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ESSA REQUIREMENTS 

1. What does “ESSA” stand for? 

“ESSA” stands for the Every Student Succeeds Act. 

2. Under ESSA, to whom is the local educational agency (LEA) receiving federal 
funds required to submit the ESSA Consolidated Federal Grant Application?  

The ESSA Consolidated Federal Grant Application is submitted to the Texas 
Education Agency (TEA). 

3. What are TEA’s current Strategic Priorities? 

TEA’s current Strategic Priorities are: 

• Recruit, Support, and Retain Teachers and Principals

• Building a Foundation of Reading and Mathematics

• Connect High School to Career and College

• Improve Low-Performing Schools

4. What percentage of a campus’s enrolled students must be identified as 
economically disadvantaged in order to be designated as a SCHOOLWIDE Title I 
campus?  

To be designated as a Schoolwide Title I campus, at least 40% of students must be 
identified as economically disadvantaged.  

5. What percentage of a campus’s enrolled students must be identified as 
economically disadvantaged in order to be designated as a TARGETED 
ASSISTANCE Title I campus?  

To be designated as a Targeted Assistance Title I campus, 35-39% of students 
must be identified as economically disadvantaged. 

6. What is the purpose of the Title I, Part A Documentation Checklist? 

The Title I, Part A Documentation Checklist is used by campuses to track Title I, 
part A document compliance, ensuring that all required documents are included 
in the E-Title I Bin. 

7. How long must the Title I documentation be retained? 

Seven (7) years. 

Continued on next page… 
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8.  

 

What are some ideas for Schoolwide Plan Development? 

Strategies for Schoolwide Plan Development may include preparation for 
postsecondary education, early intervention services, counseling, school-based 
mental health programs, specialized instructional support services, or mentoring. 

9.  

 

Should the completed 3 Elements of Schoolwide Planning form (Part 3 of the 
School Improvement Plan) look the same for ALL schoolwide campuses?  

No, the 3-Elements School Improvement Plan (SIP) is specific to your campus. 

10.  

 

Does the entire School Improvement Plan (SIP) need to be translated?  Or just 
the Executive Summary? 

A requirement of the Every Student Succeeds Act (ESSA) is that Title I Campuses 
must make their SIP available to the public in an understandable and uniform 
format. Therefore, the entire SIP – including the Executive Summary – must be 
translated into the language(s) of parents of enrolled students. 

11.  

 

Can I begin purchasing capital outlay after submitting my request to External 
Funding? 

No, capital outlay and library books MAY NOT be purchased until the district 
receives the Notice of Grant Award (NOGA) from TEA. External Funding will notify 
campuses and departments of TEA approvals via memo or email. 

12.  

 

Which expenditures require prior approval from TEA and must be included in 
the ESSA Application or an amendment?  

The following expenditures always require prior approval from TEA: 

• Capital Outlay 

• Field Lessons 

• Out-of-State Travel 

13.  

 

Can we use Title I funds to pay for virtual field lessons? 

Yes, campuses may use Title I funds for Virtual Field Lessons. However, all 
campuses must adhere to the approved field lesson list and obtain approval in 
advance from the External Funding Department. 

14.  

 

Can  Title I Funds can be used to pay transportation costs for field lessons not on 
the Pre-Approved Title I Field Lesson List?  

No. 

15.  

 

Are field lessons requiring overnight stay allowable with Title I Funds?  

No, Title I funds cannot be used to pay for field lessons that require an overnight 
stay.  

Continued on next page… 
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16.  

 

What is the last day (during the school year) that campuses can take students on 
a Title I Field Lesson ? 

The first Friday in May. 

17.  

 

Will Houston ISD be offering free meals to all students for the 2022-2023 school 
year? 

For the 2022-2023 school year Houston ISD will offer free meals to all students 
attending HISD schools that participate in the Community Eligibility Provision 
Program (CEP). There are currently nine campuses that are NOT eligible for CEP. 

18.  

 

Is HISD required to collect socioeconomic information from every student? 

For the 2022-2023 school year Houston ISD is required to collect socioeconomic 
information only from students participating in the CEP program. 

19.  

 

Why is it important for Houston ISD to collect socioeconomic information for 
CEP students? 

It is very important for Houston ISD to collect and submit socioeconomic 
information to TEA so that the district can receive Title I and State Compensatory 
Education funding. This funding affects programs that directly impact campuses 
and students.  

20.  

 

What is the final date by which student socioeconomic information must be 
entered into HISD Connect? 

For the schools that are required to collect it, socioeconomic information must be 
entered into HISD Connect by the PEIMS snapshot date, which is the last Friday in 
October. 
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CAMPUS CONTACT RESPONSIBILITIES 

21.  

 

Who identifies the Title I contact for the campus? 

The school principal identifies the Title I contact for the campus. 

22.  

 

Can a campus administrator/contact input socioeconomic data into HISD Connect 
via the HISD Parent Portal? 

No. Only the parent/guardian is permitted to do this. 

23.  

 

Can a campus school secretary qualify to receive the Title I stipend? 

Selected individuals must have teacher certification. 

24.  

 

Can the Title I stipend amount ($2,400/year) be split if two individuals are 
designated as contacts?  

No. The Title I stipend is paid to only one individual. 

25.  

 

Who must approve the Title I stipend payment upon fulfillment of all 
requirements? 

The School Principal approves the Title I stipend payment. 

26.  

 

When should the Campus Contact send the Federal Report Card to parents? 

The Federal Report Card is sent to parents in the spring. 
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BUDGET INFORMATION 

27.  

 

Do campuses keep the same Title I, Part A internal order number each year? 

No. 

28.  

 

When does the new Title I budget become available? 

July 1 

29.  

 

Can Title I funds be used for summer school? 

No. 

30.  

 

Do prior year funds roll over to the new year? 

No. 

31.  

 

What is the correct response for the “Use of Funds” question 3b (“How will the 
program, activity, or strategy be funded if the Title I, Part A funds are not 
available?”)?  

The correct response would be : “The campus will not purchase the technology 
without the Title IA funds.” 

32.  

 

When can technology and library books be purchased using Title I, Part A funds? 

Purchases can be made after the district receives the Notice of Grant Award 
(NOGA) from TEA. 

33.  

 

When can out-of-state travel and out-of-state/virtual PD be booked or 
registration take place using Title I, Part A funds? 
 

The campus may register for conferences and book out-of-state travel when the 
district has received the Notice of Grant Award (NOGA) from TEA and the campus 
has been notified of the approval. 

34.  

 

Which object code should a campus charge registration for out-of-state travel 
approved by TEA? 

• The campus should charge registration to object code 6299 – Miscellaneous 
Contracted Services. Registration is the only charge that can be charged to the 
grant prior to the trip. TEA views this charge a “personal service contract”. 

•  All other charges should be charged to 6400 – Other Operating Costs, when 
the trip takes place. 

  Continued on next page… 
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Title I, Part A FAQs 

Budget Information 
 

35.  

 

When a campus requests out-of-state travel for conferences and professional 
developments, those activities should be linked to a need in the campus 
Plan4Learning – School Improvement Plan. True or False? 

True – All requests for out-of-state travel or out-of-state/virtual PD for conferences 
and professional developments should be linked to a campus need in the campus 
Plan4Learning – School Improvement Plan. 

36.  

 

Can you make purchases with a personal credit card for trainings and be 
reimbursed with Title I funds? 

No, reimbursements are not allowed if a personal credit card is used to reserve 
trainings. Please create a shopping cart for all trainings to avoid the use of personal 
credit cards. 

37.  

 

How can one register for trainings that require a credit number without the use 
of the ProCard? 

If using Title I funds, a shopping cart must be created for trainings. 

38.  

 

A campus has a small population of students and teachers. The campus principal 
wants to take all twelve teachers to a conference in New York City. Is this 
expenditure reasonable, allowable, and necessary? 

It is a nice gesture by the campus principal. However, taking twelve teachers to the 
conference is not reasonable, allowable, and necessary, per TEA. The district 
should be using the Train-The-Trainer model, with only five teachers attending the 
conference. The teachers selected to attend should be able to share the content 
information with the other teachers on staff. 

39.  

 

When can registration for out-of-of-state travel or out-of-state/virtual PD take 
place using Title IA funds? 

The campus may register for out-of-state travel or out-of-state/virtual PD after 
being notified by the Department of External Funding that TEA has approved the 
expenditure.  

For requests made during the June ESSA Application process, notification takes the 
form of an ASM that posts in the fall. For amendment requests, notifications are 
via email. 

40.  

 

What is a “split-funded” employee? 

An employee whose salary is paid from two or more fund sources and one of the 
fund sources is a federal grant 

  Continued on next page… 
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Title I, Part A FAQs 

Budget Information 
 

41.  

 

Who determines if an employee is split-funded on campus?  

The campus principal determines which employees are split-funded on a campus. 
100% funded employees and split-funded employees are linked to the campus 
budget. 

42.  

 

How often do split-funded employees need to certify their time in OneSource - 
ESS?  

Every two weeks.  

43.  

 

What must a split-funded employee do if they miss the certification window 
period?  

Complete a paper form to have the time certified and approved by the split-funded 
individual’s principal and Payroll. 

44.  

 

Where can I find information about certifying my Time and Effort hours? 

Information about certifying my Time and Effort hours is found on the External 
Funding website (Time & Effort Reporting). 

45.  

 

What is the latest month that a campus can request capital outlay using Title I, 
Part A funds for the current school year?   

December  

46.  

 

Which forms are required for a campus to request capital outlay using Title IA 
funds?  

The required forms are: Capital Outlay List form and Use of Funds questions. 

47.  

 

What are the cut-off dates for capital outlay?  

Shopping carts for out-of-state and in-state vendors are due by February 17, 2023.  
Posting of goods receipts is due by April 7, 2023. 

48.  

 

Can Title I funds be used to pay for parent trainings?  

Yes. 

49.  

 

What are encumbered funds? 

Encumbered funds are defined as monies that are set aside to pay for obligated 
expenditures. 

  Continued on next page… 
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Title I, Part A FAQs 

Budget Information 
 

50.  

 

What is an example of a pre-encumbered fund? 
 

Shopping Carts represent pre-encumbered funds. 

51.  

 

Can a shopping cart be deleted after being created? 

Yes. Normally, the creator of the shopping cart deletes it. If that is not an option, 
then an HISD Service Desk ticket can be opened for IT to delete the shopping cart. 

52.  

 

When a campus is approved for capital outlay, who pays for the expenditure? 

The campus purchase is paid for out of the campus Title IA budget. 

53.  

 

When is the best time for a campus to purchase approved capital outlay? 

Technology should be purchased in September or October to benefit students and 
impact student achievement. The best time to request technology is in the June 
ESSA Application. 

54.  

 

Is it ok to purchase more capital outlay items than requested and approved by 
TEA – even if the cost is the same?  

No. While it is permissible to purchase less capital outlay items than requested, 
you are NOT allowed to purchase more capital outlay than requested – unless you 
make a new request and have that request approved by TEA. 

55.  

 

A campus requests one speaker at a cost of $50,000. Is this expenditure 
reasonable, allowable, and necessary? 

