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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. it is 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 19th 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 19th birthday is required 

to attend each school day for the entire period the program of instruction for which the student is enrolled 

is offered.  

 

 A child 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 

• Financial - loss of state funds, 

• Accreditation status, 

• Compliance reprimand, etc 

 

TEA Student Attendance Accounting Handbook 

In order to receive funding, all public school districts and open-enrollment 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 

 

http://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 
lmoore@bmtisd.com 
 

Student Data Systems Coordinator Ext. 5089 

TBD 
dhead@bmtisd.com 
 

Attendance Auditor Clerk Ext. 5107 

Kathleen Hebert 
khebert@bmtisd.com 

Data Quality Coordinator Ext. 5149 

Brenda Nelson 
bnelson@bmtisd.com 

Student Services Specialist Ext. 5109 

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  

 

 

mailto:shelm@bmtisd.com
mailto:mwingat@bmtisd.com
mailto:lmoore@bmtisd.com
mailto:dhead@bmtisd.com
mailto:khebert@bmtisd.com
mailto:bnelson@bmtisd.com
mailto:kprudho@bmtisd.com
mailto:drobins@bmtisd.com
mailto:teams@bmtisd.com
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BISD Attendance Accounting System 

According to state law1, 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 1st and 4th 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 III, 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 

 Oversee 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 III, 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 

 Oversee 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 III, 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 1st and 4th 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 III, 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 1st and 4th 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 (OSS), 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 1st & 4th 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 1st and 4th 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 enrollment. 

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)) 

 
 

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. 
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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 1st 

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.O), 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. 
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Undocumented Students Rights to Attend Public Schools 
 

 
 

Always check TEA PID Database before enrolling students 
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How to Generate ‘BISD NEW KIDS THIS YEAR’ Report 
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Grade Level Placement 

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

 
 

Additional Information about Minimum Age Enrollment Requirements 

A student who is age 5 on before Sept. 1st 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 1st 

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. 
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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. 
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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. 

 

 

https://teams.bmtisd.com/registration/#!login


Beaumont ISD    Student Attendance Procedures Manual 
 

35 | P a g e  
 

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

A. 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. 

Q. Can parents make changes/updates to their student’s information in the online registration system? 

A. 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. 

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

A. 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. 

Q.  What do we tell parents who state the campus(es) listed in the online registration system is incorrect? 

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

A. 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. 

 

Q. If parents exit the system prior to completing the online registration process and receiving an 

enrollment confirmation, will they lose data already entered? 

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

again. 

 

Q. 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? 

A. 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.  

 

Q. 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? 

A. 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. 

 

Q. Is there anything the Registrar/PEIMS Clerk needs to do if the parent/guardian registered a new 

student online? 

A. 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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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. 

  

mailto:teams@bmtisd.com
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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:  
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Student Withdrawals/Leavers 
 

STUDENT WITHDRAWAL PROCEDURES 
 

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

 

I. Students who withdraw during the school year: 
 

a. 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.  

 

b. 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. 

 

c. 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. 

 

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

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

II. 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. Withdraw the student in accordance with local District policy.  
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b. Complete a Leaver Tracking form in the same manner as step 1a. 
 

c. 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.) 
 

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

 

III. 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 
withdrawal form may not be printed on these students. However, an attendance 
intervention form should be completed and kept on file to document recovery attempts.  
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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: 

 

1. TEAMS records must be updated to reflect the correct code.  

2. All supporting documentation must be attached.  

3. For additional verification it is recommended that the BISD Leaver Change form be filled out.  

4. 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.  

 

                                                                   

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Yes Did the student graduate by August 31, current school year? 

No 

Final Status = Graduate 

Yes 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 

No 

Did the student leave school for a reason other than 

graduation or dropping out and not return to the district?  Yes 
Final Status = Other leaver  

No 

Final Status = GED Recipient 
Yes Did the student receive a GED by August 31 of the current 

school year? 

 No 

Yes Did the student leave Texas public schools for a dropout 

reason? Final Status = Dropout 

No 

Was the status of the student not reported? Yes 
Final Status = Underreported 

No 

Yes Could records not be matched because of a student 

identification error? 
Final Status = Student 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 
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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 
 A student 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. 

 A student 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 
 A student 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 

(include travel days ≤ 2) 

14. Documented face-to-face health care appointment 

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 
(up to 4 days allowed) 

16. Work-based Learning, off-campus 

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. 
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Local Attendance Codes continued 
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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. 

