September 1 of the current school year) the child’s parent or guardian may withdraw
the student from school, and the child will not be in violation of compulsory attendance.

A person who voluntarily enrolls in or attends school after turning 19 years of age is also required to attend school each
day. If a person who is 19 or older and is enrolled in public school has more than five consecutive unexcused absences in
one semester, the school district may revoke the person’s enrollment for the remainder of the year. If enrollment is
revoked, the student’s presence on school property is thereafter unauthorized and may be charged with trespassing. Note:
A student withdrawn under this criterion will be considered a ‘dropout’ for accountability purposes.

Attendance Intervention Protocol

If a student has been absent without excuse on three days or parts of days within a four week period, the school district
shall issue a warning notice to inform the parent, (A) of their duty to monitor the student’s school attendance and require
the student to attend school (B) the student is subject to truancy prevention measures in addition to other statutory
requirements in existence and request a conference between school officials and the parents to discuss the absences.
Failure to schedule and attend such a conference may serve as evidence of criminal negligence of failure to require
attendance.

Further, if the student is absent without excuse on 10 or more days or parts of days within a six month period in the same

school year, the district may:

= refer the student, age 12-18, to Truancy Court for prosecution under civil actions if applied truancy prevention
measures are not succeeding, and/or

= file a complaint for criminal prosecution against the parent/guardian for criminal negligence. This offense may be
punishable by fine only with fines ranging from: $100 for the first offense to $500 for fifth or subsequent offenses.
(Note: Each day the child remains out of school may constitute a separate offense).

Note: The district is prohibited from referring the following students to truancy court and for truant conduct and must
provide counseling: pregnant students, homeless students, students in foster care, and students who are the principal
income earners for their family,

Excused Absences for Compulsory Attendance Purposes

A child not exempt from compulsory attendance laws may be excused for temporary absence resulting from any unusual
cause acceptable to the campus administrator of the school in which the student is enrolled. The temporary absence
may be the result of, but not limited to: 1) personal sickness, 2) family emergency, 3) religious holy day, 4) documented
juvenile court proceeding, 5) board-approved extracurricular activity, or 6) approved college visitation.

In addition, “tardies” generally are not considered absences for purposes of compulsory attendance enforcement.
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First Day Attendance Accounting Procedures

Purpose:

To obtain an accurate first day ADA count of students for TEA attendance accounting purposes.

No student may be counted as absent on the first day of school. Absences do not begin until the student has

attendance recorded for at least one day in school. A student that is expected to be present on the first

day of school, but is not physically present at the time of official attendance is considered a "NO-

SHOW."

General Overview:

To provide excellence in customer service to families, student registration opportunities shall extend

throughout the course of the school day in a designated campus location. For official attendance accounting

purposes:

Only students who are documented to be present with the classroom teacher or school official at
the time of the campus’ attendance snapshot time shall be included in the ‘first day’ official ADA
count for TEA reporting purposes. These students shall be entered in the TEAMS SIS with an
enrollment date effective for the first day of school.

Students who are arrive after the attendance snapshot time may still register and participate in the
general school day activities (classes, lunch, breaks, etc.,), but will not be recorded in the first day’
official ADA count. These students will have an enrollment date in TEAMS effective the next school
day they are present at the attendance snapshot time and. (Note: Be sure to make accommodations with
the cafeteria for lunch as necessary, and transportation as students will not be activated in the transportation
database).

Students who are listed on the “first day’ class roster, but are not present at snapshot, shall be coded
as a ‘No-Show’ (N/S).

Unless it is an extreme emergency, there should be no movement of students between classes or to
other locations at the official attendance time to ensure accuracy in the count. Teachers should not
swap students or allow students to leave the classroom without approval from the administrator
during the count period.

Teachers will use the Class Roster and Class Tally Sheet to take roll and certify attendance.

Students out of class on campus with other school officials at the official time will be recorded on a
tracking log to reconcile with the class tally sheets for no-show for inclusion in the official attendance
count.

The Campus Principal and attendance accounting team shall balance counts from the class rosters,
class tally sheets and tracking logs to submit an official count to Student Services for PEIMS reporting.
The Principal shall sign and fax the Campus Tally Sheet to ext. 5194 to certify the first day counts.

EXPECT 100% ATTENDANCE ON DAY #1!
SAMPLE TEACHER CLASS TALLY SHEET

70| Page



Beaumont ISD Student Attendance Procedures Manual

P ENDERMNT SCHODOL DI s R1C

o$$ IRST DAY’ CLASS TALLY SHEET

& EHERJ’SUE-EIITLITE MAME: MARK AN K" TO INDICATE TEACHER ROLE:
6 A Teacher of Record

2 substitute
COURSE &: COURSE MAME: Secmion #:

OFFICIAL CLASS COUNT:

ADRIN STRATOR CONF IR RAATION
ToTaL NUMBER OF STUDENTS MARKED PRESENT (¥ ): OF COUNT.
{This court shoolkd include any studends added fo the bottam of the roster)

ADNS STRATOR CONFIRMATION
ToraL NUMBER OF STUDENTS MARKED MO-5HOW (n/5): OF COUNT.

NO-5SHOWS:
Please write the names of students marked as No-show [M/5) from the Class Roster.
Thiz Usting should match the count lished ohove.
Last Name First Name ID# Grade

I attest the informaotion listed obove is accurate far TEA afficiol ottendonce purpases.

Teacher/3ubstitute Signature Date

ATTEMDANCE OFFICE OMLY

Attendance/Data Clerk Signature Date:

SAMPLE CAMPUS TALLY SHEET
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BEAUMORNT INDEPENDENT SCHOOL DISTRICT

FIRST DAY OF SCHOOL

CAMPUS ENROLLMENT TALLY SHEET
AUGUST

Canarus Name: o$$

Cararus PRINCIPAL: ‘
OFFICIAL A‘I‘I’Z %ﬂ:

ToraL Campus -Cm OF STUDENTS MARKED PRESENT (¥ )

Tora Campus COUNT OF STUDENTS MARKED MO-SHOW (N/f5):

| attest the sbowve information is true, eccurate and correct to the best of my knowledge AMD all official first
day attendance documentation is signed and properly filed for TEA Audit Purposes.

SIGNATURE OF CAMPUS PRINCIPAL DaTE

hen campus enroliment counts are verified and balance
on the FIRST DAY of school,

FAX THIS FORM TO STUDENT SERVICES
@ 409-617-5194

- STUDENT SERVICES OFFICIAL WSE-
REC'D BY: DUATE, TINE: NOTES:

From the second day of school forward, attendance will be taken by the classroom teacher online in the TEAMS
software.

72| Page



Beaumont ISD Student Attendance Procedures Manual

Daily Attendance Reconciliation

In order to ensure that all attendance records are accurate, attendance should be reconciled daily. The following general

procedures are to be followed by campus PEIMS Clerks/PEIMS Data Entry staff to reconcile daily attendance.

VI.

VII.

VIII.

X1

Pre-post attendance based on documentation (UIL, field trip absences, etc.,)
Print class rosters for substitute teachers (if necessary)
Teachers take classroom attendance online/substitute teachers take attendance using paper slips/class roster.

Collect class rosters from substitute teachers (ensure the roster is dated and signed by the substitute teacher)
and manually post student attendance based on the class roster.

Determine which teachers have not posted attendance — Generate the Attendance Not Taken Report and
review it approximately 10 minutes after the official attendance period. Secondary schools should run this
report at each class period, but MUST generate and process this report at the Official ADA Snapshot accounting
period.

Contact teacher’s to remind them to process their attendance so the Attendance Not Taken report may be
cleared. [best practice for contact — email or send paper verification forms to the teacher’s class]. Update
student attendance based on teacher’s signed and dated documented response. Contact an administrator
immediately if the teacher does not respond.

Attach copies of substitute class rosters, verifications by teachers, field trip forms, etc., to the Attendance Not
Taken report to support the reason names are listed.