The purchase of the speaker is allowable. However, the cost of the expenditure is 
not reasonable or necessary. The campus can identify a speaker, at a lesser cost, 
that will serve the same purpose. 

56.  

 

Prior to placing a shopping cart for capital outlay in SAP, what action should the 
campus take? 

The campus should check the External Funding website for approvals (technology 
and number approved and fund source) from TEA. 

57.  

 

Who is responsible for confirming goods receipts upon receipt of materials, 
supplies, and/or services? 

The school is responsible for confirming goods receipts immediately upon receipt 
of materials, supplies, and/or services.  

  Continued on next page… 
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Title I, Part A FAQs 

Budget Information 
 

58.  

 

Are graphic calculators considered capital outlay (6600) or can I purchase them 
out of 6300? 

They are considered to be capital outlay (6600) and require prior TEA approval 
through the ESSA Application for TI-Schoolwide and TI-School Improvement. 

59.  

 

What is the final date for campuses to enter shopping carts for approved 
technology in OneSource? 

February 17, 2023 

60.  

 

Who tracks shopping carts after they are approved by External Funding?  

After approving a shopping cart, External Funding no longer has the ability to track 
it. Any questions regarding the purchase order related to the approved shopping 
cart must be addressed to Purchasing Services. 

 

 

 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 9



Title I, Part A FAQs 

Allowable/Unallowable Expenses & Personnel 

ALLOWABLE/UNALLOWABLE EXPENSES 

61.  

 

Is personal protective equipment (PPE) an allowable expense under Title I, Part 
A? 

No. 

62.  

 

Are textbooks allowable for Dual Credit Courses? 

No, this is an unallowable purchase. 

63.  

 

Are we allowed use Title I, Part A funds to pay for a Video or Telephone 
Conferencing System for campus use?  

No. 

64.  

 

Can Title I, Part A funds be used for campus security purposes? 

It depends:  For example, expending funds to hire a security guard or police officer 
is allowable, but the purchase of scanning devices (for scanning campus visitors or 
student badges for security purposes) is not allowed. 

 

PERSONNEL 

65.  

 

How often is the Semi-Annual Certification required to be completed? 

Semi-Annual Certification is required every six months for all personnel whose 
compensation is paid with state or federal grant program funds. 

66.  

 

What are some examples of employees who require Semi-Annual Certification? 

Examples of employees who require semi-annual certification include salaried 
positions, extra duty pay, hourly pay, and stipends funded out of grant program 
funds (SR1). 

67.  

 

Which personnel positions require that a Personnel Rationale form be submitted 
to External Funding prior to the hire date? 

Counselor, Social Worker, Licensed Specialists in School Psychology (LSSP) 

68.  

 

Can we pay for a school nurse using  Title I funds? 
 
No. 
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Title I, Part A FAQs 

Parent and Family Engagement 

 

PARENT AND FAMILY ENGAGEMENT 

69.  

 

Are refreshments for participants attending Parent and Family Engagement (PFE) 
activities allowable under Title I, Part A’s Parent and Family Engagement 
provisions? 

No. Food/drinks cannot be paid for with Title I, Part A funds. 

70.  

 

Do we need input from parents and families when developing a written Campus 
Parent and Family Engagement Policy? 

Yes.  Campuses are responsible for communicating with parents and families and 
must work with them to obtain their input. After the Campus PFE policy is 
completed, it must be distributed to students’ families in a language they 
understand and then it must be routinely updated. 

71.  

 

How many Parent & Family Engagement meetings must you hold during the 
school year to meet Title I policy requirements? 

You must hold eight (8) meetings -- The District requires at least four meetings a 
year.  

Each meeting must be offered twice – on different days and at different times – to 
accommodate parents (for a total of eight meetings). 

72.  

 

What items do we need to include in a Parent/Family Engagement meeting 
packet? 

Flyer, agenda, sign in sheets, minutes 

73.  

 

Where is the access to the campus Title I website located? 
 
On the homepage of the campus website. 

74.  

 

Is the Open House considered as the Title I Annual Meeting? 
 
No, they are separate meetings. 
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Title I, Part A FAQs 

Title I Coding & State Compensatory Education 

STATE COMPENSATORY EDUCATION 

75.  

 

What is State Compensatory Education? 

State Compensatory Education (SCE) refers to programs and/or services designed 
to supplement the regular education program for students identified as at-risk of 
dropping out of school. 

76.  

 

Should strategies related to SCE funds be part of the School Improvement Plan?  

Yes. 

77.  

 

Under what circumstances would a student be considered as permanently “At 
Risk” of dropping out of school? 

A student is considered as “At Risk” permanently if he or she: 

• was not advanced from one grade level to the next for one or more school 
years (with one narrow exception) 

• was previously reported through PEIMS to have dropped out of school, or 

• has been incarcerated or has a parent or guardian who has been 
incarcerated within the lifetime of the student 

 

 

 

STUDENT ASSISTANCE 

78.  

 

Can a homeless student be enrolled in school without immunization or academic 
records or a birth certificate? 

Yes.  Under the McKinney-Vento Homeless Assistance Act, homeless children and 
youth can be enrolled in school immediately – even if they do not have 
school/medical records, immunizations, or a birth certificate. 

79.  

 

What programs and services are available to homeless students? 

Homeless students must have access to all programs and services for which they 
are eligible, including special education services, preschool, school nutrition 
programs, language assistance for English learners, career and technical education, 
gifted and talented programs, mag-net schools, charter schools, summer learning, 
online learning, and before and after-school care. 

Also, homeless students are automatically eligible for Title I services. 

 

  

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 12



Title I, Part A FAQs 

Student Assistance 
 

 

TITLE I CODING 

80.  

 

Does a Title I campus contact require security access to code Title I information in 
HISD Connect? 

Yes, the online coding training and SIS form must be completed in order to receive 
security access. 

81.  

 

When should coding begin? 

You should begin coding immediately after the first day of school. 

82.  

 

If a student moves from a Targeted Assistance campus to a Schoolwide campus 
during the same academic year, should I add an additional line when I code the 
student in HISD Connect?  Or edit the existing line? 

Add a line using the date of enrollment, with a participation code of 6. 

83.  

 

If a student is transferred to an Elementary or Secondary DAEP during the 
academic school year, how would I code this student in HISD Connect? 

The campus is not responsible for coding students that are not currently enrolled 
on their campus. DAEP will code the student with a participation code of “0.” 

84.  

 

If a student transfers from an Elementary or Secondary DAEP to a Title I campus 
during the same academic school year, how would I code that student in HISD 
Connect? 

Add a line to reflect the status at the campus, which will be a participation code of 
“6” or “7.” 

85.  

 

Under what category should I code Open House in HISD Connect? 

Open House should be coded under “Education Training.” 

86.  

 

Under what category should I code Title I Parent Meetings in HISD Connect? 

Title I parent meetings will fall under either “Education Training” or “Planning,” 
depending upon the topics of discussion on the meeting agenda. 
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CALENDAR AT-A-GLANCE 

CALENDAR & CONTACTS 

KEY 

This term…. Means this… 

All Coding 
Coding (Participation Code), Services, and Parent and 
Family Engagement 

EF External Funding Titles I, II & IV Department 

ONGOING 
Title I Campus Contacts should continue with this the 
entire school year 

August 2022 

Inform key people that you are the Title I Campus Contact Person. 

• Meet the Secretary, SIR Clerk, Department Chairs, Magnet
Coordinator, Grade Level Heads, Webmaster, etc.

• Read and learn the Campus Contact Responsibilities tab of the
Title I Handbook

______________________________________________________ 

Complete the online HISD Connect course, HC_HISD Connect Over-
view and Navigation Course (1441044), to gain security access.   
This is mandatory — it is required to obtain edit and view access. 

See Coding chapter for details.  

_____________________________________________ 

Read and learn the 2022-2023 Title I, Part A online Handbook 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 14

https://houstonisd.sharepoint.com/sites/DEPTS/EF/SitePages/Handbooks%20and%20Presentations.aspx?WikiPageMode=Edit&InitialTabId=Ribbon.EditingTools.CPEditTab&VisibilityContext=WSSWikiPage


CALENDAR & CONTACTS 

Calendar At-A-Glance, continued  

September  

2022 

Set up your 2022-2023 Electronic Title I Bin (E-Title I Bin), following: 

• instructions from your Title I School Grants Administrator  
• the Title I One Drive Bin Outline 
• the Title I Documentation Checklist 
____________________________________________________________ 

Begin coding in HISD Connect  

• Participation Code  
6 (schoolwide, automatically entered) or  
7 (targeted assistance, manually entered for individual students) 

• Schoolwide Compact 

• Individual Compact (for Targeted Assistance Campuses) 

____________________________________________________________ 

Upload the PFE Committee Form on the Compliance  
Documents and Forms page at the External Funding SharePoint site.  
____________________________________________________________ 

Complete the Title I, Part A Parent Meeting Information form. 
_____________________________________________________________ 

09/30/22: Conduct the annual fall Title I parent meeting  

Obtain templates for presentation, sign-in/attendance sheets, agendas by 
visiting the Parent & Family Engagement page on the External Funding 
SharePoint site.  
______________________________________________________________ 

09/30/22: Send the following parent notifications and upload to your campus 
website on or before this date. 

• 2022-2023 Title I Program Status Notification 

• 2022-2023 School-Parent Compact 

 Must be jointly developed by school and parents 

 Must be uploaded on the External Funding SharePoint site by 
09/30/22  

• 2022-2023 Campus Parent and Family Engagement Policy 

 Must be jointly developed by school and parents 

 Must be uploaded on the External Funding SharePoint site by 
09/30/22  

• 2022-2023 District Parent and Family Engagement Policy 

• “Title I Teacher and Paraprofessional Qualifications”  
parent notification letter  

REMINDER: 
External Funding posts these parent notifications on the 
HISD|Academics Service Memos SharePoint page. 

____________________________________________________________ 

Obtain a copy of the September Title I Budget and add it to the E-Title I Bin. 
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CALENDAR & CONTACTS 

Calendar At-A-Glance, continued  

October 

2022 

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain the E-Title I Bin. 
____________________________________________________________ 

Contact HISD's Family and Community Empowerment Department (FACE) 
at 713-556-7290 to determine who your school's FACE Specialist is, and 
make an appointment with him or her to discuss FACE services and support. 

____________________________________________________________ 

By 10/5/22: Complete the mandatory Title I Online Training Course and  
upload the course Certificate of Completion on the Compliance Documents 
and Forms page at the External Funding SharePoint site.) 
 
This is required in order to receive the full Fall and Spring stipend. 

____________________________________________________________ 

10/7/22: Submit the Title I, Part A Parent Meeting Information form to your 
Title I School Grants Administrator. (Complete the form online on the  
Compliance Documents and Forms page at the External Funding  
SharePoint site.) 

____________________________________________________________ 

Release of the September Parent and Family Engagement Interim Report 

• External Funding will distribute this report via email. 

____________________________________________________________ 

10/14/22: Deadline to submit the Title I Campus Contact Stipend  
Request form 

____________________________________________________________ 

10/17/22:  Job Description Academic Service Memo posts. 

