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For the 2022-2023 school year, the final CARES Act 
(ESSER I) grant period is July 1, 2022 -  
September 30, 2022 (three months).   

For the past 24 months, the CARES Act handbook 

has provided the necessary processes and proce-

dures to PNP Schools participating with HISD to in-

form of the requirements of the grant successfully 

and efficiently with minimal changes. PNP Schools 

end their participation in “CARES”  with the 

achievement of four final action items.   

PNP Schools: 

 will work cooperatively with HISD and the Third-

Party Provider (Catapult Learning) in the district’s 

Summer Property and Equipment Pick-up Event 

on July 11-13, 2022 for the retrieval of property 

and building equipment that will be retained in 

the district per guidance.  

 may request consumables July 1 – July 31, 2022.  

 will work cooperatively with HISD, the Third-Party 

Provider (Catapult Learning), and Netsync in the 

district’s Summer Technology Pick-up Event on 

July 5-7, 2022 for the retrieval of technology that 

will be retained in the district per guidance.   

 will ensure that ALL documentation for the three 

grant periods (2020-2021, 2021-2022, and 2022-

2023) is filed and stored in the CARES  

Documentation Box provided to schools.   

 

INTRO 

Look for pages like this with “new” information and  

details for closing out this federal relief grant. 



For the 2022-2023 school year, the final CARES Act 
(ESSER I) grant period is July 1, 2022 -  
September 30, 2022 (three months).   

A NEW DIRECTION 

5. CARES Act — USDE Outcomes 

     Technology and Property Update 

a) Appeal to USDE 

b) TEA Response to HISD 

c) Response from USDE 

d) Decision from HISD 

e) PNP Schools’ Responsibilities 

 

     Additional Funding Update  

a) Awards to Small Schools 

b) Awards to Remaining Schools 

 

For details, see CARES Act - A New Direction in this 

handbook. 

INTRO 
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Look for pages like this with “new” information and  

details for closing out this federal relief grant. 
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INTRODUCTION 

What is the CARES Act?  The Coronavirus Aid, Relief, and Economic Security Act, also known as 

the CARES Act, is United States federal legislation passed by Congress and signed into law on 

March 27, 2020 that provides funding and flexibilities for states to respond to the COVID-19 

health emergency in K-12 schools.  The bill included and authorized the Education Stabilization 

Fund which provided $13.5 billion in K-12 formula grants to states.  States were required to then 

distribute at least 90% of funds to school districts and public charter schools.  State agencies 

could choose to use the remaining 10% to respond to emergency needs as determined by the 

state agency.   

The flexibilities were for federal, state, and district entities (e.g., U.S. Secretary of Education 

waiving state assessment and accountability provisions of ESEA, states choosing to not identify 

new schools for comprehensive and targeted improvement, or districts requesting a waiver to 

carryover more than the established percentage of federal funds (Title I, Part A) beyond the  

current fiscal year). 

The ESSER Fund was one of the funding streams of the Education Stabilization Fund of the CARES 

Act that provided federal funds to provide support to public schools, public charter schools and 

non-public schools (as defined by the CARES Act).  

The Grant Period 

What is the grant period? The ESSER grant period for PNP equitable services for the  

2022-2023 school year  is July 1, 2022, through September 30, 2022.  The full term of the 

ESSER grant period allows equitable services to be provided from March 13, 2020  

(pre-award start date) through September 30, 2022 to PNP schools.   

What happens once the grant ends?  Per guidance, ALL technology, technology infrastructure  

(e.g., hardware, software, connectivity hotspots, etc.), portable safety materials, and  

non-consumable instructional materials must be returned to the district at the end of the grant  

period (unless there are allowable purposes under another federal education program for which that 

school receives equitable services).  See sample email on the following pages. 

THE CARES ACT 
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THE CARES ACT, continued 
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THE CARES ACT, continued 

1 
Continued 

“Nobody cares how much you know,  
until they know how much you care.”        

 (Attributed to Theodore Roosevelt) 
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INTRODUCTION 

 

THE CARES ACT, , continued 

CARES Act Campus Eligibility Roster 

To obtain the necessary student data for the ESSER Fund Application, HISD requested the PNP 

School’s low-income enrollment using the Campus Eligibility Roster. 

All states in the United States were  

eligible to apply for the funding.  All dis-

tricts were able to apply from their state 

education agency.  HISD applied to TEA 

for the ESSER Fund monies.  The equitable 

services calculation (based on the Title I 

Method of Proportionality) is shown here: 

HISD and the CARES Act 

Eligibility—Application  

Rev. 06/02/2022 4
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INTRODUCTION 

 

On the application, the process to determine the share belonging to the eligible Private Nonprofit 

(PNP) Schools for equitable services is provided. After a period of extended discussion, debate, and 

court intervention, the Interim Final Rule provided the answer to  how the equitable services 

amount for the private nonprofit schools would be determined -- using the Title I Method of 

counting the low-income student population to determine funding.  

 

Eligible PNP Schools could then receive equitable services per the allowable use of funds activities 

for all students, teachers, administrators, and school personnel.   

 

To be eligible, PNP Schools had to meet the following criteria. 

• Have nonprofit status (and provide proof to the district) 

• Have been in existence on or before March 13, 2020 

• Be physically located within the HISD attendance boundaries   

THE CARES ACT, continued 

HISD and the CARES Act, continued 

Determining Eligibility 
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INTRODUCTION 

 

Participating schools must have completed the CARES Act Intent to Participate Form.  This form is 

the auditable document kept by the district that shows the intent of the private nonprofit school.  