Process late students. (Raptor system, tardy slips, tardy sign-in sheets, etc., must be maintained for
documentation)

Enter and update absence codes as needed for students based on receipt of approved excuse notes, sign-in
sheets, etc.,.

Listen to messages, receive and make phone calls to parents regarding students; unauthorized absences.

Secondary Schools: Distribute, collect and process Single Period Attendance Verification forms — this can be
done electronically.

(Each teacher that marks a student Present when that student was marked Unexcused the period before or after
his/her class must verify that the student was actually present the class for that period. Likewise, each teacher
that marks a student Absent when that student was marked Present the period before or after his/her class
must verify that the student was actually absent for that period.
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Xll.  The following reports must be run/managed daily, retained and filed for audit purposes:
e Attendance Not Taken Report
e Daily Attendance Report
e Student Enrollment Report
e Campus Percentage of Attendance Report
e Daily Grid
e Any other report as designated
XIll.  Complete the Daily Work Folder Checklist:

e The checklist on the following page serves as a cover sheet for all daily work and should be completed and
signed by the PEIMS Clerk daily to certify the attendance accounting functions that have been carried out.
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BEAUMONT ISD CAMPUS ATTENDANCE CLERK

BISD OFFICIAL ATTENDANCE DAILY WORK FOLDER CHECKLIST

Campus Mame: | |

all student Attendance Reports and Documentation should be organized in the daily work folder with this form
placed on top in the order cutlined below. Be sure to complete all fields and sign and date the form on a daily basis.

Six Weeks Cyde: | =1~ az= /;I 3™ Oa"

as" m

Today's Date: \Qa]r f:

Q apprv'd alternate Time

Today's Official Attendance Time: | & O regular Time

Place & check |+ ) when item is
Item 6 verified, signed, dated & filed
?» in the daily work folder.
1 Student Eng &
2. Eampu< 6 ttend ance Report
3. | Daily AﬁWEpam
4 | Attendance Mot Taken Report|s)
Attendance Verification/Change Documents
O Paper attendance rosters
O attendance correction forms (printed emails)
c O Juvenile Detention List (if applicable)
. O Homebound Reports/Logs O check if filed in individwal student folder
O 155 attendance Lists/Discipline Referral Forms
O class admit Slips, Check-In/Check-Out Shests, Raptor Logs, Murse’s LOgs,
Principal’s Logs, etc.,
B. Field Trip Forms/Extracurricular Activity Forms
. Alternate Attendance Time Forms (for any changes to the official
| attendance period]
Student Excuse Notes for today's absences
B. O . are filed in this daily work folder
O . are filed in individual student folder
Friday folder includes, all of the abowve and cumulative:
O weekly student Enrcliment Report
O wesekly Campus Percentage of Attendance Report
9. O campus Cumulative Percentage of Attendance Report
(frosm ffiest day af schoo! to iost day [Friday] af cumraat weai)
O weekly Daily Attendance Report
O copyof attendance Grid Shest
10. | Other attendance documentation as may be applicable

signature of Campus attendance Clerk/Date

signature of Campus attendance Clerk/Date

Signature of Campus Attendance Clerk/Date

EETAIN IN FOLDER FOR AUDIT PURPOSES
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Weekly Attendance Reconciliation

Attendance vs. Discipline Weekly Reconciliation

PEIMS Clerks and personnel in charge of discipline must work together in order to have correct records.
A weekly Attendance vs. Discipline report is sent to campus staff to identify any discrepancies so that they
may be reconciled.

= Attendance personnel should receive a notice DAILY of all students who are being disciplined, so
that their absences may be entered into the computer correctly. If this information is not being
received in the attendance office in a timely manner, the administrator in charge of attendance
at the campus should to be notified.

= Students who are suspended out of school, in ISS, or in Juvenile Detention are marked absent by
the teacher of record but calculated as present for PEIMS funding by use of the appropriate
absence reason code based on supporting documentation.

= Students who are suspended are marked with an excused absence using the appropriate absence
reason code. Regular students who are suspended and pending an expulsion are counted absent
for attendance purposes.

= Special Education students who are expelled must continue to receive services. Students sent to
Pathways or Jefferson County Youth Authority (JCYA or JJAEP) MUST have a discipline record
entered showing the infraction/action that sent them to Pathways or JCYA/JJAEP.

Weekly Attendance Reports

To further verify attendance data, weekly reports are compiled and submitted to central office for
review. The following campus-level reports, along with a weekly signed acknowledgement form, should
be sent to the Student Services office each week. They should be received by 4:00 pm on Tuesday, even
if potential discrepancies exist. Campuses may receive a compliance sanction if reports are not received
by the deadline and an approval for an extension has not been granted.

= Student Enrollment Report - for the week (must be run on Friday after balancing so that the
student counts are correct.)

= Campus Percentage of Attendance Report - for the current week. This should balance with the
grid sheet.

= Daily Attendance Report — for the week. These are the student absences listed by day for the
week.

=  Copy of Computer Grid sheet — Filled out for the current week. Send the computer copy to
Debby Head. Elementary and Middle schools will need to also keep the pencil copy accurate.
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= TEA Membership by Date Report —This report only needs to be sent in at the end of the 6 weeks.
The totals should match the numbers on your grid sheet. If they do not, you must go back and
check the date that does not match up. Do not automatically change it to the TEA membership
number, pull your work for that date and check to see what has changed, it could be an absence
that you have to add back due to a suspension etc.

Leaver Reason Codes - These codes must be accurate for each student and supporting documentation
must be on file for any non-dropout reason listed. .

Schedule Changes — PEIMS Clerks should be receive a copy of schedule changes from the counselor’s
office. We must correct absences due to schedule changes, as soon as possible.

Sign & Date - All reports must be signed and dated by the PEIMS Clerk and the Campus
Principal/Administrative Designee.

The Weekly Reports Acknowledgement Form on the following page shall serve as the cover sheet for the

campus weekly reports. The form should be completed in its entirety and signed and dated by the
PEIMS Clerks(s) and campus principal/administrator to acknowledge the attendance data reported.
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ISD STUDENT ATTENDANCE REPORTS

WEEKLY ATTENDANCE ACCOUNTING REPORTS ACKNOWLEDMGEMENT

Instructions: Campus attendance clerks/administrators shall subsmit this acknowledgement fonm with copies of required

weekly/sin-weeks attendance reports.

Campus Name:

Six Weeks Cycle: m /$® /4\5‘ m . os" os™

End Date:

Percentage

Lzt =xplai
inrentives,

Cwrrent Week's Campu

Start Date; o

Current Week: / e
€ <
Days

of Att

‘ k's Current Week's Current Week's
§? Absent: Total # Student Enrollments: Total # Student Withdrawals:

&t significantly impacted campus attendance this week: [l lliness, holidays, specio! svents,
ciplingry incidents, etc.,|

REQUIRED WEEELY REPORTS

ol STUDENT ENROLLMENT REPORT - for the current wesk

CAMPUS WEEELY PERCENTAGE OF ATTENDAMCE REPORT - for the current week
QIa. Mote: This should balance with your grid sheet.

CAMPUS CUMULATIVE PERCENTAGE OF ATTENDAMCE REPORT — from the first day of school thru the
Qb last dany (Friday] of the curment week.
o3 DAILY ATTENDAMNCE REPORT — for the current week.
o4 COPY OF COMPUTER GRID SHEET — filled out for the current week. .

_ TEA MEMEBERSHIP BY DATE REPORT — This report only needs to be sent in at the end of the 6 weeks.

Qs Mote: The totals should match the numbers on your grid sheet.

COMMENTS: (Briefly axpiain ory report discreponces or why reports/dato are missing

ACKNOWLEDGEMENT

attendance

| acknowledge that | hawve reviewed and werified all reports listed for the indicated reporting period and believe all

records to be true and accurate to the best of my knowledge, or as otherwise explained. Al required

documentation is on file to support the coding of attendance records found in these reports.

