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SAAH: Why and How

TEC 48.004
Statutory Citations Relating to Amendment to 19 TAC Chapter 129, Student Attendance,

Subchapter AA, Commissioner's Rules, §129.1025, Adoption by Reference: 
Student Attendance Accounting Handbook



SAAH: What does is do?

Describes the attendance accounting rules that all school 
districts and charter schools must follow to generate state 
funding (ADA).

 The information has the force of law; it is adopted by 
reference in the Texas Administrative Code (TAC)

 Is published yearly to include changes in statute and in other 
TAC rules



SAAH: What does is do?

 describes the Foundation School Program (FSP) eligibility 
requirements

minimum standards for all attendance accounting systems,

 documentation requirements for attendance audit, and

 responsibilities of all LEA personnel involved in student attendance



SAAH: PEIMS

As a PEIMS Coordinator or Special Program Administrator…

 What Information in the SAAH do 
you need to know 
 What do you need to do
 Where can you find the 

information you are looking for
 What reports do you run for 

Special Programs and when
 Knowing how Money is tied to 

these programs

 Using examples as a resource
 How The Contents page can be 

helpful in finding information in 
the SAAH

 Know where The Glossary is– it 
defines terms 

 Where to find other resources



SAAH by Section: 1-13

 1: Overview

 2: Audit Requirements
 general, system, documentation 

 3: Attendance
 responsibilities, attendance taking, calendars

 4: Special Education
 ECSE

 5: Career and Technology (CTE)
 contact hours, documentation

 6: Emergent Bilinguals/English Learners

 7: Prekindergarten

 8: Gifted/Talented

 9: Pregnancy Related Services

 10: AEP and Disciplinary Removals

 11: Nontraditional Programs
 dual credit, OFSDP

 12: Virtual Remote and Electronic 
Learning

 13: Appendix / Glossary



SAAH by Section: 1-3

The first 3 sections are the domain for Registrars, PEIMS, and 
attendance for people on the campus

1: Overview 
2: Audit Requirements
 general, system, documentation 

3: Attendance
 responsibilities, enrollment, attendance taking, calendars



SAAH Section 1 Overview

 Explains how attendance related to funding

 Explains the difference in serving a student and receiving funding

 Explains how to use the handbook



SAAH Section 1 Overview

 1.1 Student Attendance and FSP Funding 

 1.2 Taking and Recording Student Attendance

 1.3 Reporting of Attendance Information to TEA

 1.4 Storage of Attendance Information

 1.5 Auditing of Attendance Information

 1.6 How to Use This Handbook

 1.7 Significant Changes



SAAH Section 2 Audit Requirements 

 2.1 General Audit Requirements
 2.2 Accounting System Requirements

 2.2.1 Paper-Based Attendance Accounting Systems vs. Automated Attendance Accounting 
Systems

 2.2.2 Automated Attendance Accounting Systems
 2.2.3 Paperless Attendance Accounting Systems
 2.2.4 Disaster Recovery
 2.2.5 Attendance System Procedures Manual

 2.3 Required Documentation
 2.3.1 Student Detail Reports
 2.3.2 Campus Summary Reports
 2.3.3 District Summary Reports
 2.3.4 Reconciliation of Teacher’s Roster Information and Attendance Accounting Records
 2.3.5 Additional Required Documentation



SAAH Section 2.2.4 Disaster Recovery 

 School districts should have a disaster recovery plan in place
• What happens if your software or server crashes and you don’t 

have access to the attendance documents you’re storing? 
What is your disaster recovery plan if a disaster happens?

 Example plan: Keep backup records at several locations within 
district or at off-site storage facility

 If attendance documentation is store digitally, communicate 
with your district technology team to ensure your district has a 
process of being able to reproduce documents in the event of a 
server or software crash



SAAH Section 2.2.5 Attendance System Procedures Manual 



SAAH Section 2.2.5 Attendance System Procedures Manual 

Districts must have a procedures manual and the manual needs to document how 
attendance is taken in your district on each campus. 

Items your district attendance manual should cover: 
 Does the district use an electronic system? Does the district use paper rosters?
 What is the official attendance time for each campus? How is it documented?
 What are teacher requirements on taking attendance? If a teacher posts 

attendance for a student incorrectly, how does a teacher turn that correction into 
the attendance office? Does the teacher send an email to the attendance office 
to let the attendance office know the posting needs to be changed?

 If a student turns in an absence note to a teacher, how does the note get to the 
attendance office?