Additional schools cannot be added later. Therefore, the schools participating in 2022-2023 are 

schools that completed the Intent to Participate Form (below) in the first grant year. 

THE CARES ACT, continued 

Participation Requirements 

CARES Act—Intent to Participate Form 
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INTRODUCTION 

 

In 2020-2021, schools that completed the Intent to Participate Form were invited to a PNP 

Schools’ CARES Act Consultation Meeting which the principals or directors were required to 

attend.  (Additional school personnel were welcome to attend the meeting as well.) This annual 

meeting was hosted by HISD.   

 

There was much dialogue surrounding the method for funding the ESSER grant — to the point 

that USDE issued an Interim Final Rule (IFR).  This action required that a second consultation 

meeting be held regarding the IFR. This is because the interim rule now gave districts flexibility to 

select their preference in following the interpretation of the Act (whether by statute or guid-

ance) regarding calculating the share for equitable services by expanding the options from which 

districts could choose to calculate equitable services.   

 

Litigation and discussion continued —  even after the Interim Final Rule. The third judicial ruling 

was final.  It was the Summary Judgment and No Appeal.  This gave districts no option in  

determining how to calculate the share for private school equitable services.  Districts were  

required to calculate using Title I methodology of counting low-income students for determining 

the funding amount.   

 

Because HISD is the awardee of the grant and maintains ownership and title of any technology, 

property, and non-consumable materials, the district is required to pick up specified materials  

obtained by PNP schools during extended school breaks and at the end of the grant period.  

 

Assurances 

The state (TEA) recommends that the district have the PNPs sign an Assurance document certify-

ing to the requirement.  There are additional district guidelines that are part of the Assurance.   

HISD requires that the PNP principal or director only sign this document. 

 

Signing the Assurance Document 
Follow the instructions at the end of the form when signing the completed document: 

1. Type your name to sign—this is considered to be a digital signature. 

Then email the digitally signed document as specified in the instructions. 

2. Next, print the digitally signed form and sign it manually in ink. 

Mail (via U.S. mail) the signed form as specified in the instructions. 

 

For an image of the 2020-2021 Assurance document, see the following pages. 

 

THE CARES ACT, , continued 

Participation Requirements, continued 
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THE CARES ACT, continued 

CARES Act—Assurance Document (Page 1) 
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THE CARES ACT, continued 

CARES Act—Assurance Document (Page 2) 
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THE CARES ACT, continued 

CARES Act—Assurance Document (Page 3) 
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INTRODUCTION 

 

It takes an effective program design and adequate planning to have successful program implemen-
tation and to maximize grant funds.   
 
To do this, schools must:  

(1) look at their school needs for the students, families, teachers, administrators, and  
the entire staff  

(2) be sure the needs are included in the Campus Needs Assessment for federal programs,  

(3) consider the scheduling, number of students, number of personnel needed, location of services, 
and frequency of services in their Program Description (if requesting instructional services), and  

(4) have a Comprehensive Professional Development Spending Plan to spend according to the school 
needs, track the schools’ expenditures, and know remaining balances for equitable services.    

 
There is one Campus Needs Assessment (CNA) for the school that encompasses all of the federal 

programs in which the school participates. Likewise, there is only one Program Description for the 

school. However, for each grant in which the school participates, a Comprehensive Professional  

Development Spending Plan must for completed. All documents can be found on the Catapult  

Learning Website for Federal Programs. These forms are completed annually. 

 
 
Refer to the Forms chapter for an image of the Comprehensive Professional Development  
Spending Plan. 

THE CARES ACT, , continued 

Successful Program Implementation 
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INTRODUCTION 

 

USDE has established twelve Allowable Uses of Funds for equitable services.—see below.  

EQUITABLE SERVICES WITH THE ESSER FUND 

Equitable Services With the ESSER Fund 

Allowable Uses of Funds  for Equitable Services -  CARES Act 

1) Any activity authorized by the ESEA, individuals with Disabilities Education (IDEA) Act, the Adult 

Education and Family Literacy At, the Carl D. Perkins Career and Technical Education Act, or the 

McKinney-Vento Homeless Assistance Act; 

2) Coordination of preparedness and response efforts of LEAs with state and local public health 

departments, and other relevant agencies to improve coordinated responses to prevent, pre-

pare for, and respond to coronavirus;  

3) Providing principals and other school leaders with necessary resources to address the needs of 

individual schools;  

4) Activities to address the unique needs of low-income children or students, children with  

disabilities, English learners, racial and ethnic minorities, students experiencing homelessness, 

and foster care youth, including how outreach and service delivery will meet the needs of each 

population;  

5) Developing and implementing procedures and systems to improve the preparedness and  

response efforts of LEAs;  

6) Training and professional development for staff of the LEA on sanitation and minimizing the 

spread of infectious diseases; 

7) Purchasing supplies to sanitize and clean the facilities of an LEA, including buildings operated by 

such agency; 

8) Planning for and coordinating during long-term closures, including for how to provide meals, 

technology for online learning to all students, guidance for carrying out IDEA to eligible students 

and how to ensure other educational services can continue to be provided consistent with all 

Federal, State, and local requirements;  

9) Purchasing educational technology (including hardware, software, and connectivity) for students 

who are served by the LEA that aids in regular and substantive educational interaction between 

students and their classroom instructors, including low-income students and students with disa-

bilities, which may include assistive technology or adaptive equipment; 

10) Providing mental health services and supports; 

11) Planning and implementing activities related to summer learning and supplemental afterschool 

programs, including providing classroom instruction or online earning during the summer 

months and addressing the needs of low-income students with disabilities, English learners, mi-

grant students, students experiencing homelessness, and children in foster care; and  

12) Other activities that are necessary to maintain the operation of and continuity of services in LEAs 

and continuing to employ existing staff of the LEA.  