Signature of Attendamce Clerk: Diafe:
Signature of Attendance Clerk: Date:
Signature of Attendamce Clerk: Diafe:
Signature of Campus Principal/Designee: Date:

For Official Use By Student Services

Date Bec'd

O Verified Balanced. O Corrections Required | Sigmature:
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1st & 4th Six Weeks - Reconciliation of Student Membership

Student membership from the teacher’s roster is to be reconciled to the attendance accounting records
at the end of the first and fourth 6-week reporting periods. The reconciliation is to verify that all
students are reported on attendance records and that “no show” students have been purged from the
attendance accounting system.

The reconciliation does not need to be conducted on the last day of the 6-week reporting period.
However, it should be conducted no later than the final week of the 6-week period. The reconciliation
should be for the official attendance period (usually second period).

A district developed form is used at the end of the first and fourth 6-week reporting 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. The district PEIMS coordinator and his or her supervisor must certify
this document with their signatures.

The Attendance Accounting Library on the Staff Portal houses all official reconciliation instructions
and forms.

Beaumont Independent School District
Write Campus Name Here: Beaumont, Texas 1 Six Weeks
Lhnpos (NG€ CAMPUS RECONCILATION
BUILDING COUNT ENROLLMENT BALANCE

INSTRUCTIONS: Alphabetize the signed/dated teacher rosters, remove No-Shaws and enter campus count detalls below
COLUMN A COLUMN B

Course & | Total | = T 1
Teacher Last Name, First Init < o Teacher Last Name, First Init. Course & Total

Section | Count

COLUMN A TOTAL | COLUMN BTOTAL | |

+ Total from # Column A CENTRAL OFFICE USE ONLY

+ Total from # Column 8

" 4Total & of ADA 0 students not scheduled | E
" = CAMPUS ENROLLMENT TOTAL | ¢

Attendance Clerk Signature: _ /7 /7 F ! £ # FZAE Date: (¢

Campus Principal Signature. yaadd ik AL S il Date: _ L4

VERIFIED BY:

Signature of District PEIMS Supervisor: Date:
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Six Weeks TEA Attendance Reports Reconciliation

After daily/weekly attendance transactions and corrections have been completed for the Six Weeks
period, verification of the Student Detail Report, Campus Summary —Principals Report and District
Summary — Superintendents Report are required. Step-by-step instructions are sent to
principals/attendance accounting staff to validate attendance data for the reporting period as shown in
the quick reference items on the following pages. Once verified, reports and acknowledgements are
stored in the TEA Attendance Audit Binder for audit purposes.

BEAUMOMNT - -INDEPEMNDERNT- -FSCcCHODOL-D1sTRILCT1T

TEA-PEIMS-DATA-QUALITY-—1q]

Quick-Reference-Guide-to-Understanding-+
Verification-of-TEA-Attendance-Audit-ReportsT]

INTRO-TO-TEA-REQUIRED-ATTENDAMNCE-REPORTSY

When- schools- consistently- implement- verification- procedures. within- their- daily- activities,- the- efforts. result- in-
increased-data-quality_-It-is-much-easier-and-more-efficient-to-identify-and-correct-errors-on-a-current-basis-rather-
than-on-an-historical-basis.-A-school's-goal-should-be-to-edit-information-on-an-on-going-basis-rather-than-only-when-
information-is-submitted-for-PEIMS5.1

There- are-many-local- TEAMS- reports- principals- and- attendance- accounting- staff- may- utilize- to- monitor- student-
attendance.- The-three- (3): reports: TEA- requires- principals- and: campus/district- personnel- to- regularly- verify- for-
completeness,-attest-to-the-accuracy-of-and-retain-for-audit-purposes-include: ]

1.+ Student-Detail-ReportsT
2 ~+Campus-Summary-Reports,-locally-called-the TEA-Principals-Reports1l
3 -+ District-Summary-Reports, -locally-called-the TEA-Superintendent-Report )

STUDENT-DETAIL-REPORTY
The- Student- Detail- Report- provides- a- detailed- view- of- the- individual- attendance- record- of- each- student- in-
membershig- at- the- campus,- by- grade-level- for- the- six- week- reporting- period.- It- includes- the- demographic-
information,- ADA&- eligibility- codes,- entry- and- withdrawal- dates,- dates- of- absences,- regular- attendance,- special-
program-attendance -etc.-q

CAMPUS-SUMMARY-REPORTY
The-Campus-Summary-Report,-locally-known-as-the-TEA-Principals-report,-summarizes-student-attendance-for-the-
campus- for- a- six- weeks- reporting- period- based- on- coding- in- TEAMS3- for- both- regular- student- attendance- and-
attendance-in-special-programs.-1

DISTRICT-SUMMARY-REPORTY

The-District-Summary-Report,-locally-known-asthe TEA-Superintendents-report,-summarizes-student-attendance-for-
the-entire-district-for-a-six-weeks-reporting-period-based-on-coding-information-in-TEAMS-for-both-regular-student-
attendance-and-attendance-in-special-programs. Y

Foraparticular-campus,-datatotalsforall Student-Detail-Reports-must-add-uptothe-respective-totalsonthe-Campus-
Summary-Report.-Likewise, -data-totals-for-all- Campus-Summary- Reports-must-add-up-to-respective-totals-on-the-
District-Summary-Report. 1

The-TEA-58AH,-Section-2.3-gives-further-details-of-these-mandatery-reports.-The-following-pages-provide-suggestad-
best-practices-for-principals-and-attendance-accounting-staff-to-analyze, -reconcile-and-certify-the-accuracy-of-these-
reports.-
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TEA Student Detail Report

CAMPUS STUDENT DETAIL REPORTS

entered into the student's record in the district's TEAMS software.,

totals - both regular and specizl programs, etc.

The Student Detail Report provides a detziled view of the individual attendance record of each student in
mermkbership at the campus, by grade-level for the iz wesk reporting pericd. It alzo contains 3 student sttendance
summary page for grade level at the campus. The dats on the report are extracted directly from the information

It can be helpful to think of the Student Detail Report 25 the student’s ‘timecard’ because it contains the totals that
are used to ultimately generate state funding or earnings for each student. The fields on the report may be likened
to those found on an employee’s timecard, such as, demographic information (nome, date of birth, D& etc,);
eligibility codes, entry and withdrawal dates, dates of absences, special program participation codes; sttendance

Example:
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BEST PRACTICE:

of the student to ensure accuracy in the data recorded.

Each S-week reporting period, the campus personnel responsible for ensuring stedent sttendance accounting codes are correct
should generate Student Detail Reports and review them for reasonzbleness and accuracy. Totals on the Student Detail Report
must match totals on the Campus TEA Principals Report covering the same six-week reporting period.

Ccampus principals should randomly select 10 students from this report and review the attendance/special program folders
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Sample:-Analyzing-a-Student-Detail-Report-Pageq

120010 Bt ndnpandent Schodl Detct TEA Student Detad
r 20620 Campus 12359113 LUCAS PREX
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Sample-Student-Detail-Report-Campus-Totals-Page¥
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How to Generate a TEA Student Detail Report

How to Generate
TEA Student Detail Report

Repart Profiles |Re1m Queue

Expand All [ Collapse All

TEA - Student Detail

Campus:
Fiscal Year:

Starting Six-Weeks
.....

Period:

Profilie Name:

RequestRepart | add |

Select Program Filker: ™ | No Filter

=]

Listing of TEA demographic and special program detaits per Student/GradeLevel/Campus during the Grading Period range entered for audit suppert

-

Select: Campus Name

Select: Fiscal Year

Select: Starting Six Weeks &

Ending six Weeks

Select: No Filter for all students or
Filter by program for special
program coordinators to review only
students coded for their program.
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TEA Campus Summary Report

CAMPUS TEA PRINCIPALS REPORT

If the Student Detail Report is the student's timecard, one can think of the Campus TEA Principals Report as the
‘paycheck stub’. This report will contain the campus totals for all student sttendance, surmmarnized by grade lavel,
for the siz weeks reporting period. The datas for the fields on the report are extracted and calculated from the

information entered into the student's record in the TEAMS software and are used to calculate the ADA totals, special
program FTE's and owerzll percent in sttendance.