SAAH Section 2.2.5 Attendance System Procedures Manual 

 How are students supposed to turn in notes in the district? What is the district policy on 
keeping student notes? Does the district keep all the paper copies and then file them? 
How are student notes filed, by date, by student?

 If student notes are scanned in, how long do you keep the paper copy originals before 
you destroy the notes? 

 Include your local attendance policy – what are students expected to follow? This 
should be included as part of your manual and part of your training to your campuses.

 How are Special Program populations reported at the district? What is the process of 
making sure Special Program students are reported correctly?

 What is your district disaster recovery plan? How do you plan to reproduce documents 
if your attendance accounting software crashes?

 The manual should be available at the district level and each attendance staff on each 
campus should have access to the district procedures manual



SAAH 3.2.1, 2.3.2, 2.3.3 Required Documentation

 Student Detail Reports: Roster of the students with specific information related to 
attendance. Usually identifies the total number of days present, total number of days 
absent, if the student is receiving Special Programs or services (CTE, Special Education, 
BIL). The totals on your student detail report should match up to the campus summary 
report for that 6 weeks.

 Campus Summary Reports: Summarize attendance grade level by campus and then give 
a total for a campus as a whole for the 6 weeks. The totals on your campus summary 
report should match up to your district summary reports.

 District Summary Reports: District summary reports are likely run at the district level 
(PEIMS or district attendance office).



SAAH Section 3 General Attendance Requirements

3.1 Responsibilities
This section spells out the responsibility for different staff within the 

school district related to attendance data



SAAH Section 3 General Attendance Requirements

 Superintendent:
• Accuracy and safekeeping of all attendance records

 Principal:
• Accuracy of Campus Summary Reports

 Teacher:
• Accuracy of absence data as they post attendance in their grade book on 

their attendance roster each day.



SAAH Section 3 General Attendance Requirements

 Attendance Personnel: Accuracy of information submitted (to best of his or her 
knowledge). Attendance personnel should not determine a student's coding 
information. Attendance personnel should be able to determine how an absence 
should be reported if a student brings in a note. Attendance posting information 
shouldn’t be changed unless you have documentation to support making a change – 
this includes if a teacher posts attendance incorrectly online. The teacher should be 
following a process to report that information to the attendance office. Attendance 
shouldn’t be changed unless you have documentation to make the change.

 Special program staff, directors, and/or teachers make coding determinations 

 Special program staff are responsible for accuracy of special program data – Special 
program are staff should review students every 6 weeks to make sure coding is 
accurate.



SAAH ADA vs WADA

20

GT SpEd

ADA:

Average 
Daily 
Attendance 

WADA:

Weighted 
Average 
Daily 
Attendance 



SAAH Section 3 General Attendance Requirements

3.2.1 ADA Codes
 0: enrolled and scheduled for less than 2hrs or not every day
 1: enrolled and scheduled for 4hrs of more, fulltime every day
 2: enrolled and scheduled for at least 2hrs, parttime every day 
 3: enrolled as a fulltime transfer student, every day
 4: enrolled fulltime, but cannot generate ADA
 5: enrolled parttime, but cannot generate ADA
 6: enrolled as a parttime transfer student
 7: enrolled in OFSDP AND eligible to generate ADA
 8: participates in OFSDP but cannot generate ADA
 9: enrolled in a Non-TxVSN, local LEA funded remote program



SAAH Section 3 General Attendance Requirements

3.2.2 – Funding Eligibility
 2-through-4-hour rule

• Scheduled for and served for at least 2 hours for half-day eligibility
• Scheduled for and served for at least 4 hours for full-day eligibility 
• Must be instructional hours – number of minutes in each bell period
• Ineligible for funding

• Study Hall does not count as instruction
• Sign-in does not count as instruction 
• Repeated courses that students have already received credit for are not eligible for 

funding 



SAAH Section 3 General Attendance Requirements

3.2.1 ADA Codes

 0: enrolled and scheduled for less than 2hrs or not every day
 1: enrolled and scheduled for 4hrs of more, fulltime every day
 2: enrolled and scheduled for at least 2hrs, parttime every day 



SAAH Section 3 General Attendance Requirements

3.2.1 ADA Codes

 3: enrolled as a fulltime transfer student, every day
 4: enrolled fulltime, but cannot generate ADA
 5: enrolled parttime, but cannot generate ADA
 6: enrolled as a parttime transfer student



SAAH Section 3 General Attendance Requirements

3.2.1 ADA Codes

 7: enrolled in OFSDP AND eligible to generate ADA
 8: participates in OFSDP but cannot generate ADA
 9: enrolled in a Non-TxVSN, local LEA funded remote program



SAAH Section 3 General Attendance Requirements

3.3 Enrollment Procedures and Requirements 

 3.3.1 Residency
• Your LEA must keep a copy of the document it used to verify a student’s 

residency.