Rev. 06/02/2022 12
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INTRODUCTION 

 

EQUITABLE SERVICES WITH THE ESSER FUND 

HISD provides no direct services to the PNP Schools. HISD contracts with a third-party provider to 

support schools in ongoing consultation, program implementation, providing and securing equitable 

services, handling reimbursements, supporting schools with administrative tasks like completing 

forms, checking documentation, and more.  Catapult Learning was selected as the Third-Party  

Provider for the CARES Act/ESSER Fund grant.   

 

The Third-Party Provider, Catapult Learning, is a partner. Also, the PNP schools are partners.   

Considering that, there are three partners working together — HISD, Catapult Learning, and the PNP 

Schools — and assuming shared responsibility for the support and success of this grant program.   

 

The Processes, Procedures, and Guidelines established by HISD can be found in this  2022-2023 

CARES Act Handbook located on the HISD PNP Schools website at  

http://www.houstonisd.org/Page/59247. 

Equitable Services With the ESSER Fund, continued 

Third-Party Provider 

Rev. 06/02/2022 13
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REQUESTS FOR SERVICE 

The process of accessing and receiving equitable services begins with a request based on the 

campus needs. Submitting a request does not mean approval.  After a request is made, equitable 

services cannot begin without receiving approval from the third-party provider (and sometimes 

parental consent).  There are multiple request documents because there can be participation in 

multiple services.  For the 2022-2023 grant period, only requests for consumable products will be 

allowed during the month of July (July 1-31).       

IMPORTANT!  ALL requests are submitted to Catapult Learning for review for eligibility allowing  
approval. Ineligible requests will not be approved. Requests that are incomplete will 
require additional information from the PNP School. 

Rev. 06/02/2022 14
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New Information for Closing-Out CARES 
 

 

JULY 1 - JULY 31, 2022:  Important Dates for 2022-2023 

 

REMINDER: 

 

• Get those consumables ordered! 

• Order enough to last through September 30, 2022! 

• Exhaust your funding! 

 

SUGGESTED ITEMS: 

 

PPE 

Cleaning Supplies 

MERV Filters 

Sanitation Supplies 

Dispenser Refills – Soap, Paper Towels 

Check the Consumables List for more suggestions 

 

PUT ON YOUR THINKING CAP: 

 

• Scheduled Contracted Cleaning Services 

• There are still more options 

 

USE CAUTION: 

 

• Timeliness is of the utmost importance.  

• Items/Services MUST be received by August 5, 2022 or  

the order cannot be placed or will be canceled. 

• Confirmation of Receipts must be completed by  

August 15, 2022. 

• Billing must be completed by early-September. 

• EVERYTHING tied to this grant ENDS September 30, 2022. 

2 

“From caring comes courage.”   
(Lao Tzu) 

Rev. 06/02/2022 15
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TRACKING TECHNOLOGY 

Tagging and Tracking 
Guidance states that all technology will remain the property of HISD after the CARES ACT funding 

grant period ends (unless there is an allowable use under another federal program), technology 

must be tagged before distribution.  Therefore, if feasible for technology purchases, the shipping 

location will be HISD.  Upon delivery to HISD or the PNP School, technology items should be 

tagged and inventoried for distribution to the PNP School.   

 

Every participating PNP School signed an Assurances document prior to the distribution of  

technology to the PNP school per TEA’s recommendation.  Each school is emailed a Technology  

Tracker spreadsheet once the school receives delivery of the requested items. The School will be 

responsible for assigning a designated laptop, device, or hotspot to a particular individual and 

entering that information on the form. The Technology Tracker is due back to HISD in 3-5 busi-

ness days via email.    

IMPORTANT: TECHNOLOGY was excluded from Pre-Award Reimbursement — whether  

purchased by the school or by an individual (per HISD decision).   

Responsible Parties 

• HISD - Conducts the initial tagging of HISD Fixed Assets by applying the identifying tags. The 

district also emails a spreadsheet (The Technology Tracker mentioned above) to principals to 

complete with final information regarding the user, device location, and more.    

The completed spreadsheet is returned to HISD.  Each school must follow this process. 

• Catapult – Maintains tracking of what is ordered. HISD also keeps a record.  Both records are 

used as a checks and balance system to ensure accurate records are maintained  of all  

purchased items. 

• PNP Schools – Maintain tracking of technology provided to students, parents, and teachers by 

listing those who will be  using the specific laptop along with other pertinent information.  

PNP Schools are responsible for verifying every 60 days that the laptop is still in use and  

functioning properly.  HISD will provide a confirmation report to each school. The PNP School 

will email the completed report to HISD verifying that the laptop is accounted for. 

Reporting will be ongoing throughout the entire school year as new items are purchased.  

Rev. 06/02/2022 16
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Process 
To request technology, complete the Materials Request Form and submit the form to Catapult 

Learning for review and approval.  

• Requests that are not eligible will not be approved.   

• Requests that are incomplete will require additional information from the PNP School.  