TR - Baaurort incependent Sotodt D gt Biun As Doty Wl
Fi: - 2004 Ty 93 =
Tk 1 Fa 1l
Camput 13 - LUCAS PREX
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VERIFICATION

Per TEA guidelines, [SAAH 2.2.2) Campus Principals (along with attendance accounting staff) must review and
werify the accuracy of the data on the Campus Summary Report for reasonableness by doing the following:

=  Sorutinize regular attendance totals and special program attendance totals based on approximate
membership.

= Inwestigate all data totals that have an exceptionally high value or a value of zero, and

= Compare current-year totals to prior year totals to detect unreasonable differences.

All totals mwust balance with the Student Detail Report and totals from other locally produced reports. & Principal’s
Report Data Analysis Worksheet is provided to assist in performing a detailed review and analysis.

The accuracy of the data reflected on the report reguires cross-collaboration between all campus staff and district
special program supenvisors, not just the campus attendzance clerk. Hence, the approval process will require the boss
[Principal} to mest with data entry staff and data managers (ortendance clerks, discipline clerks, special progrom
supervisors) to znalyze and review other local reports (student attendonce detoil reports/doily attendonce
reports/Attendonce Mot Taken Reports/special program reports, etc,) to ensure students were “zwiped in and
swiped out” correctly and that all documentation is on file (doctor’s notes, notes from counselors, nurses, other staff
to support any changes to the official “swipes” recorded by the teacher, wha is the only school official recognized by
TEA that may take student attendance.

If changes to attendance codes/special program coding data are made_ the reports will need to be respoaled, reviewed for
acouracy based on supporting documentation on file, signed by the administrator and attendance derk, then filed for audit.
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Example: Reading the TEA Principals Report
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TEA Principals Report Description
Report Field Mame: Description

»  Marimum Number of Days Number of instructional days in the six-week reporting period.

Calculated by adding together the number of days ahsent, number of sligible days
present, and number of ineligible present for each grade within the reporting

*  Daysin Membership periad.

DAY MEME = (DAYS_ABS + DAYS ELIG + DAVS_INELIG)

»  Total Days Absent Total days absent for each grade within the reporting period.

Calculated as the number af ineligible days present plus the number af eligible days

present for each grade within the reporting periad.
" Total Days Present

DAYE PRES = (DAYS INELIG + DAYS CLIG)

Total days present and ineligible for Foundation Schoal Program funding for each
*  Total Inefigible Days grade within the reporting periad.

Total days present and eligible for Foundation School Pragram funding for each
*  Total Eligikle Days grade within the reporting periad.

Special Program Days, ADA and FTEs caloulated based an eligible days present

*  BIL/ESL Cays, PRS FTE, SPED cantact hours andfor weight factors as determined in the Student Attendonce

ADA, CTEFTE, ete., Accounting Hondboak.

Calculated by deducting Career and Technical Education FTEs and Special Education

FTEs from Total Refined AD&
" Regular Program ADA

Regular Program ADA = (Total Refined &0A — CTE FTEs — SPED FTEs)

Calculated by dividing the number of eligible daygs present, by the number of days

taught for each grade within the reporting period.
*  Total Refined ADA ¢ B 8

Total Refined ADA = (DAYS_LLIG / DAYS_TAUGHT)

Calculated by dividing the Days Present by the Days Membership, then multiplying
by 100.

¥ Percentin Attendance
Percent in Attendance = {DAYS_PRES § DAYS MEMB] * 100
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How to Generate a Campus Summary Report

How to Generate
TEA Principal Report

Report Profiles D Report Queue TEA - Principal Repnrt

Expand All / Collapse All & T 1
Campus: ¥ -] —

Enter Start Reporting *

]

Select: Campus Name
Enter: Starting Six Weeks Reporting

Period::
Enter End Reporting

_ [z] Period:
Period:: . End Reporting Period:
int Attendance T = [z Print Attendance Summary:
Summary?; "~ Print CTE Summary:
Print Career ¥ v 5 Print SPED Summary:
es I

Technology Summary?: Print Campus Totals:
Print Special ko -

P Yes [=]
Education Summary?: ’
Print Campus Totals }

P No [=]

Only?:
Fiscal Year: ¥ 2018 [=]

file Name:

T; - j" ct - L':..'-:-L.m
TEA - Principal Report Request Report
TEAMS Reports
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Verifying TEA Campus Attendance Reports
|

Sample Reports: HOW TO COMPARE AND VERIFY TEA REPORT TOTALS
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TEA Principal Report Data Analysis Worksheet

TEA-CAMPUS-PRINCIPAL-REPORT-DATA-ANALYSIS-WORKSHEETY]
Instructions:- This- worksheet-is-designed-to- assist- campus- principals- in-analyzing- the- TEA-Campus- Principal- Summary-
Report-in-accordznoe-with- TEA-guidelings. The-Campus-Principal/ Administrative- Designes-should-complete-this-report-
and-retain-a-copy-for-future-reference. q

Date-Reviewed o Campus-Hamaii o
L.—SixWeeks-Acoct.-Peniod® | 2.—#DaysTaught:4 3.~ Total-in-Attendance: 4 o
u u O-miety/Exceed Goal, »=97%—0-Did Mot-Mest-Gaal -<- 975"

4.~ Bre-all-applicable-grade-lavels-displaying 7 ‘ 5.~ vernify-membership-days-are-generatingTor-each-grade lavel =

----- Oves O-Me O-es i
6. — Total-Days Membershipd | a & embership-match-totals-on-the-Student-Detail-Report -+~ I
o$ [ e R O Mo, -corrections-reguired 3
7.~ Total-Days-Absent; Q al~days-absent-matche-totals-on-the-student-Detall Report =+ 0
& Ve werified-by-reportfdacumantation e O-Ho, corrections-required 3
& €.— Are-total-days-absent-significanthy-LFhigher, -CHower-or-LFrelativelythe-same- H
9P comparsd-to-the-previous-reporting-pericd-in-the-current-yearf-Last-yearfs
B.—Ti i .+ Diebotal-days present-match totals-onthe -Student-Detail-Report?— -+ g
O-Yes, verified- by-report/dacumentation - O-Me,-corrections-required 3
b.— Aretotal-days-present-signiticantly-LHagher, -CHowerorCirelativelythessame. |z
comparsd-to-the-previous-reporting-pericd-in-the-current-year -Last-year '8
.~ Ineligible-Days-Fresent® | a.— Arethereanyineligible-days reported s L F s O-Mof o
|50, ANy OU-2plain-why ?--0O-Pr-ineligibility— O -Mandatory-Exqpulsion 1
------- O-other,-explain:- .1
10.-Regular-Program-A0AE | a.« Isregularprogram-aDa-signincantly-LFagher, LFowerorLirelativelythe-same. |z
comparsd-to-the-previous-reporting-pericd-in-the-current-year?-Last-yearts

11.Investizate-and-dentity-contributing Tactorsthat-led-ta-significant-attendance-Changes, f-any-[INCrease/0ecrease- |5
in-enroffment,-iiness, -cut-of-school suspensions, -dota-entry-errors, €1, l-n-conjunction-with-the-CEIC, -develop-
comrective-action-plansto-meet-campus/ district-goals-if-necessary. | Attach-copy-of-plansto-this formeifapplicable) =