10/28/22:  Complete and submit the 2022-2023 Job Descriptions form 
online at the External Funding Forms SharePoint site.  

Copies are to be filed in the E-Title I Bin. 

____________________________________________________________ 

By 10/21/22: Conduct the Fall PFE Committee Meeting. 

____________________________________________________________ 

10/28/22: PEIMS Snapshot Date, HISD Connect coding  

REMINDER:  Participation Code deadline 

• 6 (Schoolwide, No Action Required, automatically entered)  

• 7 (Targeted Assistance, manually entered for individual students) 
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CALENDAR & CONTACTS 

Calendar At-A-Glance, continued  

November  

2022 

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain E-Title I Bin 

_____________________________________________________________ 

11/4/22: Upload the Schoolwide and Targeted Assistance Title I Elements 
(School Improvement Plan) on the Compliance Documents and Forms page  
at the External Funding SharePoint site.  

____________________________________________________________ 

Release of the October Parent and Family Engagement Interim Report 

• External Funding will distribute this report via email. 

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain the E-Title I Bin. 
____________________________________________________________ 

HISD Connect: ALL coding areas completed for the fall semester 

____________________________________________________________ 

12/16/22: Send the following parent notifications and upload to your  
campus website: 

• Explanation of HISD Curriculum 
• Explanation and Description of Assessments 

 
REMINDER: External Funding distributes these parent notifications via 
HISD|Academics Service Memos to principals and via email to Title I  
Campus Contacts.  

____________________________________________________________ 

Second required Title I parent meeting completed by the end of  
December 2022 

____________________________________________________________ 

Release of the November Parent and Family Engagement Interim Report 

• External Funding will distribute this report via email. 

December 

2022 
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CALENDAR & CONTACTS 

Calendar At-A-Glance, continued  

January 

2023 

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain E-Title I Bin. 

____________________________________________________________ 

COMPLIANCE: Documentation electronic bin review with your Title I School 
Grants Administrator 

____________________________________________________________ 

Third required Title I parent meeting completed by the end of  
February 2023 

____________________________________________________________ 

Release of the January Parent and Family Engagement Interim Report 

• External Funding will distribute this report via email. 

February 

2023  

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain E-Title I Bin. 

____________________________________________________________ 

Principals and department managers will receive an email indicating the 
date the certification period opens to certify and submit the Semi-Annual 
Certification Form via OneSource. 

___________________________________________________________ 

Release of the December Parent and Family Engagement Interim Report 

• External Funding will distribute this report via email. 

____________________________________________________________ 

Obtain a copy of the January Title I Budget and add it to the E-Title I Bin. 

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain E-Title I Bin. 

____________________________________________________________ 

TENTATIVE: Send Federal Report Card Information 

• External Funding will distribute this report via email. 

___________________________________________________________ 

Release of the February Parent and Family Engagement Interim Report 

• External Funding will distribute this report via email. 

___________________________________________________________ 

3/3/23:  Deadline to submit the Title I Campus Contact Stipend  
Request for new Title I Contacts.  

March 

2023 
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CALENDAR & CONTACTS 

Calendar At-A-Glance, continued  

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain E-Title I Bin. 

____________________________________________________________ 

Conduct the annual spring Title I parent meeting. 

____________________________________________________________ 

By 04/21/23: Conduct the Spring PFE Committee Meeting. 

____________________________________________________________ 

Annual Evaluation of the Title I, Part A Parent and Family Engagement  
Program (Title I, Part A PFE Survey) 

____________________________________________________________ 

Release of the March Parent and Family Engagement Interim Report 

• External Funding will distribute this report via email. 

____________________________________________________________ 

Training for new / entering Title I schools for 2023-2024 

April 

2023 

May 

2023 

ONGOING: Monitor Title I campus budgets, input HISD Connect coding,  

maintain E-Title I Bin. 

____________________________________________________________ 

HISD Connect: ALL coding areas completed for the spring semester 

____________________________________________________________ 

COMPLIANCE: Final review of E-Title I Bin with your Title I School Grants  
Administrator 

____________________________________________________________ 

Release of the April Parent and Family Engagement Interim Report 

•   External Funding will distribute this report via email. 

____________________________________________________________ 

Federal Programs Parent Consultation Meeting 

____________________________________________________________ 

5/13/23:  Complete online Electronic Title I Bin Storage Form and  
Mandated Parent Notification Checklist on the  
Compliance Documents and Forms page at the External Funding 
SharePoint site.  

____________________________________________________________ 

Obtain a copy of the May Title I Budget and add it to the E-Title I Bin. 
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CALENDAR & CONTACTS 

Calendar At-A-Glance, continued  

Training for new / entering Title I schools for 2023-2024 June 

2023 
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CAMPUS CUT-OFF DATES (Title I, Part A)  
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CALENDAR & CONTACTS 

DEPARTMENT CONTACT LIST  

External Funding Titles I, II & IV Department 

Officer....................................Pamela Evans........................ 713-556-6928 | PEVANS 

Director..................................Angela Brooks........................ 713-556-6928 | Angela.Brooks 

Senior Manager........ Shirlene Alexander................ 713-556-6959 | SALEXAN1 
  Title IA, SIP, ESSA Applications/ 
   Compliance Reports, T&E Reporting 

Senior Manager.......... Ryan Blodgett...................... 713-556-6942 | Ryan.Blodgett 
ESSER & CARES Act, ESSER I, II & III  

Grants Administrators 

Title I, Program/Budgets, 

Parent & Family  
Engagement ...............TBD........................................ 713-556-XXXX | XXXX   

Title IV & 
PBMAS.......................Benjamin Jules........................ 713-556-7039 | Benjamin.Jules 

Titles I, II &IV for  
PNP Schools and  

CARES Act...................Carla Lewis............................. 713-556-6941 | CHOLMES2 

Title I-D, Subpart 2,  
Title II-A  
Compliance...............Magda Galindo ....................... 713-556-6990| MGALIND2  

School Grants Administrators 

   Elementary Schools  

Shirlene Haynes........................................................... 713-556-6938 | SHAYNES 

   Elementary & Middle Schools 
Karen Aubrey............................................................... 713-556-6929 | KAUBREY 

   Elementary & High Schools 
Quiandine Jarrett......................................................... 713-556-6935 | QJARRETT 

Support Staff 

Noblette Grant – Business Ops Team Leader.................................... 713-556-6944 | NGRANT 

Sherry Harris – Administrative Assistant II................................... .. . 713-556-6933 | SHARRIS 

Darlene Sparks – Executive Administrative Assistant....................... 713-556-6943 | DSPARKS 

Celisa Pressley – Account Representative......................................... 713-556-6939 | Celisa.Pressley 

Olha Hirka – Writer............................................................................ 713-556-6940 | Olha.Hirka   

Continued on next page... 
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CALENDAR & CONTACTS 

DEPARTMENT CONTACT LIST, continued  

Grant Development Department 

Director..................................Angela A. Brooks........................ 713-556-6928 | Angela.Brooks 

Senior Manager......................Jene Washington....................... 713-556-6170 | JWASHING 

Admin. Asst. II.........................Emilia Chairez............................ 713-556-6790 | echairez 

Grants Administrators 

Sr. Grants Admin........Robert Pabst........................... 713-556-6786 | RPABST 

Grants Developer.......Lourez Clemons...................... 713-556-6998 | LCLEMONS 

Grants Admin...............TBD........................................ 713-556-XXXX | XXXX 

Grants Admin...............TBD........................................ 713-556-XXXX | XXXX 

Grants Admin...............TBD........................................ 713-556-XXXX | XXXX   

Family and Community Engagement (FACE) 

FACE Contact...........................Candice Castillo....................... 713-556-7290| CCASTI16 

Purchasing Services 

Officer, Business Logistics & 

Purchasing Services.....................Alexis Licata............................. 713-556-4990 | TLICATA 

General Manager.........................Enrique Kladis.......................... 713-556-6532| Juan.Kladis 

Senior Admin Assistant...............Jennica Vasquez....................... 713-556-6557 | JVASQUE1 

Senior Category Manager............Demetria Thomas................... 713-556-6533 | DTHOMA30 

Senior Category Manager............Cristina Giacaman................... 713-556-6516 | CGIACAMA 

Senior Category Manager............Paul Young.............................. 713-556-6537 | Paul.Young 

Category Manager.......................Wanda Pleasant...................... 713-556-6547 | WPLEASAN 

 

ProCard / Travel...........................Main Line................................ 713-556-7766 | ProCard.Travel 

Continued on next page... 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 23



CALENDAR & CONTACTS 

DEPARTMENT CONTACT LIST, continued  

State Compensatory Education / Student Assistance 

Continued on next page... 

Homeless Education 

Office.......................................1417 Houston Ave., Houston, TX 77007 

                                                       Phone: 713-556-7237 

 

Sr. Manager/ Homeless Liaison, 

Student Assistance ...……………...……...Lisa Jackson............................ 713-556-7237 | LJACKS14 

Manager & Foster Care Liaison 

Student Assistance ..……………...………Ilka Rosado..............................713-556-7237 | IROSADO 

Outreach Team: 

Irenia Fernandez …………………………..........………………………… 713-556-7237| Irenia.Fernandez   

Latisha Miles....................…………..........…............................ 713-556-6808| Latisha.Miles 

Karina Gomez ..............................………................................713-556-7237 | Karina.Gomez  

Velma HowzeCollins.. ......................................................... 713-556-7237 | Velma.Howzecollins 

Jason West ......................................................................... 713-556-6906 | Jwest4 

 

Parent Community Liaisons: 

Ludivina Gomez ……………………………………………………………….. 713-556-7237| LGOMEZ11 

Brenda Adams …………………………………………………………………. 713-556-7237| Brenda.Adams 

Samira Benjamin …………………………………………………………..…. 713-556-6808| Samira.Benjamin  

Sasha Sims ………………………………………………………………………. 713-556-6808 | Sasha.Sims  

Nicholas Gomez ………………………………………………………………. 713-556-6808 | Nicholas.Gomez  

 

Administrative Support Team: 

DeAndralina Banks ……………………………………………………………713-556-6808| Deandraline.Banks  

Petra Vela ………………………………………………………………………. 713-556-6906 | Pvela 

Brian Franklin ……………………………………………………………….… 713-556-6808| Brian.Franklin  

State Compensatory 

Education ..................................Paulette A. Caston............................ 713-556-8801| pcaston 
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CALENDAR & CONTACTS 

DEPARTMENT CONTACT LIST, continued  

Student Assessments 

Officer............................................James Metoyer.......................................713-349-7460 | JMETOYER 

Director..........................................Julia Amponsah-Gilder.......................... 713-349-7460 | JAMPONSA 

Director (DDI Team)......................Alicia Martin........................................... 713-349-7460 | Alicia.Martin 

Sr. Manager (Formative &  

Data Quality Teams).....................Gabriel Parshall........................... 713-349-7460 | Gabriel.Parshall  

Manager (Online Team)................Aiesha Odutayo.......................... 713-349-7460 | AODUTAYO 