 

All technology orders must be placed through Catapult Learning. If the school is asked to find 

what is needed, school personnel should search for it, obtain the invoice for purchase, and  

submit it to Catapult Learning for purchase (and payment).  Smaller technology auxiliary or  

accessory items can be made by the school and reimbursement obtained. A materials request 

form should be completed to ensure that the purchase is reimbursable. 

 

 

Direct Pay Purchases 
If the purchase is a direct pay to the vendor, be sure to find out in advance if the vendor accepts 

American Express. 

Storing Technology During Extended Breaks 
During extended breaks in the school year, technology will be picked up and stored at HISD until 

that period ends.  The summer break is considered an extended break. 

REQUESTING TECHNOLOGY 

Rev. 06/02/2022 17
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IMPORTANT NOTICE REGARDING TECHNOLOGY 
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IMPORTANT NOTICE REGARDING TECHNOLOGY, continued 
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IMPORTANT NOTICE REGARDING TECHNOLOGY, continued 
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IMPORTANT NOTICE REGARDING TECHNOLOGY, continued 
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IMPORTANT NOTICE REGARDING TECHNOLOGY, continued 
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IMPORTANT NOTICE REGARDING TECHNOLOGY, continued 
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IMPORTANT NOTICE REGARDING TECHNOLOGY, continued 

This information applies to a Technology Pick-Up Event during extended breaks. 

Revised for the 2021-2022 School Year 

 

IMPORTANT   

Do not discard non-consumables that were purchased using CARES funding. If the purchased item 

becomes damaged or is broken, contact the district or the Catapult CARES Administrator. HISD 

has a record of how many items are purchased and the PNP School will be held accountable for 

them.  

• If the technology item needs to be returned, inform the Catapult CARES Administrator early 

so that the return can be made within the time period that the manufacturer permits for the 

return or exchange.  

• If the item is damaged, inform the Catapult CARES Administrator so if the product is under 

warranty, that item can be repaired based on the warranty.  

• If the item is lost or stolen, file a police report so that there is an official record of the loss. 

HISD will need a copy of the police report in order to make adjustments to its records if the 

items cannot be replaced, returned or repaired.  

 

Following this process is important for all non-consumable technology items purchased regardless 

of cost because federal funds were utilized and because the item count at the PNP School should 

match the HISD inventory count for the technology orders placed.   

 

Also, to prevent damage to the equipment or any danger resulting from cleaning (chemical) solu-

tions, be sure that none are left inside the equipment while being stored for any extended time at 

the school or for a Technology Pick-Up Event (e.g., electrostatic sprayers should be emptied and 

cleaned of the cleaning product).  Cleaning products are not collected and should be stored safely 

at the school. 
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3 
2022 SUMMER TECHNOLOGY PICK-UP EVENT 
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3 
Continued 

2022 SUMMER TECHNOLOGY PICK-UP EVENT,  
continued 
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3 
Continued 

2022 SUMMER TECHNOLOGY PICK-UP EVENT,  
continued 
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3 
Continued 

2022 SUMMER TECHNOLOGY PICK-UP EVENT,  
continued 

“The simple act of caring is heroic.” 
(Edward Albert) 
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FEDERAL GUIDANCE ABOUT REIMBURSEMENTS 

Money Cannot Flow to the PNP School 

Best Practices for Making Requests 

• The PNP School completes a form to request an equitable service.  

(See the Forms section to view the forms below.) 

 Materials Request Form 

 Request Approval for School Professional Development 

 Request Approval for Student Services 

• Once the form is completed, there are two BEST PRACTICE options: 

 Catapult finds the materials on the Request Form and Catapult orders them. 

 PNP School finds the materials on the Request Form and submits the unpaid invoice to 

Catapult Learning and Catapult orders them. 

NOTE:  For any immediate payments, the vendor must accept American Express.   

 

Why This is Beneficial:  The deduction to the school share allocation is immediate: 

There are no follow-up receipts to submit, and there is no waiting for the check in the 

mail. 

——————OR——————- 

• Once the form is completed, there is one ALTERNATIVE option: 

The individual at the PNP School finds the materials on the Request Form, orders them ,and 

seeks reimbursement.  Pre-payment by Catapult Learning will be the method used to procure 

consumable items during the 31-day window of purchasing. 

 

REQUIREMENT: The individual must have a W-9 on file with Catapult Learning to receive  

reimbursement.  

 The individual at the PNP School submits the eligible receipts no later than 30 days 

after the purchase or event;  

 The reimbursement is processed by Catapult Learning no later than 30 days after the 

initial submission. The entire reimbursement process should take no more than 60 

days.  Once finalized, the check will be mailed  to the PNP School to aid in tracking that 

the reimbursement has been received.  

NOTE:  The standard practice is to mail reimbursement checks to the school for tracking purposes.   

However, should the need arise (due to possible school closures resulting from the current public 

health emergency), then this process will change.  Checks will then be sent to the individual at their 

place of residence, and  mailing checks to the school will resume at a safe and appropriate time. 

Federal funds cannot flow to the PNP School.  Instead, PNP Schools receive equitable services—not 

funds—based on an allocated amount of funding to the school.  The cost of the equitable service is  

deducted from the school share allocation immediately if paid for by Catapult Learning 

or paid to the individual as a reimbursement once eligible receipts are submitted. 
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REIMBURSEMENT PROCESS 

Pre-Award Costs 
• Exception to Reimburse Schools 

 Pre-Award Period of March 13 – June 18, 2020 (the date of the first Consultation 

Meeting):  PNP Schools can be reimbursed through November 30, 2020. 

 This extended Pre-Award time is a ONE-TIME exception:  Normally, money cannot flow 

to the PNP School. 