 3.3.3 Documentation of Identity and Age
• birth certificate, passport, school ID card, any other legal documentation, etc. 

 3.3.8 Immunizations 
• Texas Department of State Health Services (DSHS)



SAAH Section 3 General Attendance Requirements



SAAH Section 3 General Attendance Requirements



SAAH Section 3 General Attendance Requirements



SAAH Section 3 General Attendance Requirements

3.5 Compulsory Attendance

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.  The district also 
must consider the best practices for truancy prevention measures found in 19 
TAC §129.1045. In addition, tardies generally are not considered absences for 
purposes of compulsory attendance enforcement. 



SAAH Section 3 General Attendance Requirements

Section 3.6
 Students who are on campus and in their classrooms at the time attendance is taken must have their official 

attendance taken and completed by the classroom teacher or paraprofessional that meet the educational 
aide requirements.

 The only exception to a classroom teacher taking official attendance and the only method by which a student 
can take his or her own attendance is by using biometric technology. Examples of biometric technology 
include but are not limited to, fingerprint recognition, facial recognition, retina recognition, and iris 
recognition.

 Students who are on campus at the time attendance is taken but who are not in their assigned classroom are 
considered in attendance for FSP purposes provided they were with a campus official (nurse, counselor, 
principal, etc.). Class admit slips or other documentation supporting that a student was with a campus official 
must be retained for audit purposes.



SAAH Section 3 General Attendance Requirements



SAAH Section 3 General Attendance Requirements



SAAH Section 3 General Attendance Requirements



2026-2027 Updates



SAAH Section 1.6 How to Use This Handbook



SAAH Section 1.7 Significant Changes



SAAH Section 2 Audit Requirements



SAAH Section 2 Audit Requirements



SAAH Section 2.3.1 Student Detail Report



SAAH Section 2.3.1 Student Detail Report



SAAH Section 2.3.2 Campus Summary Report



SAAH Section 2.3.2 Campus Summary Report



SAAH Section 2.3.3 District Summary Report



SAAH Section 2.3.3 District Summary Report



SAAH Section 2.3.3 District Summary Report



SAAH Section 3 General Attendance Requirements



SAAH Section 3 General Attendance Requirements



SAAH Section 3.2.2.4 Funding Eligibility of Students Who Have 
Met All Graduation Requirements



SAAH 3.6.3 Requirements for a Student to Be Considered Present for FSP 
(Funding) Purposes



SAAH 3.8 Calendar



SAAH 3.8.1.1 Makeup Days



SAAH 3.8.1.2 Missed School Day Waivers 



SAAH 3.8.1.4 Staff Development Waivers 



SAAH 3.8.2 Closures for Bad Weather or Other Issues of Health or Safety



SAAH Section 4 Special Education



SAAH Section 4 Special Education



SAAH Section 4 Special Education



SAAH Section 4 Special Education



SAAH Section 4 Special Education



SAAH Section 4 Special Education



SAAH Section 4.1 Responsibility 



SAAH Section 4.2 Special Education Eligibility 



SAAH Section 4.3 Enrollment Procedures



SAAH Section 4.3 Enrollment Procedures



SAAH Section 4.3 Enrollment Procedures



SAAH Section 4.3 Enrollment Procedures



SAAH Section 4.7.1 Code 00-No Instructional Setting (Speech 
Therapy)



SAAH Instructional Setting Codes

 4.7.2 Code 01 - Homebound
 4.7.2.5 Homebound Funding and Homebound Documentation Requirements

 4.7.4 Code 45 – Full-Time Early Childhood Special Education Setting

 4.7.11 Code 41 or 42 – Resource Room/Services

 4.7.15 Code 50 – Residential Nonpublic Services

 4.7.16 Code 60 – Nonpublic School Day



SAAH Section 4.9 Childhood Special Education (ECSE) Services



SAAH Section 4.9 Childhood Special Education (ECSE) Services



SAAH Section 4.9 Childhood Special Education (ECSE) Services



SAAH Section 4.9 Childhood Special Education (ECSE) Services



SAAH Section 4.9 Childhood Special Education (ECSE) Services



SAAH Section 4.9 Childhood Special Education (ECSE) Services



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education
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4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