Manager (DDI Team) ....................Cicely L. Kelly............................... 713-349-7460 | CKELLY 

Manager (DDI Team) ....................Michael Kucharczyk..................... 713-349-7460 | Michael.Kucharczyk 

Manager (DDI Team) ....................Elliot Luckett................................ 713-349-7460 | ELUCKETT 

Manager (Summative Team).........Darin Presto................................ 713-349-7460 | DARIN.PRESTO 

Manager (Test Materials Team)......Canetra Wilson........................... 713-349-2086| CWILSON7 

Communications &  

Publications..................................Liliana McKean............................... 713-556-6380| LMCKEAN 

Translations@HoustonISD.org  

HISD Translation Services 

Continued on next page... 
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DEPARTMENT CONTACT LIST, continued  

Other HISD Departments 

Accounts Payable.........................Carmen Rodriguez................ 713-556-6426 | CRODRIG2 

Counseling and Guidance.............Cynthia Nemons .................. 713-556-7387 | CNEMONS 

Federal & State Compliance 

(Promotion Standards/ 

Guidelines).....................................Wanda Thomas.................... 713-556-6753 | WTHOMAS1 

Finance General 

Accounting/Tuition........................Yolanda Prier........................ 713-556-6565| YPRIER 

Health and 

Medical Services 

.......................................................Candice Castillo (interim)…….. 713-556-6800| Candice.Castillo 

Office of 

Inspector General..........................Betty Elam.............................. 713-556-6325 | BELAM 

Office of Special 

Education Services.......................Deitra Ford-Robinson............... 713-556-7025 | DFORDROB 

......................................................Ardalia Idlebird......................... 713-556-7025 | AIDLEBIR 

Virtual School................................Maria E. Bonilla........................ 713-556-7295 | MBONILL3 

Facility Management....................Alishia Jolivette......................... 713-220-5018 | AJOLIVET 

Police Department........................Pedro Lopez Jr.........................  713-842-3715 | Pedro.Lopez3 

.......................................................Lucretia Rogers........................ 713-842-3715 | LROGERS6 

Staffing Procedures 

HR Operations............................HR Employee Services.................713-556-7406.(HRANSWERLINE) 

Student Records (IGC). ..............Cynthia Nemons......................... 713-556-7285 | CNEMONS 

Nutrition Services Manager, 

SEA & Summer Meals 

Coordinator. ...............................Kenyatta Chandler..................... 713-556-2529 |kenyatta.chandler 

Manager, 

Nutrition Services Ops................Roberto Byles.............................. 713-556-2949 | Roberto.Byles  

Transportation Services 

.....................................................Tiffanie Travis-Williams.............. 713-556-1768 | TTRAVISW 

.....................................................Olivia Salazar.............................. 713-556-5948 | OSALAZA1 

Useful Links 

External Funding..................... www.HoustonISD.org/ExternalFunding  

Service Desk............................ ServiceDesk@HoustonISD.org........(Phone:  713-892-7378) 
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CALENDAR & CONTACTS 

2022-2023 TITLE I, PART A CAMPUSES  

Continued on next page... 
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2022-2023 TITLE I, PART A CAMPUSES, continued  
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THE TITLE I, PART A PROGRAM  

Purpose 

The Title I, Part A program is intended to help ensure that all children meet  challenging state  
academic standards, regardless of economic status. Title I is the government’s attempt to provide all 
children with the opportunity  to receive a fair, equitable and high-quality education, and to close 
the achievement gap. 

ESSA divides Title I into five parts: 

• Improving Basic Programs Operated by Local Educational Agencies (LEAs) 

• State Assessment Grants 

• Education of Migrant Children 

• Prevention & Intervention Programs for Children and Youth Who are  

• Neglected, Delinquent, or At-Risk 

• Flexibility for Equitable Per-Pupil Funding. 

ESSA REQUIREMENTS 

URL 

Definition 

Title I, Part A is a formula grant program that provides financial assistance to local educational  

agencies (LEAs) and schools with high numbers or high percentages of children from low-income 

families. Formula grant programs are noncompetitive awards based on a predetermined formula. 

Title I is the largest program supporting elementary and secondary education in the Every Student 

Succeeds Act (ESSA). 

Click here to access Title I, Part A-related FAQs compiled by TEA’s Federal 

Program Compliance Division. 
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ESSA REQUIREMENTS 

ESSA Consolidated Grant Application 

Under the Every Student Succeeds Act (ESSA), each local educational agency (LEA) receiving federal funds is 

required to submit the ESSA Consolidated Federal Grant Application annually to the Texas Education Agency 

(TEA) in order to receive federal funding authorized under ESEA. The application consolidates information on 

various federal programs into one application.   

The Title I, Part A Program, continued  

Public Comments on the ESSA Consolidated Federal Grant Application 

ESEA §8306(a)(7) and the ESSA Program-Specific Provisions and Assurances requires Houston Independent 

School District to receive public comment before the ESSA Consolidated Federal Grant Application is  

submitted to TEA each year. Houston ISD fulfills this requirement by receiving Board Approval, hosting  

parent consultation meetings, and soliciting public comment from the community in the form of a survey 

prior to the submission of the ESSA Consolidated Grant Application. 

Texas Education Agency (TEA) Guidance 

TEA expects the LEA and campuses to align the use of federal grant funds to implement: 

1. TEA’s Strategic Priorities for improving student achievement (see below); 

2. TEA’s recommended uses of ESSA funds; and 

3. Other best practices guidance available on the TEA website. 

TEA’s Strategic Priorities are listed below: 

• Recruit, Support, and Retain Teachers and Principals 

• Building a Foundation of Reading and Mathematics 

• Connect High School to Career and College 

• Improve Low-Performing Schools 

 

TEA requires the LEA and campus needs to reflect TEA’s strategic priorities. 

Continued on next page... 
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ESSA REQUIREMENTS 

Terminology (Changes) 

Make sure that your School Improvement Plans use current terminology (as revised by ESSA): 

Evidence-Based Criteria for Title I Programs 

ESSA requires that instructional materials or programs be backed by evidence-based research. The  criteria 

for meeting this requirement are listed in a specific HISD form (DETERMINING WHETHER INSTRUCTIONAL 

MATERIALS OR PROGRAMS ARE EVIDENCE-BASED — See image on the following page). 

A separate form must be completed (and signed/dated by the principal and vendor) for each product or  

program used by the campus which is paid for by federal funds.  Completed, signed forms are retained at 

the campus for audit purposes. 

URL Click here to download this form. 

CURRENT OUTDATED 

Well-rounded education Core academic subjects 

Evidence-based Scientifically based research (SBR) 

Parent and Family Engagement (PFE) Parental Involvement 

Effective Teacher (must be State certified/ 
licensed) 

Highly qualified teachers 

The Title I, Part A Program, continued  
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ESSA REQUIREMENTS 

Determining Whether Instructional Materials or Programs are Evidence-Based—

FORM— Click here to download this form. 

The Title I, Part A Program, continued  
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ESSA REQUIREMENTS 

SCHOOLWIDE PROGRAM  

Title I, Part A Documentation Checklist 

The Title I, Part A Documentation List reflects the 3 Elements.   

Click HERE to access this form. (Latest revision date—07/19/2022.) 
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ESSA REQUIREMENTS 

Schoolwide Program, continued  

Title I, Part A Documentation Checklist, Page 2 
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ESSA REQUIREMENTS 

Schoolwide Program, continued  

Title I, Part A Documentation Checklist, Page 3 
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ESSA REQUIREMENTS 

Schoolwide Program, continued  

Title I, Part A Documentation Checklist, Page 4 
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ESSA REQUIREMENTS 

Schoolwide Program, continued  

Title I, Part A Documentation Checklist, Page 5 
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ESSA REQUIREMENTS 

Schoolwide Program, continued  

Title I, Part A Documentation Checklist, Page 6 
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ESSA REQUIREMENTS 

Schoolwide Program, continued  

Title I, Part A Documentation Checklist, Page 7 
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ESSA REQUIREMENTS 

Schoolwide Program, continued  

Best Practices for Compliance with the Three Elements 

Rev. 8/17/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 40



ESSA REQUIREMENTS 

SCHOOL IMPROVEMENT PLAN (SIP) - Plan4Learning  

2022-2023 Title I, Part A School Improvement Plan (SIP) —  

Schoolwide and Targeted Assistance  

The 3-Elements School Improvement Plan (SIP) is specific to your campus. You can obtain the information 

needed to complete the SIP questions from a variety of sources, including campus administrators/staff and 

HISD’s External Funding Department.  Click HERE to  access this form from the EF SharePoint site. 

Campus Name _____________________________         Campus Number _________ 

SPECIAL REVENUE FUNDING GOALS 
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ESSA REQUIREMENTS 

School Improvement Plan (SIP), continued 

SPECIAL REVENUE FUNDING GOALS, continued 
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ESSA REQUIREMENTS 

SPECIAL REVENUE FUNDING GOALS, continued 

School Improvement Plan (SIP), continued 
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ESSA REQUIREMENTS 

SPECIAL REVENUE FUNDING GOALS, continued 

School Improvement Plan (SIP), continued 
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ESSA REQUIREMENTS 

School Improvement Plan (SIP), continued 
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ESSA REQUIREMENTS 

School Improvement Plan (SIP), continued 
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ESSA REQUIREMENTS 

School Improvement Plan (SIP), continued 
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ESSA REQUIREMENTS 

CAPITAL OUTLAY  

Capital Outlay Items:  Ideas for Capital Outlay (Technology) Requests 

TECHNOLOGY REQUESTS – IDEAS 

Cut-out Makers/ Die-Cut Machine Interactive Whiteboard Bundles 

Data Projectors Laptops 

Desktops Laminators 

Digital Cameras Microphone System 

Docking Stations 
Mobile Carts (laptops, electronic notebooks and 
electronic tablets) 

Document Cameras Poster Makers 

Electronic Charging Carts/Stations/
Towers 

Printers 

Electronic Notebooks (small laptops) Robotic (audio/visual) Recording Device (Swivl) 

E-Readers Scanners 

Electronic Tablets (IPads) Scantron Machines 

Fax Machines Site License (CD-ROMs) 

Graphing Calculators Software (CD-ROMs) 

Hot Spots Sound Amplifiers 

Interactive Response Systems/Clickers Speakers 

Interactive Whiteboard Tables Video Cameras 

• All requests for technology should be listed as generic requests (per TEA).  

Use the chart above as a guide.  Do NOT specify brand names on either request form. 

(CORRECT:  “Printers”  —- INCORRECT: “HP LaserJet Pro”) 

• The “Use of Funds Questions” 1 – 4, 5a and 6a are required for each capital outlay item requested.   

• Requesting library books does not require the completion of the questions.  

However, the request must be included on the “Capital Outlay List” form with other capital outlay requests 

for approval from TEA. 

NOTE:   
Capital outlay and library books MAY NOT be purchased until the district receives the Notice of Grant Award 

(NOGA) from TEA.   External Funding will notify campuses and departments of TEA approvals via memo or email. 