• Allowable to Reimburse Individuals 

 Pre-Award Period of March 13 – May 31, 2020   

 As a reminder, reimbursements take longer than direct payment by Catapult Learning.  

Regular Grant Costs 
Reimbursements are given only when: 

• Equitable services are part of the Allowable Uses of Funds. 

• The individual seeking reimbursement has a W-9 on file with Catapult Learning. 

• The Reimbursement form is completed and submitted to Catapult Learning. (See the Forms 

section.) 

 The individual at the PNP School submits the eligible receipts no later than 30 days 

after the purchase, event, or opportunity. 

 The reimbursement is processed by Catapult Learning no later than 30 days after the 

initial submission   

 The entire reimbursement process should take no more than 60 days.   

 Once finalized, a check will be mailed to the PNP School. 

 

• There are certain items that can only be reimbursed and not pre-paid or charged directly 

against the school share allocation.  Those items are for professional development travel-

related expenses or non-secular professional development.  

- Lodging - Rental Car with Gasoline 

- Airfare - Mileage 

- Meals   

NOTE:  At this time, all professional development (PD)  

is virtual, so there are no travel-related expenditures.  

Later in the year, once the COVID-19 alert level  

improves and travel resumes, it will be allowable to  

submit those expenditures for reimbursement.  

REGARDING TECHNOLOGY 
Per HISD, technology purchases will not be reimbursed to individuals or schools.   

This is because PNP technology must: 

• have a warranty and the tracking tool (or other options) added to the device at the time of purchase; 

• be the property of HISD (per TEA) which requires the purchase to be in HISD’s name for warranty  

purposes; and 

• be on the list of HISD-approved devices and purchased from an HISD-approved vendor. 
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BUDGET REPORTING 

HISD provides the CARES Act Comprehensive Professional Development and 

Spending Plan document to assist schools in planning and tracking expenditures of the school 

share allocation to obtain a zero balance.  Completing this document is a requirement.  

The third-party provider, Catapult Learning, provides budget reporting of the school share  

allocation balances to schools biweekly, and to the Catholic Schools office and the Jewish  

Federation of Greater Houston as well. 

 

This regular communication from Catapult Learning will keep schools aware of remaining  

balances and funds available for use. 

 

With only three months in the grant period, balance reporting will be provided immediately after 

July 31st, once ordering ends. The goal is to spend all funds by that date. 

BUDGET USE 

ESSA funds and ESSER funds are not the same: They are separate programming resources.  

Most schools participating with HISD in the CARES Act also participate in the ESSA federal grants.  

This means that there is an overlap in some allowable uses of funds.  Any equitable services  

requested using CARES Act Forms will be processed using the CARES (ESSER Fund) school share  

allocation.  
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BUDGET CUT-OFF DATES FOR PURCHASES 

These COVID relief funds are given to last over the two-year span of the grant for equitable services 

needed due to the impact of the pandemic.   As a reminder, there is no new allocation for the 2022-

2023 school year and funds should be exhausted to benefit your students’ and school’s needs. 

 

 

Therefore, prioritize spending and utilize funds to help with school needs identified in the campus 

needs assessment (CNA).  The CNA shows how these expenditures will be used to meet student,  

family, teacher, and school needs as impacted by COVID-19. The CNA will not be required for the 

school year 2022-2023. 

Consumable items only 
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DUE DATES 

See list of submission windows below (NOT APPLICABLE). 

Submission Windows—Instructional Services  
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HISD CALENDAR 

HISD Academic Calendar—2022-2023 

Rev. 06/02/2022 34



CALENDARS 

 

HISD |  2022-2023 CARES Act Handbook 

FISCAL CALENDAR 

It is helpful to utilize spending benchmarks to monitor the school share allocation.  

The goal is to expend all funds for the purpose of the grant during the grant period to meet student 

and school needs.  PNP Schools participating with HISD began receiving equitable services as of July 

29, 2020 and are expected to expend all funds by September 30, 2022. 

Funds Utilization Timeline 

BY THIS DATE PERCENTAGE OF FUNDS EXPENDED 

November 30, 2020 15% of the ESSER Fund school share allocation 

May 31, 2021 35% of the ESSER Fund school share allocation 

November 30, 2021 55%of the ESSER Fund school share allocation 

May 31, 2022   75% of the ESSER Fund school share allocation 

September 30, 2022 100% of the ESSER Fund school share allocation 

This calendar is divided into quarterly time periods established by TEA.  HISD will  report to TEA  

every quarter the funds expended by PNP Schools for Allowable Activities.  Reporting has not  

occurred as printed; however, regular auditing has taken place over the nine quarters by USDE, TEA, 

and external auditors.  

TEA QUARTERLY REPORTING CALENDAR 

Pre-Award March 13, 2020 through May 31, 2020 

Quarter 1 June 1, 2020 through August 31, 2020 

Quarter 2 September 1, 2020 through November 30, 2020 

Quarter 3 December 1, 2020 through February 28, 2021 

Quarter 4 March 1, 2021 through May 31, 2021 

Quarter 5 June 1, 2021 through August 31, 2021 

Quarter 6 September 1, 2021 through November 30, 2021 

Quarter 7 December 1, 2021 through February 28, 2022 

Quarter 8 March 1, 2022 through May 31, 2022 

Quarter 9 June 1, 2022 through September 30, 2022 
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DOCUMENTATION STORAGE 

A simple documentation method works best for this two-year grant.  Initially, records were organized 

and kept in a labeled documentation box with 20 labeled folders provided by HISD.  All forms are not 

completed every year — PNP Schools should continue to add to the CARES Act  folders  

documentation box as needed. Multiple folders are not needed for the 2022-2023 school year. 