 
 

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. 



Beaumont ISD    Student Attendance Procedures Manual 
 

56 | P a g e  
 

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.” 

 

All Present 

Janice Smythy 

4/9/08 

Teacher Must 

Sign and Date 

Paper Roster in 

Black or Blue Ink 
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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 JJAEP 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. 

 

 
 

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 III, 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 a language 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 1st: 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 a record 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:  

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

consecutive.  

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

 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:  a campus administrator,  a teacher of the student, and  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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 a district-developed form that documents GEH committee decisions regarding whether a student is to be 

served through GEH;  

 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; 

 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;  

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

 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 

Served Per Week 

Eligible Days Present 

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. 

 



Beaumont ISD    Student Attendance Procedures Manual 
 

65 | P a g e  
 

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 1st 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 PK1 served in the PK classroom 

by a PK teacher for ½ day 
3 or 4 2  half-day 

A student eligible for PK1 served in the PK classroom 

by a PK teacher for the full day 
3 or 4 2  half-day 

A student ineligible for PK2 served in the PK 

classroom by a PK teacher for ½ day 
3 or 4 5  ineligible half-day 

A student ineligible for PK2 served in the PK 

classroom by a PK teacher for the full day 
3 or 4 4  ineligible full-day 

A student eligible for PK1 and special education 

(PPCD) served in the PK classroom by a PK teacher 

for ½ day and served in the PPCD for ½ day3 

3 or 4 1 eligible full-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. 
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PRS Funding Chart 

Amount of Time Provided CEHI  

per Week 
PRS Eligible Days Present Earned 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 

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

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

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

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. 

 

 

  



Beaumont ISD    Student Attendance Procedures Manual 
 

68 | P a g e  
 

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 

Served Per Week 

Eligible Days Present 

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. 
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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 phys ica l ly  pr e se nt  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 
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SAMPLE CAMPUS TALLY SHEET 
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From the second day of school forward, attendance will be taken by the classroom teacher online in the TEAMS 

software. 
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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. 

I. Pre-post attendance based on documentation (UIL, field trip absences, etc.,) 

 

II. Print class rosters for substitute teachers (if necessary) 

 

III. Teachers take classroom attendance online/substitute teachers take attendance using paper slips/class roster. 

 . 

IV. 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. 

 

V. 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. 

 

VI. 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. 

 

VII. 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.  

 

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

documentation) 

 

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

sheets, etc.,.  

 

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

 

XI. 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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XII. The following reports must be run/managed daily, retained and filed for audit purposes: 

 Attendance Not Taken Report 

 Daily Attendance Report 

 Student Enrollment Report 

 Campus Percentage of Attendance Report 

 Daily Grid 

 Any other report as designated 

XIII. Complete the Daily Work Folder Checklist: 

 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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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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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. 
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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. 
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TEA Student Detail Report 
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How to Generate a TEA Student Detail Report 
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TEA Campus Summary Report 
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How to Generate a Campus Summary Report 
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Verifying TEA Campus Attendance Reports 
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TEA Principal Report Data Analysis Worksheet 
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TEA Six Week Attendance Report Oath and Affidavit Form 
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TEA District Summary Report 
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Year-End Attendance Reconciliation Procedures 
Year-end attendance checkout procedures are implemented for data validation and audit control 

purposes. 
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Year-End Attendance Procedures 

 
 



Beaumont ISD    Student Attendance Procedures Manual 
 

93 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

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. 

 

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 
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ALTERNATE ATTENDANCE TIME DESIGNATION
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STUDENT ATTENDANCE CORRECTION/VERIFICATION FORM 
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STUDENT ATTENDANCE VERIFICATION LOG 

Used to verify student’s whereabouts with campus personnel at the official attendance time. 
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STUDENT DISCIPLINE REFERRAL 
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ISS ATTENDANCE LOG
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HOMEBOUND ATTENDANCE LOG 
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SCHOOL SPONSORED ACTIVITY ATTENDANCE VERIFICATION FORM 
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ENROLLMENT/ATTENDANCE VERIFICATION FORM 
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STUDENT ATTENDANCE (TRUANCY) INTERVENTION FORM 
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STUDENT RESIDENCY QUESTIONNAIRE 

 