Rev. 06/21/2022 
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ESSA REQUIREMENTS 

Capital Outlay List FORM— Click here to access this form. 

Capital Outlay, continued  
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ESSA REQUIREMENTS 

Capital Outlay, continued  
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ESSA REQUIREMENTS 

Capital Outlay Use of Funds Questions—Page 1— Click here to access this form. 

• Questions 1 – 4, 5a and 6a are required for each capital outlay item requested. 

• Requesting library books does not require the “Use of Funds Questions” form BUT  

the request must be included on the “Capital Outlay List” form (see previous section).  

Capital Outlay, continued  

Continued on next page... 
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ESSA REQUIREMENTS 

Capital Outlay Use of Funds Questions—Page 2 

Capital Outlay, continued  
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ESSA REQUIREMENTS 

FIELD LESSONS  

A Word About UIL Competitions 

Transportation (HISD bus only) and registration fees associated with UIL competitions may be paid 

for with Title I funds if the following criteria are met:  

• The competition must be academic in nature (chess is acceptable).

• The competition must be local (day trip).

NOTE:  Unlike other field trips, UIL competitions held on Saturdays are permissible.

• Field lessons must be scheduled for weekdays only – not  on Saturdays or Sundays.

EXCEPTION:  University Interscholastic League (UIL) Academic Competitions (see below).

• For safety reasons, students MUST be at least four years old by date of field lesson in order to be

transported.

Field Lessons—Allowable, but With Conditions 

HISD allows field lessons to be paid for with Title I, Part A funds – but only if the field lessons are selected 

from a specific pre-approved list.  If the field lesson is not on the pre-approved list, another fund source 

must be used.  For a complete list of field lessons that can be paid for with Title I, Part A funds, see page 59. 

What You Need to Know 
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ESSA REQUIREMENTS 

Requesting Approval for a Field Lesson 

Field Lessons, continued  

LOOK Begin this process at least 4 weeks ahead of the event to allow enough 

time for all approvals. 

Step Description 

1 EXTERNAL FUNDING APPROVAL #1 — Complete and submit the ProCard Allocation Request Form 
(Dept. of External Funding) to Karen Aubrey at kaubrey@houstonisd.org. 

RESULT: Approval is emailed within 24 hours of receipt of the ProCard Allocation Request Form. 

2 EXTERNAL FUNDING APPROVAL #2 — After the above approval is received, do the following: 

a) Complete the External Funding Field Lesson Request Documents
(i.e., Sponsor Request Form and TEA Educational Field Trip Form).

b) Submit both of the above forms AND the approved ProCard Allocation Request Form to your
External Funding Dept. School Grants Administrator for approval.
RESULT: The School Grants Administrator will contact you regarding the status of your field lesson.

3 PURCHASING APPROVAL: After receiving approval from the School Grants Administrator, do the following: 

a) Complete the Purchasing Dept. ProCard Exception Request Form.

b) Email the following three items to: procard_support@houstonisd.onmicrosoft.com for approval:

● the completed ProCard-Exception Request Form
● a quote from the venue (cost of the field lesson), and
● the approved External Funding ProCard Allocation Request

IMPORTANT! 
PLEASE ENSURE ALL FORMS HAVE THE REQUIRED SIGNATURES OR THE APPROVAL PROCESS 
WILL BE DELAYED.* 

4 Once the field lesson is approved by the Purchasing Department (via email), you may proceed with 
processing the payment for the field lesson. 

NOTE:  Please adhere to the reversal date in your courtesy email from the Purchasing Department. 

5 NEXT STEPS are completed by Campus budget personnel: 

• Follow up with the Field Lesson Sponsor regarding next steps to implement the field lesson.

• Forward all field lesson documents to your Campus Title I Contact for inclusion in the
Campus Title I Electronic Bin (for compliance purposes).

• If you have questions regarding the Purchasing Department ProCard approval process, contact
Helen Norman at 713-556-7766.
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ESSA REQUIREMENTS 

Title I, Part A ProCard Allocation Request Form (Sample) — Click here to access this form. 

Field Lessons, continued  
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Field Lesson: Sponsor’s Request Form — Click here to access this form. 

Field Lessons, continued  
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TEA Justification Form: Educational Field Trips — Click here to access this form. 

Field Lessons, continued  
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ESSA REQUIREMENTS 

Purchasing Dept. ProCard Exception Request Form —  

Click here to access this form. 

Field Lessons, continued  
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ESSA REQUIREMENTS 

Title I, Part A Pre-Approved Field Lessons  

Field Lessons, continued  
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ESSA REQUIREMENTS 

OUT-OF-STATE TRAVEL AND OUT-OF-STATE/VIRTUAL PD  

Out-of-state travel and out-of-state/virtual PD costs are allowable and always require prior TEA approval. 

Travel costs should be minimal, reasonable, and necessary to meet the intent and purpose of the Title I, 

Part A  program. Out-of-state travel is not allowed if the same type and quality of training is available in-

state. 

All requests for out-of-state travel should be linked to a need in the CNA/SIP. HISD and the campus 

must retain written documentation showing that an individual’s participation in a conference is necessary 

for the project. Travel costs are allowable if the expenses for transportation, lodging, subsistence, and 

related items are only incurred by employees on official business of HISD and follow the district’s regular 

business operations and written travel policy. 

NOTE:  

Title I, Part A funds may not be used for International Travel. Funds other than Title I, Part A will need to 

be expended for travel outside of the United States. 

Requirements 

• Prior TEA approval is required to attend professional developments and conferences and participate in 

virtual PDs that are out of state. 

• Out-of-state travel and out-of-state/virtual PD requests must be requested through the ESSA  

Consolidated Federal Grant Application or an amendment. 

• Out-of-state travel and out-of-state/virtual PD participation requests should be made three to four 

months prior to the actual trip, allowing enough time for the application/amendment process. 

• Each Out-of-state travel and out-of-state/virtual PD request requires a written justification form which 

must be approved by TEA prior to the trip or virtual PD participation. 

• An Out-of-State Travel and Out-of-State/Virtual PD form is required for each separate trip or virtual PD 

participation. All employees traveling for that specific trip may submit one form. 

See sample form on the following page. 

• Per TEA, no more than five travelers per trip or virtual PD participants are allowed.  

Based on guidance from TEA, campuses and the district should be using the train-the-trainer model for  

professional development activities. 

Overview 
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TEA Out-of-State Travel and Out-of-State Travel/Virtual PD Form —  

Click here to access this form. 

Out-of-State Travel and Out-of-State/Virtual PD, continued 
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WHEN A CAMPUS CLOSES:  

ALLOCATION OF TITLE I FUNDS/ASSETS  

Schools close and/or consolidate for various reasons. This may be a result of:  

• low student enrollment,  

• a change in student populations served (i.e., grade levels elementary to middle, K–8, 6–12), or  

• other district decisions.  

Capital Outlay Assets and Title I Funds 

Why a Campus Closes 

What Happens to Students? 

After a campus closes, students must enroll in their designated zone school. On the first Friday of the first 

week of school, HISD will allocate funds designated for each student who enrolls in their zone school. 

Fund allocation is based on data collected on the Socioeconomic Information Form which the student 

receives as part of his or her enrollment packet at the new school.  

Capital outlay items purchased with Title I, Part A funds, must remain at Title I, Part A schools. Therefore, 

should a school close, schools MUST complete the Property/Equipment Transfer form (Form PC-2) for 

capital outlay items purchased with Title I, Part A funds. The transfer form should be obtained from the 

Property Management Department. It must be signed by a person from the releasing school, the driver 

picking up the equipment, and a person from the receiving school or final destination. Be sure to main-

tain a copy of the transfer form with all authorized signatures for documentation.  

All Title I, Part A documentation and records are to be maintained for a period of seven (7) years. If a 

school closes before that time, the school should contact the Records Management Department. The 

information for managing, retaining, or destroying records can be found under “Printing Services” on the 

HISD Records Management website (https://www.houstonisd.org/Page/31913) 

The district conducts a School Closure Planning Meeting to assist and support the schools designated for  

closure. School representatives should be present at the district meeting.  

A school closure checklist is provided which includes: 

• a list of activities related to the campus closure, 

• the personnel and departments responsible for completing the activities, and 

• a timeline for completion. 

School Closure Planning Meeting 
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ESSA REQUIREMENTS 

COMMUNITY ELIGIBILITY PROVISION (CEP)  

PROGRAM  

The Community Eligibility Provision (CEP) allows high-poverty schools to provide breakfast and lunch to all  

students, free of charge, ensuring that they are able to learn throughout the school day. CEP was a key  

provision of the Healthy, Hunger-Free Kids Act (HHFKA) of 2010. For the 2022-2023 school year Houston ISD 

will offer free meals to all students in the CEP Program.  

HISD is required to collect the socioeconomic status of each student enrolled in a school that participates in 

the CEP Program. This data is submitted to the Texas Education Agency for purposes of federal reporting and 

annual state accountability ratings, including Domain II (Part B - Relative Performance) and Domain III 

(Closing the Gaps).  

• In the Domain II, Part B accounting system, campuses are compared to other campuses with a  

similar percentage of economically disadvantaged students.  

• Domain III consists of the following: Academic Achievement, Growth or Graduation, English  

Language Proficiency, and Student Success.  

Compliance with reporting requirements ensures that the district can receive federal and state funding . This 

is why determining the socioeconomic status of every student in the CEP program is crucial.  Socioeconomic 

information is collected using the Socioeconomic Information Form (SIF). Parents can complete the SIF online 

or they can submit a paper form (see sample on the next page) to the campus.  

NOTE: There are currently nine campuses that are NOT eligible for CEP and will no longer need to complete 

the SIF.   

Purpose and History 

At HISD we ask that socioeconomic information be collected for ALL students enrolled at CEP schools to  

maximize school funding (Title I and state compensatory) which requires this socioeconomic data.   

This information is collected by each participating campus.   

Socioeconomic information can be entered into HISD Connect in two ways: 

• By parents who go online to complete and submit their socioeconomic information on the Campus Parent  

Portal (see also the Coding section in this handbook),  

or  

• By the SIR, who inputs information provided by parents on the blue Socioeconomic Information Form  

(see sample on the following page). 

Socioeconomic data must be entered into HISD Connect by October 28, 2022. 

Entering Socioeconomic Information into HISD Connect  
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ESSA REQUIREMENTS 

Socioeconomic Information Form (SIF) - Sample— Click here to access this form. 

Community Eligibility Provision(CEP) Program, continued  
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ESSA REQUIREMENTS 

Community Eligibility Provision (CEP) Program, continued  

Q: What is CEP?  

A: The Community Eligibility Provision (CEP) is a program that allows schools in high 

poverty areas to provide free meals to students without requiring their families to 

complete the free and reduced lunch application.  

Q: How does a school qualify for CEP?  

A: A school qualifies for participation in CEP if:  

• The school participates in both the National School Lunch Program (NSLP) and the School Break-

fast Program (SBP); and  

• Campuses are qualified based on student Direct Certification* (DC) statistics – at least 40 per-

cent of enrolled students are “directly certified” for free meals without a school meal applica-

tion and not subject to verification.  
 