Elementary-&-Middleschools-should-generaly-have-a-FRS-{ pregnancy-related -services]-column-equalto-zero-and-should-absolutely have-  |g
CTE{camer-andtechnologyl-columns equalto-zero - elementanr-and for-midd le-school-campuses-re port-any-data-Inthese-two -columns,-

please-contact-the-Student Services-Department-far-d diate-review-of-data.-=
12.-How-many total-special-education-students-are: 3 Compus-Diognosticion/SPED-Designee-shoulg- o
seryed-pn-yourcampus -Are-instructional settings: generate-g-TEAMSE-SPEQ-verfication-report-and-verify-
and-ADA-aligned-to-current-ARDs ¥H the-gecuracy-of-effective-dotes, -instructional-settings-
and-overall-counts.s
13.-Howmany LEP-students-insmembership-are-zerved: | = Compus-LER-Designee-should-generote-a-TEAMS-LEP-  |g
atpour-campus < s4LPAC-documentation-=signed,- venficotion-regort-and-wertfy-the-oocuracy-of-gffective-
dated-and-on-file?% dotes, -hilinguol/ESL -codes-and-overoll-counts 5
14.-Doyou-havestudents-recenving-pregnancy related- | = Compus-Attenaamnos-Clerk-should-verfy-otfengance-i5- o
sarvices-on-your-ampus *fso, how-manmy ?<4f PRS- gocuratelyposted-in-TEARS-bosed-on-weekly-
students-receive-homebound services iz-all- homebound-teacherlogs-for-pregroncy-related-
documentation-on-file?d studentr g
15.How-many students-are-enrolled-in-CTE-courses-at- | & Counssigrshouid-generate-a-TEARME-CTE-Listing- 0
yourcampus?-are-d-yearplans-on-file-forstudents- ond/or-Farticipation-and-werify-the-aocuracy-of CTE-
coded-as2's?4H course-smroliment-and-coding. &
I'l
Principal's-signatura:- -Date:- -

Retain-on-File for-Future-Referenced
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Beaumont ISD Student Attendance Procedures Manual

TEA Six Week Attendance Report Oath and Affidavit Form

Beaumont Independent School District

TEA Six Week Student Attendance Reports Verification QOath and Affidavit Form

Campus: 5 Week Reporting Period: # Days in Reporting Period:
Reparting Period Start Cate: Reporting Period End Date: Percent Afiendance for Rpt. Pariod:
toumn - Total Days Membership: taben 2Total Days Absent: faimn # Total Eligible Days: tora 35 Total Refined ADA:

By signing thiz form, | acknowledge that | have reviewed and verified all information listed below for the six week
reparting period indicated and believe all attendance records to be true and acourate to the best of my knowledge.

= all teacher absence verification forms/notes (swhstitue slips, ortendonce corrections, weekly homehound, field trig
rosters, efc., | have been received and all student attendance records have been updated in TEAME.

= all student attendance excuse notes have been entered into TEARS and filed approgpriately.

= all UnBarched Attendance and Attendznce vs. Discipline discrepancies have been resohed.

= Daily attendance Reports have been generated and reconciled with il supparting documentation, including, but

not limited to, sign in/sign-out sheets, nurses logs, counsslor's logs, Raptor logs, st

All dzily and weskly sttendance fp have been verifizd for completeness.

Signature in block or blue ink only

Signature in block or biue ink aniy

Signature in bock or blue ink only

= The above attendance accounting verification functions have been performed and attendance records/supporting
documentation are on file and properly stored for audit purposes.

= The TEA Principal Campus Summary Report has been received and reviewsd for regsonablensss.
= Asthe Campus Principal, | have:
= Serutizined regular attendance totals and spedal program attendance totals based on approximate

membership,

= Inwestigated all data totals that have an exceptionally hizh value or 2 value of zero, and
= Compared current-yesr totals to prior-year totals to detect unrezsonable differences.

= 1will immediztely notify the PEIMS Supenisor of any changes to stbendance totals after this affidawvit is signed.

Camipus Principal:

Date:

Zignoture in black or blue ink only

For Offical Use by Department of student Services/PEIMS Compliance

Diate Rec'd

Signaturs

Comments:

S8 134 Ik is & Ehird diggres Telony be tampar with deba regacted fee @ schoal dhfrict of apen-enrolmant dha rbir school ke TEA through PEIMS.

RETAIN FOR TEA ATTEMDANCE ALUDHT PURPOSES
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TEA District Summary Report

DISTRICT TEA SUPERINTENDENT REPORT

The District TEA Superintzndent Report is 2 compilation of 2ll TEA Principals Reports data totals. Once
all campus reports are verified, a final Superintandents Report will be generated by Student Services

and provided to the Superintendent/authorized designee(s) for review and comparison with campus

reports AND to make necessary adjustments/determinations re: staffing, budget planning, resource
gllocations, etc., based on ADA.

The data from both the Principals and Superintendents Reports will be submitted to TEA viz PEIMS
for allocation of Foundation School Program funds ($55) to the district. Hence, it is essential that all

staff work diligently to ensure the accuracy of the dztz. Once the final data is submitted to TEA, no
additional changes to the student’s attendance coding or special program coding are allowed,

123910 - Beaumont Independent School District Superintendent/Principals Report Date:  10/01/2016

FY: 2016-2017 Time:  2:43 PM

Track: 1 Page 1 of 1
District Totals

Attendance Summary (Table I)
First - First Six Weeks - 08/24/2016 - 09/30/2016
Maximum Number of Days: 27

Elig BIL/ESL SpecEd Regular

Total Total  Tofal Total Elig Elig Days Main  Main Spec  Program Total Percent
Grade Days Days Dayslneligible  Eligible Days Days SpecEd Refined Refined PRS CTE Ed Redefined Refined In
Level___Membership _ _Absent__Present_Days___Days BIUESL__PRS __Man__ADA__ADA_FTE _FTE FTE ___ADA ___ADA___Af
EE 1598.0 850  1513.0 00 15130 00 0.0 11.0 0.0 04 0.0 00 272 288 56.0 947
PK 17205.5 730.0 164755 2245 162510 1107.0 0.0 35 410 01 00 00 17 600.2 601.8 958
KG 36248.0 1291.0 34957.0 0.0 34957.0 49980 0.0 156.0 185.0 58 0.0 00 91 12855 12046 964
01 40653.0 1237.0 39416.0 0.0 394160 63410 0.0 154.0 2348 57 00 00 162 14436 14598 970
02 41664.0 1037.0 40627.0 0.0 406270 57810 0.0 363.0 2140 134 00 00 264 14783 15046 975
03 40145.0 847.0 39296.0 0.0 392980 60420 0.0 3530 2237 130 00 00 242 14312 14554 979
04 38645.0 9340 377110 00 377110 47120 0.0 5400 1744 200 0.0 00 308 13658 13966 976
05 39355.0 924.0 384310 0.0 384310 38270 0.0 656.0 1417 243 0.0 00 375 13858 14233 977
06 37387.0 14950 35892.0 0.0 358920 29680 0.0 5220 1099 193 0.0 00 422 12871 13293 960
07 33876.0 1274.0 32602.0 0.0 326020 19880 0.0 8390 736 310 00 00 285 11789 12074 962
08 340350 1282.0 32753.0 0.0 327530 13110 0.0 8740 485 323 00 00 307 11824 12130 962
09 385920 2162.0 36430.0 0.0 364300 15660 23.0 9900 580 366 02 1634 286 11572 13492 944
10 32861.0 1708.0 311520 150 311370 13760 430 6840 510 253 05 1469 331 9732 11532 948
11 33581.0  1873.0 31708.0 0.0 317080 13300 300 788.0 492 292 03 2347 316 908.0 11744 944
12 30259.0 1664.5 28594.5 0.0 285945 7270 510 3530 269 131 06 2368 391 7832 10590 945
Total 4961045 18544.5 477560.0 2395 4773205 440740 147.0 72865 1631.8 2696 1.6 7818 4068 16489.1 176778 963
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Year-End Attendance Reconciliation Procedures
Year-end attendance checkout procedures are implemented for data validation and audit control

purposes.
B E A UMOBMNT | NDEPEMNDTEH-BNT S CHOOIL DI STRICT
CAMPUS ATTENMDAMCE ACCOUNTING STAFF
YEAR-END CHECKOUT PROCEDURES
To: Campus Attendance/PEIMS Data Entry Clerks
From: Attendance Auditor Clerk/student Services
Date: TED

Thank you for hard work this school year. As part of your year-end checkout procedures, the following reports
must be delivered in person ta the student Services Department on the dates listed for your campus as outlined

below:
O Elementary schools Date: TED
O middle and High schoals Date: TED
& Campus Percentage of Attendance for the curren Bc: B W MK — 660 WK

* Please be sure thes= reparts are arate, balanced, and SIGNED by your campus principal.