 

As a reminder, the CARES box holds the documents for the entire term of the grant (July 2020 through 

September 2022).  The CARES documentation box should be organized in the following manner by 

the Grant Contact: 

Filing System 

Participation Documents (1 Folder) 
• Intent to Participate 

• CARES Act Equitable Services Form 

• Assurances Form 

• Affirmation of Consultation Form 

Programmatic Documents (1 Folder)       
• Campus Needs Assessment 

• Program Description 

• School Share Allocations 

• CARES Act Spending Plan 

TEA Reporting Quarter Folders (11 Folders ) 

• Pre-Award Period (2) 
 (March 13 – June 18, 2020:  PNP Schools can be reimbursed) 
 (March 13– May 31, 2020:  PNP Personnel can be reimbursed) 

• Quarters 1-9 (9) 
 Requests for Approval 
 Materials Request Forms 
 Reimbursements 

Instructional Services (3 Folders)       
• Student Eligibility Service Rosters w/ Supporting Documentation 

• Student Sign In 

• Teacher Sign In 

Parental Consent Forms(1 Folder)       
• Instructional Services / Counseling / Student Services 

Miscellaneous (2 Folders)       

Handbook (1) - Printed 

An addition for the 2022-2023 school year. 

An addition for the 2022-2023 school year. 

An addition for the 2022-2023 school year. 
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DOCUMENTATION STORAGE, continued 

The document box is to be kept at the school during the grant period. It must be stored (at the 

school in a safe place) for a period of seven (7) years past the grant period.  The label on the box 

will have the school name, grant name, and destroy date. 

Filing Location 

PNP Schools Must Keep Documentation Up-to-Date 
Routine upkeep and maintenance is expected.  Keep documents up-to-date as these will be  

monitored regularly. The Grant Contact is responsible for maintaining the CARES Act  

Documentation Box by filing the appropriate grant records and information in the box for the 

school year.   

 

Documents will be monitored by all partners.  This is a shared responsibility between: 

• PNP School (Grant Contact) 

• Catapult Learning 

• HISD 

DOCUMENTATION MAINTENANCE AND MONITORING 
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4 

New Information for Closing-Out CARES 

 
Be sure that the CARES Documentation Box contains all rec-

ords that you have regarding your participation in CARES.  

Your box is divided by grant years with dividers.   

 

The first year is the only year with the participation required 

forms.   

 

Every year will include all requests for professional develop-

ment, student services, field lessons, materials, reimburse-

ments, and Use of Funds Questions for Technology and 

Equipment.   

 

Also, include your invoices submitted from speakers, procure-

ments, contracted services with cleaning companies, and 

more. 

 

Do not forget about approval emails, documents, proposals, 

and other communications regarding important news and 

events. 

 

Include both annual CARES Evaluations of Services, the print-

ed handbooks, Consultation Meeting PowerPoints, copies of 

agendas and handouts. 

 

Plus, include the budget documents like yearly campus plan-

ning allocations, printed balances, remaining balances, 

quotes for services, confirmation of receipts (for goods and 

services received). 

 

Summer School information should also be included. 

Counseling information too about the services. 

 

Finally, once the box is filled with all that CARES has allowed 

the students, families, teachers, and administrators to con-

tinue on for the sake of education during the past two 

years because of a global pandemic (Whew!) give that 

box a big hug and a warm smile before placing it on 

the shelf to store for the next seven years.     

“Without a sense of caring, there can be  
no sense of community.” 

 

 (Anthony J. D’Angelo) 
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USEFUL LINKS 

RESOURCE URL 

HISD PNP Schools Website 

(use Chrome) 
https://www.houstonisd.org/page/59247 

Catapult Learning Website for  

Federal Programs 
http://www.catapultlearning.com/hisd-professional-development 

Link to TEA Equitable Services  

Document 
https://tea.texas.gov/sites/default/files/covid/COVID-19-CARES-Act-
Equitable-Services-FAQ.pdf 

TEA State Ombudsman Contact 

Information 
Email: PNPombudsman@tea.texas.gov   
Phone: (512) 463-6939 

RESOURCE Email 

Approvals - HISD 
caresapprovalsHISD@catapultlearning.com  

 
                     Accesses: Ann Milton  

Reimbursements                 
caresreimbursements@catapultlearning.com  

 

Accesses: Jamaine Mitchell and Ann Milton 

When making any CARES requests --- use the email below  for approvals or reimbursements. 

Additional Resources 
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CONTACT LIST 
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FORMS  (MOST ARE NOT NEEDED IN 2022-2023) 

ALL forms are submitted to the Third-Party Provider, Catapult Learning , for approval.  Approval is 

granted for consumable items only.  If a school wants to use the CARES Act (ESSER Fund) funding 

for equitable services, CARES Act forms must be utilized.  All related costs of services in the allowa-

ble uses under CARES Act (ESSER Fund) will be taken from the respective school share allocation.  

 

Forms are to be completed by the school.  They must be completed accurately — if edits are  

needed, then the school should make them and re-submit in a timely manner.  Approvals cannot 

be expected immediately; It takes time to process requests and respond to schools.   

 

All forms for approval should be submitted 30 days prior to an event.  All forms requesting materials 

should be presented at least 30 days prior to the need.  Requests and approvals require time to be 

processed.  Shipping time is dependent upon the vendor.  Therefore, advance planning is critical.  
 