* Direct Certification: Direct certification (alternatively called DC or A pre-certified) means that a 

student is categorically identified as economically disadvantaged as evidenced by eligibility/

participation in SNAP or other assistance programs, such as Temporary Assistance for Needy  

Families (TANF), Food Distribution Program on Indian Reservations (FDPIR), or Medicaid.  

Q: What are the advantages?  

A: The advantages are listed below:  

• Meals are served to all students at no charge (well-nourished students perform better  

academically);  

• Removes the stigma associated with free meals; and  

• Eliminates the problem of uncollected student meal balances. 

Q: What is the purpose of the Socioeconomic Information Form?  

A: HISD must collect socioeconomic data from students attending its CEP-participating schools for the 

purposes of PEIMS data, accountability ratings, and funding.  (For instructions on entering infor-

mation from the SIF into HISD Connect, see the Coding chapter in this handbook.) 

FAQs 
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RESPONSIBILITIES OF THE TITLE I  

CAMPUS CONTACT  

CAMPUS CONTACT 

RESPONSIBILITIES 

Principals identify the Title I Contact for their campuses. The Title I, Part A Campus Contact Person 

must hold a teacher certification.  As a Campus Contact Person, please be prepared to work beyond 

the regular school day to complete any special Title I requirements.  

Responsibilities of the Title I, Part A Campus Contact include, but are not limited to, tasks set forth 

below and on the following pages.  

ACTION 
TITLE I CONTACT’S  
RESPONSIBILITY 

TIPS/BEST PRACTICES 

Attend 

Attend campus and district Title I 

meetings, trainings, (including  

coding trainings), open labs, and 

bin/compliance reviews. 

Mark all Title I, Part A deadlines on your Out-

look Express calendar and set reminders. 

Perform HISD  

Coding 

Complete online coding training 

to receive security access to  

HISD Connect. 

You must obtain edit and view access. 

Enter campus Title I, Part A  

coding in HISD Connect 

(participation, Parent and Family 

Engagement, and services). 

Verify that you have access. 

Continued on next page... 
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CAMPUS CONTACT RESPONSIBILITIES 

Responsibilities of the Title I Campus Contact,  

continued 

ACTION 
TITLE I CONTACT’S  
RESPONSIBILITY 

TIPS/BEST PRACTICES 

Coordinate  
Parent & Family  

Engagement  
Activities 

Coordinate the Parent and  
Family Engagement activities 
for the campus, including the 
Annual Title I Meeting and the 
four required parent meetings. 
 
NOTE:  Each meeting is to be 
held at least twice and at  
various dates and times. 

• Consider administering a needs survey to 
your parents in September to better plan 
your Title I meetings. 

• Hold your Title I meetings at various times 
during the day to reach more parents. 

• Make meetings fun by including activities 
that get parents involved. 

• Include student performances before the 
Title I meeting when possible. 

• Review the Parent and Family  
Engagement section of the handbook. 

• Use presentation, agenda, and sign-in 
sheet templates located at  
MyHISD > Department Sites > External 
Funding > Parent & Family Engagement 

• Contact HISD’s Family and Community  
Empowerment Department (FACE) at  
713-556-7290 to determine who your 
school’s FACE specialist is and make an  
appointment with him/her to discuss FACE 
services/support. 

Continued on next page... 
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CAMPUS CONTACT RESPONSIBILITIES 

Responsibilities of the Title I Campus Contact,  

continued 

ACTION 
TITLE I CONTACT’S  
RESPONSIBILITY 

TIPS/BEST PRACTICES 

Communicate Communicate information to 
the principal and/or other cam-
pus personnel about the re-
quirements of the Title I, Part A  
program in a timely and  
consistent manner.  
This continued collaboration is 
ongoing throughout the entire  
academic school year. 

• Meet with school principal/instructional 
leadership team as soon as possible after 
Job Alike Training. 

• Reference sample agendas located in the 
handbook and online. 

Meet with your school secre-
tary and/or principal or the 
person who handles your Title 
I, Part A budget. 

Review the Budget Information and the  
Allowable/Unallowable Expenses list  
(online or in this Title I Handbook). 

Meet with teachers during the 
school faculty meeting/PLC/  
professional development to  
review compliance  
documentation needed  
throughout the year. 

• Distribute the Title I, Part A Documentation 
Checklist to all attendees. 

• Maintain a file folder in a common  
faculty area for appropriate school  
personnel to provide monthly  
documentation. 

• Choose one day a month (payday, first  
Monday of the month, snow cone day) to 
remind school personnel to file  
documentation in the e-file folder. 
 

Keep an open dialogue with 
your principal and/or other 
campus administrators in-
volved in these grants. 

  

Continued on next page... 
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CAMPUS CONTACT RESPONSIBILITIES 

Responsibilities of the Title I Campus Contact,  

continued 

ACTION 
TITLE I CONTACT’S  
RESPONSIBILITY 

TIPS/BEST PRACTICES 

Documentation & 

Title I Bin 

Adhere to scheduled due dates 
for completing and submitting 
various items required under this 
program (Parent Notification  
letters, Job Descriptions, etc.) 

Reference the Calendar-at-a-Glance located in the 
Calendar & Contacts section in this Title I Handbook. 

Upload and submit required  
documents. 

Reference the monthly External Funding  
newsletter. 

Gather Title I documentation 
throughout the academic school 
year (e.g., Title I budget, parent 
meetings, agendas, sign-in sheets, 
evidence-based documentation, 
documentation of interventions, 
etc.). 

• Set aside one day a week for Title I  
responsibilities. 

• Mark all Title I, Part A deadlines on your Out-
look Express calendar and set  
reminders. 

• Create a folder on your desktop for all  
communication from your Title I School Grants 
Administrator and any documents pertaining to 
Title I, Part A. 

• Make sure that you have received a flash drive 
for storage of  Title I compliance documents. 

Keep your documentation bin up-
to date. Required documentation 
for the Title I, Part A program will 
be reviewed by the Title I School 
Grants Administrator throughout 
the year. 

REMEMBER: TEA/USDE conducts 
random validations (audits) of  
the Title I documentation. 

Set up your E-Title I Bin by September 24. 

(Reference the Title I, Part A Documentation  
Checklist for guidance.) 

By December 2022 & May 2023 
—Complete the Electronic Title I 
Storage Form on the Compliance 
Documents and Forms page at 
the External Funding SharePoint 
site.  
This storage form serves to assist 
auditors in your absence. 

  

Continued on next page... 
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CAMPUS CONTACT RESPONSIBILITIES 

Responsibilities of the Title I Campus Contact,  

continued 

ACTION 
TITLE I CONTACT’S  
RESPONSIBILITY 

TIPS/BEST PRACTICES 

Familiarize Your-

self with Title I 

Assist with integrating Title I 
supplemental services into the 
total school program and the 
School Improvement Plan. 

• Build capacity for Title I activities through  
Training-of-Trainers modules, requesting  
assistance from HISD departments such as 
FACE and External Funding, parent  
suggestions, and/or recommendations. 

• Learn the 3 Elements, the meaning of  
each Element and how it pertains to your cam-
pus plan. 

• Remember that all activities should align with 
the 3 Elements. 

Become familiar with the  
Title I, Part A Handbook and 
also with the External Funding 
SharePoint site  

Review the Title I FAQs located at the  

beginning of the handbook. 
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CAMPUS CONTACT RESPONSIBILITIES 

STIPEND FOR TITLE I CAMPUS CONTACTS  

Who Can Receive Stipends? 

Principals identify the Title I Contacts for their campuses. The fulfillment of all requirements will be 
evaluated utilizing a rubric developed by External Funding Department based on a range of criteria. 

Recipients must have teacher certification and must meet all the requirements based on criteria in 
the rubric  (and supported by the Documentation Checklist) in order to receive a stipend payment 
per semester. 

Duties Required for Stipend Payment 

In order to earn the stipend, a Title I Contact must perform the following tasks 

(as listed on the current Title I, Part A Stipend Rubric): 

• Attend district Title I meetings, trainings, (including coding trainings), open labs, and compliance
reviews (virtual/in-person).

• Complete online coding training to receive security access to HISD Connect.

• Enter campus Title I, Part A coding into HISD Connect (participation, Parent and Family Engagement
activities and services).

• Regularly monitor and address Title I coding issues.

Continued on next page... 

Eligible positions are: Positions that are NOT eligible: 

• Campus Educational Technologist • Assistant Principals

• Counselor (campus-based only) • Deans

• Graduation Coach (campus-based only) • Hourly

• Instructional Coordinator • Part-time

• Instructional Specialist regardless of pay grade
(campus-based only)

• Intervention Teacher

• Magnet Coordinator

• Teacher Specialist regardless of pay grade

• Teacher Development Specialist

• Teacher

• Parental Engagement Representative

IMPORTANT: If a Title I Campus Contact changes, the principal must submit the Stipend form with changes to the 

 Title I School Grants Administrator in External Funding. This normally occurs in the spring. 
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CAMPUS CONTACT RESPONSIBILITIES 

Stipend for Title I Campus Contacts, continued 

Duties Required for Stipend Payment, continued 

 

• Collaborate with School Grant Administrator and campus Student Information Representative (SIR) to  

• address coding concerns, and  

• ensure coding is accurate and up to date.  

• Coordinate Parent and Family Engagement activities for the campus. 

• Conduct a total of 8 Title I Meetings annually – 2 meetings in the Fall (including the Fall Annual Meeting) 
and 2 meetings in the Spring (including the Spring Annual Meeting).  
Each virtual/in-person meeting must be held at least twice and at various dates and times –  
a total of 8 meetings during the academic school year.  

• Communicate information to the principal and/or other campus personnel regarding  
requirements of the Title I, Part A program in a timely and consistent manner.  

• Adhere to scheduled due dates for completing and submitting various items that are required  
under this program. 

• Keep documentation bin up to date. Required documentation for the Title I, Part A program will be re-
viewed by the School Grants Administrator throughout the year.  
TEA/USDE conducts random validations (audits) of the Title I documentation.  

• Assist with integrating Title I supplemental services into Schoolwide and Targeted Assistance programs 
and the School Improvement Plan.  

• Become familiar with the Title I, Part A Handbook, and also with the External Funding SharePoint site. 
(MyHISD > Department Sites > External Funding). 

Continued on next page... 
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CAMPUS CONTACT RESPONSIBILITIES 

Stipend Payments 

Campus Contact stipends are disbursed in fall and spring.  Instructions are provided via Academic Service 
Memos published at those times. 

 

Additional details regarding stipend payments: 

• Payment will be prorated, as applicable and approved by building principal. 

• Payment will be processed through the External Funding Department.  

• Stipend amount cannot be split between employees. 

• Per district guidelines: Assistant Principals and Deans of Instruction are not eligible to receive the  
Title I Campus Contact stipend. 

• First Payment ($0 - $1,200) to be paid on or before the last pay period of December 2022.  

• Second Payment ($0 - $1,200) to be paid on or before the last pay period of May 2023. 
 
NOTE: Stipends will be paid from the campus’s Schoolwide Title I funds (2110000000). 