IMPORTAMNT:
The above named reports must be run after the last day of school. AN schools must be balanced by 2:00 pm on chediout
day. Do not make any changes to any attendance after this time without first discussing such changes with Student
Services. Note: While, | will not require a weekly report for the last week of school, you should run this report for your
records.

OTHER 201&-20017 OFFICIAL DOCUMENTATION RETAINED IN ATTENDANCE OFFICE FOR AUDIT PURPOSES:

1+ Item Description

1. 2015-201& school Calendaris)

2015-2016 Campus Class Period/Sell Schedule

1* pay Enrollment Documents (Counts, No-Show Lists, etc.,)

Attendance "bible” (this showld be kept with the student ottendance folders/ottendonce notes).

Attendance folders containing student attendance notes, filed alphabetically

1* & 4 5 Weeks signed Membership Reconciliation reports {teacher signoture & dote required)

e L] ke ) rd

Daily work Folder, filed by date and includes:
= Daily Sign-in/sign-0ut Sheets
= Daily attendance Report
= |55/5AC Lists
= Figld Trip Lists/Permission Slips
= Accounting peried absence slips
= attendance Mot Taken report (required for official attendance period)
= Alternate Class Period Schedule for STAAR , TAKS and other exam days

E. Leaver Folders fincludes withdraowa! forms ond other documentation for 2015-2015 leavers. Must be
kept in the ottendance office for owdit purposes)

2. Campus TEA Attendance Audit Binder
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Year-End Attendance Procedures

PEIMS Attendance Audit Documents Campus Information Form
201X-201X

Campus: Date:

Attendance Clerk(s):

" Th 1X-201X PEIMS Attendance Documents Audit Box(es) are clearly labeled and
can be located in the following location(s): jolea:e give o detoiled description)

* The following personnel on the campus know where the audit box(es) are located:

(the Campus Principal must be one of the persons listed here)

* PEIMS Attendance Documents Audit Box(es) for the past 5 years are located in the
same location as the 201X-201X box(es)... ... Please Circle One: YES or NO

If NO, they can be found in the following location:

Signature of Attendance/Data Clerk Diate

Signaoture of Campus Principal Diate

WOTE: This form must be completed and submitted prior to leaving for the summer!

Submit Completed form to
Debby Head/Student Services at Year-End Check-Out
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APPENDIX - FORMS

COMMONLY USED ATTENDANCE ACCOUNTING FORMS
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ATTENDANCE ACCOUNTING LIBRARY DOCUMENT CENTER

To allow for quick and easy access to TEA handbooks, essential attendance
forms and resources for authorized users, an attendance accounting library has
been established on the Google Shared Drive for authorized users.

Google

1. Login to your BISD email account (gmail) from your computer using the
web browser.

2. Click the Apps grid icon in the upper right corner (next to your account name),
then click the Drive icon.

3. Click > Shared With Me and locate the proper folder titled:
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OFFICIAL ATTENDANCE TIME DESIGNATION

BPEAUMONT INDEFEMDENT ScHoOOL DI1sTRICT

OFFICIAL ATTENDANCE ACCOUNTING TIME

Student Services Department

H BISD ‘ PEIMS Compliance and Accountability

Date: Aupust 9, 2016
Ta: Carmpus Principal

CC: School Administration Office

From: Senecia Saveat, Supervisor of Student Services

Subject:  2016-2017 Official attendance Time Designap

= Elementary Campuses:
= Secondary Campuses: es into the 2™ instructional hour jeypicey 2+ perioa)

Prior to the start of the academnic year, the campus principal may designate an official attendance time that best
fits the scheduling and programming needs of the campus. This snapshot time must be designated during the
campus’ 2™ instructional hour and will be established for all grade levels. Once the time has been selected, a
campus may not change it during the school year. jescept for the odministrotion of fimal exoms or standardized testing).

If you would like to designate an official snapshot that differs from the district's standard, please complete the
information below, attach a copy of the campus’ bell schedule [secondary compuses oniy) and return to Stuwdent
Services (fax —ext. 5194 or email: shelm@&bmitisd.com) by August 15, 2016 in order to complete updates to the
software system. If no fiorm is returned, the district’s standard time will be used for the campus.

Campus Name: Mame of Campus Principal:
Official Attendance Snapshot Time* . AM
frviiasT b st dliring e camgus” B instructional bour] 3

*This will be the official attendance snapshot attendance time at this campus for the entire 2016-2017 school year.

signature of Principal Date

I:EA AUDIT DOCUMENT — RETAIN WITH STUDENT ATTENDANCE HECCIHDq
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ALTERNATE ATTENDANCE TIME DESIGNATION

Eeaumont Independent School District

Alternate Attendance Time Form

TEA RULE:

SA4H 3.6.6 — If standardized achievement tests or final exams are administered during the period
designated for attendance taking, staff members should record absences just before, during, or
immediately after the exam.

Action Required:

If your campus will be adjusting the official attendance time due to standardized testing, please complete
this form and submit it to the Student Services Department at least three |3) working days prior to the
date of change in order for changes to be applied in the TEAMS.

Date(s) of Dfﬁﬂye/Qoe

Day of Week Alternate Attendance Period:

0;9)/ A
L. Wanday ? Sei
6”‘“ el

Campus Name:

Monday
Tuesday
Wednesday
Thursday
Friday
Attendance Clerk: Date:
Sigmabore [Black or Blue ink Oniy)
Campus Principal: Date:
Sagreabure [Black of Blue Ink Onily)
FoR OFFIQAL LISE — STUDENT SERVICES DEPARTMENT
DWATE ALTERKATE ATTENDANCE PERIOD CHANGED IN TEAMS SIGKATURE OF STAFF MEMBER APPLYING CHANGE

TEA Audit Document:
File this form in the front of the Daily Attendance Folder for the dote of change.

Last Updated: April, 2045
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STUDENT ATTENDANCE CORRECTION/VERIFICATION FORM

STUDENT ATTENDANCE CORRECTION/VERIFICATION FORM

Thiz avstrict form i requirsd o decumentobion fo cormect/verify student attendance by the clatsroam
tegcher due to on eitendance owdL. dsoute or inguin. Plegse faliow the outiined orocedures.

E'hiso

Procedure;

1. The claseroam teacher will determine if the student has been marked absent or present in errar,

X, The claseroam teacher will comaletely Fill aut, sign and date the attendance correctionMverification form in black
or blue ink and submit to the Data Entry)/Attendance clerk within 72 hours of the inguiry.

3. The Data Entry/fAttendance Clerk will review the attendance correction form for completion, being sure to check
for authorized signature and date, post carrection|s) as necessary, and file the attendance correction form in the

daily wark falder/student’s attendance folder for TEA audit purposes. Notes should be entered in the TCAMS
saftware system to indicate attendance correction/verification form an file.

Today's Date:

School Name:

o
QO
\,6 st

Tmhn,phaly/ & ~dndance in your classroom for the datefs) indicated below.