NOTE:  

PNP Schools will use the Materials Request Form when making requests for consumables.  

Submission and Timelines 

Acceptable Signatures  
Signatures are accepted in a variety of methods as the situation warrants:  by scan or digitally via 

email or as an "in ink" original via delivery or U.S. Mail.  HISD  and/or Catapult Learning will be sure 

to inform which type is needed when completing documents.   
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Campus Eligibility Roster 

CARES ACT FORMS 

Campus Eligibility Roster 

To obtain the necessary student data for the ESSER Fund Application, HISD requested the PNP 

School’s low-income enrollment using the Campus Eligibility Roster.  Schools participating in 2022-

2023 are schools that completed the Campus Eligibility Roster (below) in the first grant year. 
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Comprehensive Professional Development and Spending Plan 

CARES ACT FORMS 

This form must be completed by any participating school.  Using the form will help schools to: 

1) create a plan to use funds effectively to meet the needs of the students and schools,

2) exhaust all funding that will expire in a two-year time period, ensuring that no funds go un-

spent and all funds are used to meet the extensive need, and

3) knowingly track the use of CARES Act funds and remain aware of the what has been spent as

well as what is available for use.

Comprehensive Professional Development  and Spending Plan—Page 1 

PNP Schools do not need to complete most forms for 2022-2023.  

An X indicates that the illustrated CARES  form will not be utilized for the 2022-2023 grant year.
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Comprehensive Professional Development  and Spending Plan—Page 2 

CARES ACT FORMS, continued 

Rev. 06/02/2022 44



CARES Act—FORMS 

 

HISD |  2022-2023 CARES Act Handbook 

Materials Request Form 

CARES ACT FORMS, continued 

This form is used to request materials that will be used for the 12 allowable uses of the grant.   

Upon approval, the materials will be purchased by the Third-Party Provider and that cost will be 

taken from the CARES Act school share allocation.   

 

Another option is for the purchase to be made by the teacher or administrator after the request 

has been approved and submit eligible receipts for reimbursement. 
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Request Approval for Professional Development (PD)  

CARES ACT FORMS, continued 

This form is used to request approval for professional development opportunities. 
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Professional Development Guidelines—PERSONNEL 

CARES ACT FORMS, continued 

Professional Development (PD) Guidelines – to PNP School Personnel 

This document explains guidelines regarding who can receive PD equitable services and the 

purpose of the PD. 
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Professional Development Guidelines—SCHOOLS 

CARES ACT FORMS, continued 

Professional Development (PD) Guidelines – to PNP Schools 

This document explains guidelines regarding which PD is considered eligible.  
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TEA Justification of Specific Expenditures 

TEA Out-of-State Forms 

There are two TEA forms that must be completed for Out-of-State Professional Development  

requests.  These forms require HISD/TEA approval. 

Justification of Expenditures 

Schools must complete this form providing information to justify the request. 

CARES ACT FORMS, continued 
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TEA Request for Approval of Participant Support Costs 

TEA Out-of-State Forms, continued 

CARES ACT FORMS, continued 

Request Participant Support Costs 

Schools must complete this form detailing the costs that will be incurred with this request for 

equitable services. 
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Student  Eligibility Service Roster 

CARES ACT FORMS, continued 

Instructional Services Forms 

Instructional Services Forms will be required to recommend students for additional small group 

instructional support.  The forms needed include the Student Service Eligibility Roster along with 

required supporting documentation.  

• Student Eligibility Service Roster  

Schools complete this form to recommend students for additional instructional support  

following the schedule of Submission Windows in the Calendars section.  

• Supporting Documentation 

Schools must provide multiple-academic criteria to support the recommendation for additional 

instructional services.  Students must show an academic need based on two qualifying criteria. 
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Student  Eligibility Service Roster—SAMPLE 

CARES ACT FORMS, continued 

Instructional Services Forms, continued 
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Request Approval for Student Services 

CARES ACT FORMS, continued 

This form is used to request approval for student services.  Remember that this is not for  

instructional services to students (for that, schools would use the CARES Student Eligibility  

Service Roster).  Student Services are for a group of students obtaining the same lesson/activity/

opportunity for  the purpose of an event or opportunity created, designed, or planned for a 

"specific" student GROUP. 
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Parental Consent—STUDENT SERVICES 

Parental Consent Forms—Student Services Not Allowed 

CARES ACT FORMS, continued 

Continued next page... 

This form is completed and signed by the parent/guardian to give consent for the student to  

participate in specified group activities (i.e., with a class, grade level, student club, after-school  

program, or the entire student body).  Sometimes, such activities are ones that may have a  

sensitive content pertaining to safety, health, and/or other topics. Having parental consent gives 

the parent/guardian the choice to opt their student out of participation.   

 

The PNP school should be vigilant as to whether parental consent is necessary for their planned 

activities.  Once the student service is approved, school personnel must determine if  

parental notification/consent should be obtained. If so, use the Parental Consent Form shown on 

the following page. 
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Parental Consent—STUDENT SERVICES 

Parental Consent Forms, continued 

CARES ACT FORMS, continued 
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Parental Consent—INSTRUCTIONAL SERVICES 

Parental Consent Forms, continued 

CARES ACT FORMS, continued 

This form is completed and signed by the parent/guardian to give consent for the student to  

participate in instructional services for additional small group instructional support.  Support to 

students cannot begin until this form has been completed and returned.  
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Parental Consent—COUNSELING 

This form is completed and signed by the parent/guardian to give consent for the student to 

participate in counseling. 