Name Amount Payment Date 
Contact   

Information 

Title I, Part A  

Campus Contact Person: 

To receive the stipend payment  

per semester, a Title I campus con-

tact must have teacher certification 

and must meet criteria contained in 

the current Title I, Part A Stipend 

Rubric (supported by the  

Documentation Checklist) 

 

 

$0 – $2,400 

Dec/May Payment --  

If all requirements are met, 

based on rubric criteria and 

supported by the  

Documentation Checklist. 

 

External Funding 

713-556-6928 

Stipend for Title I Campus Contacts, continued 
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CAMPUS CONTACT RESPONSIBILITIES 

FORMS  

Compliance Documents and Forms Page  

Access this page to submit and/or upload campus documentation.  
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CAMPUS CONTACT RESPONSIBILITIES 

Forms, continued 

2022-2023 Title I, Part A Documentation Checklist for Schoolwide Planning - Page 1 

Click HERE to access this form. 
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CAMPUS CONTACT RESPONSIBILITIES 

2022-2023 Title I, Part A Documentation Checklist for Schoolwide Planning - Page 2 

Forms, continued 
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CAMPUS CONTACT RESPONSIBILITIES 

2022-2023 Title I, Part A Documentation Checklist for Schoolwide Planning - Page 3 

Forms, continued 
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CAMPUS CONTACT RESPONSIBILITIES 

2022-2023 Title I, Part A Documentation Checklist for Schoolwide Planning - Page 4 

Forms, continued 
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CAMPUS CONTACT RESPONSIBILITIES 

2022-2023 Title I, Part A Documentation Checklist for Schoolwide Planning - Page 5 

Forms, continued 
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CAMPUS CONTACT RESPONSIBILITIES 

2022-2023 Title I, Part A Documentation Checklist for Schoolwide Planning - Page 6 

Forms, continued 
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CAMPUS CONTACT RESPONSIBILITIES 

2022-2023 Title I, Part A Documentation Checklist for Schoolwide Planning - Page 7 

Forms, continued 
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TITLE I, PART A FUNDING  

(ACADEMIC SCHOOL YEAR)  

Overview 

The purpose of the Title I, Part A program is to provide all children significant opportunity to receive a 

fair, equitable, and high-quality education, and to close educational achievement gaps. 

The Improving Basics Programs Operated by Local Education Agencies (LEAs)  (Title I, Part A of the  

Elementary and Secondary Education Act of 1965 [ESEA], as amended by Public Law 114-95, the Every 

Student Succeeds Act [ESSA], enacted in December 2015) provides supplemental funding to state and 

local educational agencies. 

This funding pays for: 

• resources to assist districts and schools with high concentrations of students from low-

income families,

• resources to improve education quality and help ensure that all children in low-income

settings meet the state’s student performance standards, and

• support to schools in implementing either a schoolwide or a targeted assistance program.

BUDGET INFORMATION 

Title I, Part A programs use effective methods and instructional strategies that are grounded in evidence-

based research (www.tea.state.tx.us). 
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BUDGET INFORMATION 

Schoolwide and Targeted Assistance Programs 

The Title I, Part A Funding (Academic School Year), 

continued 

Initial Application for Title I, Part A Grant Funds 

Every year (in June), Houston ISD submits the initial application request for Title I, Part A grant funding.   

Capital outlay, field lessons, campus library books, and out-of-state travel/virtual PD are required to be  

requested through the ESSA Consolidated Federal Grant Application.  

Expenditures such as capital outlay,  campus library books, field lessons and out-of-state travel/virtual PD 

may not be encumbered to the grant until the district receives the Notice of Grant Award (NOGA). Receipt of 

the NOGA indicates that requested items have been approved by TEA – if TEA does not approve, then the 

requested items will need to be purchased using funds other than Title I, Part A funds.  

SCHOOLWIDE PROGRAM TARGETED ASSISTANCE PROGRAM 

40-100 percent of students are from low  

income families. 

35-39 percent of students are from low  

income families. 

Funds under this part, together with  

other Federal, State, and local funds, shall 

upgrade the entire educational  

program of a school. 

Funds are used only for supplementary  

educational services for eligible children 

at the school who are failing or at risk of 

failing to meet state standards. 

Eligibility:  

Schools shall not be required to identify  

particular children under this part as  

eligible to participate in a schoolwide 

program or to provide services to such 

children that are supplementary, as 

otherwise required by section 1120A

(b). 

Eligibility:  

The eligible population for services  

under this section consists of children not 

older than age 21 who are entitled to a 

free public education through grade 12 

and children who are not yet at a grade 

level at which the local educational  

agency provides a free public education. 

ESSA Consolidated Grant Applications, NOGAs & Amendments 

Notification of NOGA Receipt 

• For the June submission of the application, an Academic Service Memo serves as notification that the 
district has received the Notice of Grant Award (NOGA).  

• For amendments (new requests), notification of the NOGA is in the form of an email to the requester.  

Continued on next page... 
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BUDGET INFORMATION 

The Title I, Part A Funding (Academic School Year), 

continued 

You Cannot Purchase More Items Than You Requested 

It is completely permissible to purchase less items than requested, but you are NOT allowed to purchase 

more than requested – unless you make a new request and have that request approved by TEA. 

ESSA Consolidated Grant Applications, NOGAs & Amendments, 

continued 

Viewing Your Allocations 

To view allocations for the current school year, visit External Funding’s SharePoint site and 
open the Allocations, Approved Capital Outlay & Out-of-State Travel spreadsheet located on 
the left side of the screen (under Quick Links). 

Amendments (New Requests) 

Contact your External Funding School Grants Administrator if you need to make a new request for any of the 
items listed below:  

• New Personnel (departments only)  

• Capital Outlay and campus library books 

• Field Lessons  

• Out-of-State Travel/Virtual PD 

• Lease-Purchase Agreements (term of two or more years)   

 

All items listed above require TEA approval prior to any expenditure of funds (this applies to both campuses 

and departments). If you make a new request, TEA approval will be required again. Also, changes to any  

aspects of previously approved travel will require a new request for TEA approval.  

See appropriate sections in this chapter for details regarding the capital outlay categories listed above. 

VIEW 
IT 
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BUDGET INFORMATION 

The Title I, Part A Funding (Academic School Year), 

continued 

Criteria for Using Title I Funds 

• Title I, Part A funds must impact instruction for students during the current 2022-2023 school year – Funds 

should not be used for purchases that will impact instruction for the following school year  

(2023-2024).  

• All purchases should be directly tied to student activities in your School Improvement Plan.  

• All programs (software, curriculum kits, etc.) paid for with Title I, Part A funds must be validated by  

evidence-based research, and these funds must be used to supplement, not supplant, local or state funds 

Using your Title I, Part A funds appropriately (i.e., in compliance with district, state and federal guidelines, poli-

cies, and laws) is crucial; therefore, accurate and timely budget planning is an important factor in the use of your 

resources.  

TEST 

Supplement, Not Supplant 

The fundamental principle of Title I, Part A federal funding is: ”Supplement, Not Supplant.”  

See definitions below:  

• Supplement – to add to, enhance, to expand, to increase, to extend  

• Supplant – to take the place of, to replace  

Title I, Part A Program funds may only be used for supplemental activities that are designed and  

implemented to meet the educational needs of economically disadvantaged students – federal funds 

may never be used to take the place of required services. Therefore, Title I, Part A funds cannot be 

used to provide services that are required by:  

        ●  State Law                ●  State Board of Education Rule             ●  Local Policy 

SUPPLEMENTING TEST 

To avoid supplanting issues and concerns, principals should ask themselves the  

following questions before expending Title I funds: 

•   Is the activity required by state and/or local policy? 

•   Would the activity still take place without Title I funds? 

If the answer to either of these questions is YES, then there is a risk of supplanting – 

therefore, the use of Title I, Part A funds is not advisable. 
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BUDGET INFORMATION 

The Title I, Part A Funding (Academic School Year), 

continued 

Unallowable Expenditures Under Title I (Examples) 

Materials that do not directly relate to reading, language arts, math, science, history, and/or social 

studies are unallowable Title I, Part A purchases (e.g., art supplies, physical education supplies, etc.).  

• Instructional materials and equipment • Training of teachers, librarians, and other  
instructional and pupil-services personnel 

• Employment of special instructional personnel, 
school counselors, and other pupil services 

• Parent and Family Engagement activities 

• Employment and training of instructional aides 
• Planning for and evaluation of Title I, Part A  

activities and projects 

Programs purchased with Title I, Part A funds must be validated by evidence-based research.  

“Evidence-based research” means that the research involved rigorous, systematic, and objective procedures 

to obtain reliable and valid knowledge relevant to educational activities and programs. Moreover, Title I,  

Part A funds must be used to supplement, not supplant, local or state funds.  

Allowable Expenditures Under Title I (Examples) 

Campuses may use Title I funds for specific expenditures. See examples below.  
(For a complete list, please refer to the Allowable/Unallowable Expenses section or view online.)  
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TITLE I, PART A SPENDING CUT-OFF DATES  
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BUDGET INFORMATION 

Title I Fund Codes 

FUNDING CODES  

For both Title I funds and Comprehensive/SI funds, these codes are differentiated by unique corresponding 

internal order numbers indicating either Academic School Year or Summer School — and are specific to each 

campus.  

Internal order numbers will change with every school year. 

2022-2023 PROGRAM DESCRIPTIONS 

2110000000* 
• Academic School Year Allocation  

• Homeless Students Allocation (non-Title I campuses only) 

2110030000* 
Comprehensive Support/School Improvement Campuses  

Designated by TEA 

A list of commonly used budget codes is displayed on the following two pages. 
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BUDGET INFORMATION 

Funding Codes, continued 

Commonly Used Budget Codes—page 1—Click the image to view it online. 
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BUDGET INFORMATION 

Funding Codes, continued 

Commonly Used Budget Codes—page 2—Click the image to view it online. 
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel 

Allowable and Unallowable Title I Positions 

See next page for a list of allowable and unallowable Title I, Part A positions.  

• All allowable Title I positions must be 100 percent paid with Title I funds.  

(Split-funded Title I positions will not be allowable in the 2022-2023 school year.)  

• A job code will be assigned to each allowable position and will be provided during the  

preliminary budget conferences.  

 

 

A Word About Vacant Positions  

It is permissible to request positions, but the best practice is avoid opening a position until there is a  

candidate to fill that position. Review your budget regularly to ensure that you are not maintaining vacant 

positions! 

For instructions on how to open or close a vacant position see Process OPM Position Form through 

OneSource. 
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel, continued 

Allowable and Unallowable Title I Positions Form—Page 1 

Click on the form image to open the online version. 
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel, continued 

Allowable and Unallowable Title I Positions Form—Page 2 
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BUDGET INFORMATION 

Funding Codes, continued  

6100 Personnel, continued 

Allowable Title I Stipends 

The following stipends are approved to be paid out of Title I funds: 

Job Title Stipend # 

Title I Campus Contact Person 018 

Graduation Lab Teachers of Record 0033 

Campus Instructional Technology Support 353 

Other – Teachers Only/ PD 0034 

Teacher Development Specialist Summer Projects 0040 

Campus Induction Coordinators 127 

Small Learning Community Coordinators 335 

Intervention Assistance Team (IAT) 382 

Opportunity Culture Stipend (RISE Transformation Campuses) TBD 
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel, continued 

Split Funded Employees: Overview 
The federal government mandates that any employee paid a salary charged directly to a combination of a 

grant program and other federal, state, or local fund source must maintain Time and Effort (T&E)  

documentation showing how each split-funded (or multi-funded) employee spent his/her compensated time.  