\

Student’s Mame: wa Grade Level:

Al

Tescher's Mame: wa Class Period:

M T THE OFFICIAL ATTENDARCE TIME®,
DATE(S) THIS STUDENT WAS: TREASD
DAY CORRECTEDY ] *Elempeatary: 10:00.2m COMMENT. N
fLaroadony: X1 misates after star! of perfod
iz }.ﬁ"s.ntﬁj -3 200 ezt O A O ._.i‘l'.l:;' Tllarices voromy e alinemt
Monday O Present O absznt O Tardy
Tuesday O Present O abs=nt O Tardy
Wednesday O present O Absz=nt O Tardy
Thursday O Present O absent O Tardy
Friday O Present O absent O Tardy

Aftastadon: By my sigraturs, § atfest fhe alfondancs record(s) on B studont showld b reporizd as marked

Teacher's Mame: [fdaat sign n block or blaw sk anisl

Date

-For Campus Attendance Office Staff Only-

Date Form Received in Attendance Office:

Date Attendance Correction Applied in TEANS:

Printed Mame of Data Entry/Attendance Cherk Making Correction:

Date:

Signature of Data Entry/Attendance Clerk Making Correction:

Date:

TEA AUDIT DOCUMENT: RETAIN COPY IN ATTENDANCE FILES
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STUDENT ATTENDANCE VERIFICATION LOG
Used to verify student’s whereabouts with campus personnel at the official attendance time.

Beaumont Independent School District
Student Attendance Verification / Tracking Log
In accordance with TEA SAAH 3.6, Students who are on campus at the time attendance is taken but who are not in their assigned cit are i d in i Jfor F5P purp

provided they are documented to be with a campus official [nurse, counselor, principal, teacher, other staff, etc]. This form will serve as documentation to support that 2 student was with 2
campus official at the time of official attendance when all fields of the form are completed, including a signature and date by a school official to certify the attendance event.

Campus: Location: (i.e. nurse, principal’s office, counsslor’s office, etc,)

Grade Student Name
Dat Student ID . . Ti 1 Ti Out R Opti |
ate Level n (Print First Name and Last Name) imen ime Bu T (e

k 6@?

12
13
14
15

***] certify the student(s) listed above were present with me on the date and times as indicated, ***
Campus Official’s Printed Name: Campus Official’s Title:
Campus Official’s Signature: Date:

RETAIN IN DAILY ATTENDANCE FOLDER FOR 5 YEARS FOR TEA AUDIT PURPOSES.
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STUDENT DISCIPLINE REFERRAL

District-Approved Discipline Referral Form

ALL CAMPUSES MUST USE THIS FORM TO DOCUMENT DISCIPLINARY REMOVALS
DISCIPLINE NOTICE

BEAUMONT INDEPENDENT SCHOOL DISTRICT
Beaumont, Texas STUDENT NAME 1D# GENDER | GRADE DATE
SCHOOL DATE OF INCIDENT TIME TEACHER/EMPLOYEE
NOTICE TO PARENTS STATE REPORTING (ADMINISTRATOR USE ONLY):

1. The purpose of this report is to inform you of a disciplinary incident involving the student. Offense Code:
2. You are urged to both appreciate the action taken by the teacher and to cooperale with Behavior Locations: Where did the violation occur?

comective acion initiated today. 01 On Campus
02 Off Campus, within 300 feet of School Pro| Line
DESCRIPTION OF INCIDENT: 03 Off Campus, Attendi ng In School Activity
EM Off Campus, NOT at UIWM%
05 Off Campus of ANOTHER school at School R nsored
Activity or ANOTHER school district
Action Code(s):
Decision Date:
ACTION TAKEN PRIOR TO REFERRAL:
[0 CHECKED STUDENTS FOLDER ] DETAINED STUDENT AFTER SCHOOL [0 HELD CONFERENCE WITH PARENT
[J HELD CONFERENCE WITH STUDENT 0 CHANGED STUDENTS SEAT [0 SENT PREVIOUS REPORT HOME
[0 CONSULTED COUNSELOR [ TELEPHONED PARENT (]
PRESENT ACTION AND RECOMMENDATION (S):
[J STUDENT REGRETS INCIDENT, COOPERATIVE  [J STUDENT PLACED ON PROBATION [J STUDENT WILL MAKE UP TIME

[0 RECURRING INCIDENTS WILL BE REPORTED [J STUDENT SUSPENDED [0 CASE REFERRED TO

ADMINISTRATIVE ACTION/COMMENTS:

——
(ADMINISTRATOR'S SIGNATURE) (Form 40 Revised Aug. 2012
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ISS ATTENDANCE LOG
Beaumont Independent School District
In-Schlpol Suspension (ISS) Student Attendance Log
In acoordance with TEA suidelines SA&H 3.6, this form will s2rée a5 documentation ta support that a student was with a campus offficial in In-Schoo!
Suspension for disdplinary purposes when all fizids of the form are compheted, including a signature and date by the I55 school officiad, c=riitying
the sttzncance event
Secondary Campuses: FOR TEA AUDIT FURPOSES, this form shall be complsted and submitted to the campus Attendance Office EACH CLASS
period, ewen if the same students are in 155 more than 1 class period or the full day. [Attendance shall be taken 21 minutes into the cass
period].
Campus: Location/Rooms: Class Period:
Reason
Grade Student Name
Date Level Student 1D {Frint Firzt Name =nd Last Name] Time In | Time Out ..-FudE-
EX 0133513 09 345678 Ima Learner 740 am 528 am I
1
2 &
3 Qo
a \ e
ﬁ oP
7
8
9
10
11
1z
13
14
15
16
17
13
19
20
REASONM CODE: 1= TARDY/CLASS PERIOD REFERRAL 2= PARTIAL DAY, REFERRAL 3=FULL DAY, REFERRAL
#*%] certify the student(s) listed abowe were present with me in I55 on the date and times as indicated.***
signature of 155 Teacher: Date:
| TEA SLNDT DOCUMENT: RETAIN I DAILY ATTERDAMCE FOLDER
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HOMEBOUND ATTENDANCE LOG

EBEAUMONT IHDEPEMDENT ScHOOL DNSTRICT

PEIMS HOMEBOUND WEEKLY ATTENDANCE VERIFICATION FORM

STUDENT MAME: LasT Fimst MiooLe

STUBENT ID#: DATE oF BIRTH: [MM/BOYYYY i GEMDER: — MALE FEMALE

HoME CAMPUS: GRADE LEVEL:

TYPE OF HOMEROUND SERVICE PROVIDED: DoexeraL Ex DOPresuancy RELATED Osrecia Evveamon
HOMEBOUND TEACHERS MUST SUBMIT THIS FORM TO THE HOME CAMP! NDAMCE STAFF EACH FRIDAY!

Repertina Week Beginning (mmioo/vryyl: / ® Tl

Day Date ATTEMDANCE o Time InsTRUCTIONAL TIME
14:00 M) {REFER TO CHART)
SUM AESENT CPRESENT E‘ 6
Mon ABSENT &
TUE AEIENT E
WED AEIENT PRESENT
THUR BESENT PREZENT
= Taesent  CPresswT
SAT TlaesenT  CPRESENT
Tetal Weekly Instructional Time: [Houms) Tetal Weekly Days in Attendance:
Weekly attendance is based on the following instructional hours the student is served by a CERTIFIED T
AmounT oF TiME SERVED PER WEEK: EvigieLE Days PRESENT EARNED PER WEEK:
1 hour One 1) day present
— 2 hours Two |2 days present
3 hours Three (3] days present
__ & or more hours Four (4] days present (2 day week)
Five |5} days present (3 day week)

*Mote: Instructional howrs may not be carried forward to the next week or applied to a previous week!