CARES ACT FORMS, continued 

Parental Consent Forms, continued 
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Field Lesson Request Approval Form with Implementation Plan 

Field Lesson Forms 

Field Lesson Request Approval Form with Implementation Plan — Page 1 

CARES ACT FORMS, continued 

This form is completed and signed by the parent /guardian to give consent for the student to 

participate in a field lesson. 
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CARES ACT FORMS, continued 

Field Lesson Request Approval Form with Implementation Plan — Page 2 

Field Lesson Forms, continued 
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Parent Consent and Medical Release Form / PNP Schools 

CARES ACT FORMS, continued 

Field Lesson Forms, continued 

This form is completed and signed by the parent/guardian to provide medical  

information for a student attending a field lesson. 
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TEA Request for Educational Field Trip 

CARES ACT FORMS, continued 

Field Lesson Forms, continued 

Schools must complete this form providing information to justify the request for the field lesson. 
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Reimbursement Request Form—Page 1 

CARES ACT FORMS, continued 

Reimbursement Request and Receipt Submission Form 

This form is submitted when a reimbursement is needed by an individual.  
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Reimbursement Request Form—Page 2 

CARES ACT FORMS, continued 

Reimbursement Request and Receipt Submission Form, continued 
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Reimbursement Request—Instructions 

CARES ACT FORMS, continued 

Reimbursement Request—Instructions—Page 1 

This document provides additional instructions about requesting and completing the  

reimbursement form . 
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Reimbursement Request—Instructions, continued 

CARES ACT FORMS, continued 

Reimbursement Request—Instructions—Page 2 
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Information Regarding Use of Technology 

This document refers to the new guidance regarding PNP schools using federal funds to acquire 
technology.   

CARES ACT FORMS, continued 
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Use of Funds Questions — Justification for Technology and Equipment 

This document is used to justify the utilization of technology at the school.   

CARES ACT FORMS, continued 
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Affirmation of Consultation—Page 1 

This document is used to affirm that an initial CARES Consultation Meeting with the PNP School  

occurred  during the first year of the CARES Act ESSER Program as required by guidance.  

CARES ACT FORMS, continued 
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Affirmation of Consultation—Page 2 

CARES ACT FORMS, continued 
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A NEW DIRECTION 

Technology and Property Update 

Appeal to USDE 
An appeal was made to USDE by the Jewish Federation of Greater Houston, later joined by the 

Catholic Schools Office (Archdiocese of Galveston-Houston), requesting guidance that would allow 

Private Nonprofit Schools still experiencing the impact of COVID-19 to continue using technology 

and property acquired under the ESSER I grant beyond the grant end date.   

Although the CARES Act (ESSER I) grant ends on September 30, 2022, the continuation of  

equitable services has taken a new direction. In July 2022— in response to an appeal — USDE 

clarified its guidance with respect to PNP Schools having continued use of technology and  

property beyond the grant end date.  

A determination was made by USDE to allow additional funding from a withdrawn school to be 

distributed across participating schools to further the purpose of this grant. The funds will provide 

support to schools that were impacted as a result of COVID-19, allowing the continuity of instruc-

tion. 

TEA Response to HISD 
The Private Nonprofit State Ombudsman shared the following response from TEA with HISD: 

 “Please put this on hold as USDE is weighing in on the issue. TEA doesn’t want HISD to go back and 

need to make changes once USDE issues a ruling.” 

Response from USDE 
USDE clarified its guidance—the USDE response is shown on the next page. 

Continued on next page. 
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USDE Response to the Appeal 

Technology and Property Update, continued 
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Technology and Property Update, continued 

Decision from HISD 
While the pickup of technology and property was an allowable option per guidance, HISD (after 

consultation and discussion) chose to permit PNP Schools to continue using the items acquired 

with ESSER funds through June 2024.  See the email below, that was sent to PNP Schools. 
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Technology and Property Update, continued 

PNP Schools’ Responsibilities 
As a result of the new direction, PNP Schools must assume the responsibilities outlined by HISD in 

the Assurances document and the Verification/Security Schedule.  These are displayed below and 

on the following pages. 

2022-2024 Assurances Form—Page 1 
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Technology and Property Update, continued 

PNP Schools’ Responsibilities, continued 

2022-2024 Assurances Form—Page 2 
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Additional Funding Update 

Awards to Small and Remaining Schools 
At the request of HISD, USDE decided to allow additional funding to be distributed across partici-

pating schools to further the purpose of the ESSER I grant. The funds, taken from a withdrawn school, 

provide support to schools that were impacted as a result of COVID-19, allowing the 

continuity of instruction. 

Email to Small Schools 

Continued on next page. 
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KNOW THIS!!!!! 
 
 

You’ve made a difference! 
 

It was worth it! 
 

We’d do it again! 
 

The toughest struggle  
brings the greatest reward! 

 
Never quit! 

 
We are finishers! 

 
We took action! 

 
It did not defeat us! 

 
Success! 

 
Teamwork! 

 
It’s about the children! 

 
We close the chapter on CARES,  

but the book continues.   

“Why should I care when no one else does?  For the simple reason 
that the most critical time to care is when no one else does.”    

(Craig D. Lounsbrough) 



Protect Yourself • Protect Others 

Mask Up. 

Maintain a Safe Physical Distance. 

Wash and Sanitize Hands Regularly. 

Consider Vaccination. 
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