4.19 Intensity of Services Funding Model for Special Education



SAAH Section 5 Career and Technical Education (CTE)



SAAH Section 5.2.2 Eligibility of Courses for Funding



SAAH Section 5.2.2 Eligibility of Courses for Funding



SAAH Section 5.5 CTE (Contact Hours) Codes



SAAH Section 6.3 Initial Program Placement/Eligibility 



SAAH Section 7 Prekindergarten (Pre-k)



SAAH Section 9 Pregnancy Related Services



SAAH Section 10 Alternative Education Programs (AEPs) and Disciplinary 
Removals



SAAH Section 10.6.1 Student Required to Attend a JJAEP



SAAH Section 10.6.3 Out-of-School Suspension (OSS)



SAAH Section 11.5.1 ADSY Program Design and Waivers)



SAAH Section 11.6.4 Attendance Accounting and FSP Funding for OFSDP Participation 
through a Remote or Hybrid Dropout Recovery Education Program

A remote or hybrid dropout recovery education program under the TEC, §29.081 
(e-2), must operate as one of the following models under the TEC, Chapter 30B:

• a full-time hybrid program as defined in the TEC, §30B.001;
• a full-time virtual program as defined in the TEC, §30B.001; or
• a full-time hybrid or virtual campus authorized under the TEC, Chapter 30B

Online dropout recovery education programs under OFSDP must be able to track 
and report the number of minutes spent by an eligible student in each course so 
that minutes do not exceed the maximum allowed per course.

https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.29&artSec=29.081
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.29&artSec=29.081
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.29&artSec=29.081
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.29&artSec=29.081
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.29&artSec=29.081
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.29&artSec=29.081
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec=30B.001
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec=30B.001
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec=30B.001
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec=30B.001
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec=30B.001
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec=30B.001
https://statutes.capitol.texas.gov/?tab=1&code=ED&chapter=ED.30B&artSec


SAAH Section 12 Virtual, Hybrid, Remote, and Electronic Instuction 



SAAH Section 12.2 Virtual and Hybrid Education



SAAH Section 12.2 Virtual and Hybrid Education



SAAH Section 12.2 Virtual and Hybrid Education



SAAH Section 12.2 Virtual and Hybrid Education



SAAH Section 12.2.2 Virtual and Hybrid Education Funding and 
Accounting



12.2.3 Virtual and Hybrid Education PEIMS Reporting Quick Reference



12.2.3 Virtual and Hybrid Education PEIMS Reporting Quick Reference



Virtual and Hybrid Courses



Virtual and Hybrid Courses



Virtual and Hybrid Courses



Full-time Virtual and Hybrid Programs



Full-time Virtual and Hybrid Programs



Full-time Virtual and Hybrid Programs



Full-time Virtual and Hybrid Campuses



Full-time Virtual and Hybrid Campuses



Full-time Virtual and Hybrid Campuses



Enrollment in a Virtual or Hybrid Course, Full-Time Program, or 
Full-Time Campus, and Receipt of Special Program Services



Additional Virtual or Hybrid Course, Full-Time Program, or Full-
Time Campus Requirements and Information



Additional Virtual or Hybrid Course, Full-Time Program, or Full-
Time Campus Requirements and Information



Additional Virtual or Hybrid Course, Full-Time Program, or Full-
Time Campus Requirements and Information



Additional Virtual or Hybrid Course, Full-Time Program, or Full-
Time Campus Requirements and Information



Glossary

5 Glossary Terms Updated



Public Comment ChangesQuestions?



SAAH Staff

Joe Herrera
 (512) 463-7708
 joe.herrera@tea.texas.gov

Padmaja “Pija” Sathyanarayan
 (512) 475-2012
 padmaja.sathyanarayan@tea.texas.gov

Attendance@tea.texas.gov
Student Attendance Accounting Handbook | Texas Education Agency

mailto:joe.herrera@tea.texas.gov
mailto:joe.herrera@tea.texas.gov
mailto:padmaja.sathyanarayan@tea.texas.gov
mailto:padmaja.sathyanarayan@tea.texas.gov
https://tea.texas.gov/finance-and-grants/financial-compliance/student-attendance-accounting-handbook
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