Homesounn TEACHER'S MAME: (PrinT)

Homeeouno TEACHER'S SIGHATURE:

Date (mmoo/yyyy

Date Rec'd By Attendance Clerk: Attendance Clerk Signature:

TOA ALDGTED DOOUMENT = FLEAST RCTRMN VTS STUDDNT ATTOMDARCE B DCORDG
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SCHOOL SPONSORED ACTIVITY ATTENDANCE VERIFICATION FORM

=l 2. Beaumont Independent School District g AL
= ’%}} _CAMPUS NAME- = '%37'}
- . I =
& Release for Extra-Curricular Activities ¥

Part 1z This form must be signed first by the Teacher/Sponsor and approved by the Campus Principal to authorize
release of students from class to participate in the extra-curricular activityfevent.

Mame of Organization: Teacher,/Sponsor: Phone:

Activity: LoCation:

Flease release the following student(s] on {dates] Time of Release:

Teacher/Sponsor Date Wm Approval Cate

Part Il: For TEA audit purposes, Sponsors, Teachers MUST take
columin for those students in actual attendance ont

did not attend. Submit the form to the Attenda
activity to update student attendance cod

LIZT MARE OF STUDENTS AUT

LAST MAME 6“*

king a chieck Ein the Present
the Absent column for students whio
(2] working days upon return from the

ATTENDAMNCE WVERIFICATHNN

STUDENTID# | GRADELEVEL|| PRESENT ABSENT

et iy sl conirg T EA graidntees.

TEA AUDIT DOCUMENT: RETAIN IN DAILY ATTEMDAMNCE WORK FOLDER
Lari? updited Febraasy O, 2005

If roora gt 6 nisadiad bor sbudiml names, pladse co=p bt and i gnoan edditienal ter= nd alech.
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ENROLLMENT/ATTENDANCE VERIFICATION FORM

BeaumonT IMDEPENDENT ScHOoL DisTRICT
B[SD BeauraonT, Texas

Euo

ENROLLMENT/ ATTENDANCE VERIFICATION FORM

Student Mame: School Year:

Student IDF: /{'.av’ \Last Enralled:

Student DOB: & Tevel-
Student 354: oa & of Withdrawal:

Dear Registrar/school Official:

please contact & [aoD) -

The following informati operty code our district’s attendance/withdrawal/leaver records.
Your assistance with 1 informiation is greatly apprecigted. If additional information is needed,

year? Oves DOmo

2. Mame of Campus: Campus IDF:

1. s/ was the above named student enrolled in your schood district during the prior or current school

City: State: Zip Code Phone: |

]

3. Date of enrollment and/or withdrawal if applicable:

Enroliment Date: Withdrawal Date:

Additional Comments:

Printed Name of School Official

Title

Sigmature of School Official

Please Fax, Email or Mail this form to the

INSERT YOLR CAMPUS CONTACT INFORMATION HERE

Diate
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STUDENT ATTENDANCE (TRUANCY) INTERVENTION FORM

Beaumaont Independent School District
EIED STUDENT ATTEMDAMCE INTERVENTION FORM BISI]

Student Name: Campus:
Student ID#: Receives SPED/S04 Services O no 3 Yes
Student D.0.B. Student is in Foster Care or is Homeless | 3 Mo 3 ves
Current Grade Level: Student is currenthy Pregnant O mo 3 Yes

Student is Primary Wage Earner 8 Mo 3 ves
Parent/Guardian Mame: O ntother O Father O Legal Guardian

O other: A

Address:
Home Phones: ymnuu &

L O potes incdude o

L.
# Failura to Attend School: O ves (if pes, Court Date: ]
# Parent Contributing to Mon“Attendance: O no O ves (if yes, Cowrt Date: |

.  Interventions completed by Campus: {Fiease check all that apply. include dotes ond attoch supporting documentation ]

E Es

Attendance Warning letter fareoon copy)

student Conference/attendance CoNtract [stoch copy)
Parent/Guardian Conference [sttocn meeting notes)
Counselor or CI5 Mentoring Services [orovise gotes sthanded)
Home Visit(s] jottoch notes)

Phone Calls/Other Communication [stteck motes)
Parent Self-Serve Enrcllment [oote anvouas)|
Other fexpiain];

I have had the state law regarding compulsory attendance/truancy explained to me and | understand that failure to
artend classaes or provide notes for partial or full day absences may result in a truancy complaint being filed against
me andfor my parent. We further agree to adhere to all truancy prevention measures prescribed .

student's Signature: Data:
Parent/Guardian Signature: Diate:
Campus administrator: Data:
student Services Reprasentative: Data:
BiSD doss o discrissinane on the basks of race, oolor, national origin, gemder, age, marital saius or hanScapping comSthen i s programs, sendoes, achites, o

empkyeeenl BISD & commitied o prosiding a free aed agproprisie public educatios for all siudents.
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STUDENT RESIDENCY QUESTIONNAIRE

Beaumont Independent School District

STUDENT RESIDENCY QUESTIONNAIRE

PLEASE COMPLETE (1) OME FORM FOR EACH STUDENT BEING ENROLLED

Caimipie:
et of Spuceryi: =i - L Gender: o Make | Grade Lewel:
O Fervgle
Suvsehemn 1D i el el e Dt oo Birphi; Pstisfres
Addeets whens STLSenT Sheefd a1 might’ incod CBy, Siote, ond Op) Howw' long a1 this address?
Previous Address: isclude Chiy, State, amd Jip) Last School Amended: Lasi Dane Artended
Haime Phones: | Cell Phsnie 87 Otheer Emiefpenicy 8
et ool et oo wviths wrhom Sudent resides: heeck the box that best describes with whom the siuden resides:
CIParema Crlegal Giaardiam (o peoreed by bngol cowet oz
iU e panied ¥ cvlaregiver [Exaengdes: Priends, relatives, &b
Sgnatune; Cane.

wements Act (42 U.5.C.11435). Your answers will help school
this student snd/or services the student may be eligible to receive.

Presenting o foise record of foisifying imformation for enrolment pu s  Section 37.10, Feral Code. Enrofiiment off
the chiid wnder folse documents subjects the person to ﬁmhl'ﬁtp/e TEC 25.002{3){d].

1. Isthe student’s current address angement? =he: —=No

2. Isthistemporary living ar Eent need for shelter due to loss of housing? =Y oNe

E owe guestions, please complete the remeining portion of this forme.
ection 1 or Z, STOP HEEE and submit the form to the student’s school.
3. '‘Where is the student presently living? (Piease check the one box thot describes where hhe students current Mving orron gement)
With parents/guardians or caregiver in our own home. spartment, or rental house. [C185=0]

I you answered YES to
If you answered NO, to =

In the home of & friend frelative due to an urgent need for shelter due to loss of housing. (CLa8ez]

=
=
= In a hotel/motel due to loss of housing. (Le.-fire, flood, eviction, foredosure, wolenca, economic hordship, etc N1 S
= In 3 shelter or transitional housing. {i.e. fomily shefrar, Sohvotion Army. domastic violence shelter, atc., fC1891)

=

In & place not desizned for ordinary sleeping accommiodations such as a car, park, or camipsite (L189=3)

4. Briefly explain the contributing factors to the student’s present ving situation: {i.e. economic herdship, family violence,
loss of jok, ewiction, foreciosure, naturs! disaster, decth/facopactationfncarceration of parant/guardian, tc.)

5. Please provide the following information for school-age siblings (brothers asdjior sisters) of the student residing in the same home:

Name Grade Level School District
[ H
o Student eligible for McKinney-Vento Assistance. = Student NOT eligible for McKinney-Vento Assistance.
Signature of McKinney-Vente Lizison: Dane:
Comments

Copying/Filing Instructions:
A. IF "No™ is the response to guestions 1 and 2 — File in NOT ELIGIBLE foider for &nd of year processing.
E. If “¥er” is the response to questions 1 and 2, immediately enroll sbudent, fax copy to Student Services at ext. 3194, file original in cum folder.
C. i anzwers ko guestions 1 and 2 are split “Yes/No” — Ask questions to clarify the living anmngement, apply corrections and process 2s Aor B
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