 

Time and Effort hours must be recorded after the work has been completed.  

For this reason, T&E cannot be estimated or budgeted, but must reflect time worked. In addition, the  

percentage of the employee’s salary that is charged to a grant program may not exceed the percentage of 

time the employee works on the allowable activities for that grant program.  

 

Split-funded employees are required to certify their Time and Effort hours in OneSource in Employee Self 

Service (ESS). Employees who are required to certify T&E hours will receive an email notification reminding 

them of this requirement every two weeks. The system allows a three-month window (or six pay periods) to 

certify and approve T&E hours in OneSource — if not certified and/ or approved within that time frame, the 

employee will need to certify their T&E hours manually using a Time and Effort Pay Period form  

(see sample form on the next page). The campus principal will then be responsible for having the time  

certified and approved through Payroll or the ServiceDesk. 

Time and Effort Reporting 

Responsibilities of Principals and Supervisors 

It is the responsibility of the principal/manager to: 

a) Notify all split-funded employees and the time recorder that the campus has split-funded employees who 

are required to meet this federal requirement. 

b) Ensure that all split-funded employees certify their time and effort hours.  This includes verifying that such 

employees have security access to certify their time in OneSource. 

NOTE:    

For new employees to certify their T&E hours in OneSource, a specific security access is required.  

Contact Shirlene Alexander in the External Funding Department to request access. 

c) Approve all Time and Effort hours submitted in OneSource. 
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel, continued 

Approving Time and Effort 
Principals with split-funded personnel have access to their direct reports in OneSource in order to approve 

T&E (an email notification is sent after an employee certifies his or her T&E hours).  

The system allows a three-month window or six pay periods to approve T&E hours online — if not approved 

within that time frame, then the principal will need to approve T&E hours manually using a Time and Effort 

Pay Period form that the employee must complete (see below).  

This process can only be completed by contacting Payroll or the Service Desk. The campus principal will be 

responsible for having the time  approved through Payroll or the ServiceDesk. 

IMPORTANT: Principals must ensure that all split-funded employees are on schedule with certifying their T&E 

hours in Employee Self Service. By the same token, principals must be diligent with their approvals.  

For more information, visit External Funding’s Time & Effort Reporting page. 

Time and Effort Log (Pay Period Form) 

This is a filled-out sample. 
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel, continued 

Pupil-Teacher Ratio—State Requirements vs. District Recommendations 

Before adding a class-size reduction (CSR) teacher, Title I, Part A schools must first meet the state’s  

requirement for pupil-teacher ratio. 
 

State Requirement 

• K–4 = 22:1 (Education Code 25.112) 

• With the exception of grades K–4, a school must maintain an average of not less than 

one teacher for every 20 students in average daily attendance (Education code 25.111). 
 

District’s Recommended Standards 

• Grades K–4 = 20:1 

• Grade 5 = 26:1 

• Grades 6–8 = 28:1 or class load of 168 students  (based on standard of 6 classes) 

• Grades 9–12 = 30:1 or class load of 180 students  (based on standard of 6 classes) 

Middle School (Grades 6-8) Example 

Opening a Class-Size Reduction (CSR) Teacher Position 

Title I, Part A schools may hire a class-size reduction teacher to meet the district’s recommended stand-

ards if the school is above the pupil-teacher ratio and the ratio is within State requirements. Below is a 

middle school example. 

Class-Size Reduction (CSR) Teachers 

Click HERE to  
access a handy tool  
that can be used to 
make this determi-
nation. 

This tool is found 
on the External 
Funding SharePoint 
site. 
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel, continued 

Hiring a CSR Requires New Hire Rationale in OneSource 

To open a class-size reduction (CSR) teacher position, you must access the OPM Request in 

OneSource and enter the following rationale information under “New Comments:”  

• a snapshot of your most up-to-date Membership Detail Report  (see next page), and 

• the current number of teachers you have for that grade/subject to show that you meet 

the requirements. 
 

NOTE:  

To view your Membership Detail Report, you must log into Membership Reporting through the HISD 

Employee Portal (under Applications).   

Sample Rationale 

“As of 11/20/2020 there are 400 students in sixth grade. Currently there are 2 sixth grade math teachers. 

We are requesting to open a Class-Size Reduction Teacher to bring down the class size average of 33.33 

(400s/2t/6c) to 22.22 (400s/3t/6c).” (See image below.)    
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BUDGET INFORMATION 

Funding Codes, continued 

6100 Personnel, continued 

Keeping a CSR Teacher Position Open 

To keep a Class-Size Reduction (CSR) Teacher position open for the next school year, principals must 

have an annual review of their Detailed Membership Report (after PEIMS snapshot) to determine if 

a CSR Teacher is needed.   

Principals must determine if the pupil-teacher ratio is over the district’s recommended standards 

without a CSR Teacher.    

• If the pupil-teacher ratio meets the district’s recommended standards without the CSR 

Teacher, Title I funds cannot be used for the CSR position — principals must either  

remove the CSR Teacher position or use another fund source for funding.  

• If the pupil-teacher ratio is over the district’s recommended standards and having a CSR 

Teacher reduces the pupil-teacher ratio to the district’s recommended standards, then 

principals are allowed to keep the CSR position open.  

Membership Reporting (MSHP) 

To view the Membership Detail Report, authorized users must log to the HISD Employee Portal and 

click on Membership Reporting on the HISD Applications Links list to access the system. 

Sample of Membership Detail Report 
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BUDGET INFORMATION 

Funding Codes, continued 

6200 Funds Can be Used for Professional Development Training 

Title I, Part A funds may be used to train school personnel who are paid with Title I funds — and even those 

who are not. This exception applies as long as the training is specifically related to the Title I, Part A Program 

and designed to meet the specific educational needs of those participants. Training opportunities paid from 

Title I funds must supplement, not supplant, state and local training.  

Title I, Part A funds are not designed to meet the general needs of the school district — just the specific 

needs of Title I students. The 2022-2023 Title I, Part A funds are for expenses incurred from July 1, 2022 

through June 30, 2023.  

Requirements for Professional Development Training  

The LEA should encourage all administrators and instructional staff to participate in relevant, high-quality, 

subject-specific professional development to ensure that teachers remain current in their respective content 

areas and to enhance their ability to align instruction with Texas Essential Knowledge and Skills (TEKS).  

Professional development should include activities that:  

a) improve and increase teachers’ academic knowledge; 

b) are an integral part of broad schoolwide and districtwide educational improvement plans; 

c) give teachers, principals, and administrators the knowledge and skills to provide students with the  
opportunity to meet challenging state academic content standards and student academic achievement 
standards; 

d) improve classroom management skills;  

e) are high-quality, intensive, and classroom-focused, with positive and lasting impact on classroom in-
struction and the teachers’ performance in the classroom. (Some opportunities may be ongoing while 
others may be one-day, short-term workshops or conferences.);  

f) support the recruiting, hiring, and training of effective teachers;  

g) advance teacher understanding of effective instructional strategies that are:  

• developed from evidence-based research / strategies for improving student academic achievement or 

substantially increasing the knowledge and teaching skills of teachers;  

• aligned with and directly related to state academic content standards, student academic achievement 

standards and assessments, and the curricula and programs tied to the standards;  

• developed with extensive participation of teachers, principals, parents, and administrators of schools 

to be served under ESSA; and 

• designed to give teachers of Limited English Proficiency (LEP) children, and other teachers and  

instructional staff, knowledge and skills to provide instruction and appropriate language and academic 

support services to those children, including the appropriate use of curricula and assessments 

6200 Contracted Services 
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BUDGET INFORMATION 

Funding Codes, continued 

6200 Contracted Services, continued 

Requirements for Professional Development Training (continued) 

h) to the extent appropriate, provide training for teachers and principals in how to use technology in the 
classroom to improve teaching;  

i) as a whole, are regularly evaluated for their impact on increased teacher effectiveness and improved 
student achievement, with the funding used to improve the quality of professional development;  

j) provide instruction in methods of teaching special needs children;  

k) include instruction in the usage of data and assessments to inform and instruct classroom practice; and  

l) include instruction in how school staff can work more effectively with parents.  

Extra Duty Pay for Teachers Attending PD Workshops  

Teachers attending professional development (PD) opportunities before or after school hours may be 

compensated with extra duty pay for their time at the workshop. The extra duty pay should compensate 

only for the actual time of the training or in-service. Title I funds may be used to pay for this.  

Substitutes for Teachers Attending PD Workshops  

Title I, Part A funds may be used to pay associate teachers substituting for full-time teachers who are 

attending professional development paid for with Title I funds.  

Web-Based Software  

Web-based software should be charged to Object Code 6200 – Contracted Services (6299).   

(One-year contract only) 

Shopping Carts, POs, and Posting Goods Receipts  

Whenever using Title I funds to purchase Contracted Services, follow the rules below: 

• Shopping carts must be created as soon as the contract is finalized (to encumber funds), and a purchase 

order issued. 

• Goods receipts should be posted immediately after services have been completed.  This ensures that HISD 

vendors are paid in an accurate and timely manner. The department that originated the requisition for  

contracted services has the primary responsibility of posting goods receipts after services are completed.  
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BUDGET INFORMATION 

Funding Codes, continued 

Requirements for Supplies and Instructional Materials 

Consumable supplies and instructional materials purchased with Title I, Part A funds must be validated by 

evidence-based research. The term “evidence-based research” means that the research involves the  

application of rigorous, systematic, and objective procedures to obtain reliable and valid knowledge relevant 

to educational activities and programs.  

These funds must be used to supplement, not supplant, local or state funds.  

Items That Do Not Require TEA Approval Prior to Purchase 

The following is a description of items that can be charged to object code 6300 without prior TEA approval:  

Consumable items that have a useful life of one year or less, and an acquisition cost of less than 
$5,000 per unit (EXAMPLES: instructional kits, workbooks, reading materials, paper supplies, etc.) 

6300 Materials and Supplies 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 102



BUDGET INFORMATION 

Funding Codes, continued 

Bus Cards/Passes — Application Form 

Bus cards and/or bus passes can be purchased with Title I, Part A funds for those students who need to 

attend tutorials outside of the regular school day. An application (see below) must be completed stating the 

reason why the student requires this assistance. These are posted to object code 6399.  

6300 Materials and Supplies, continued 

Click on the form image to open the online version. 
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BUDGET INFORMATION 

Funding Codes, continued 

Bus Cards/Passes—Guidelines and Procedures 

Purchasing a Bus Card/Pass:  

Passes (card) can only be purchased for students who meet the criteria listed on the Metro Bus Card/Bus 

Pass Application.   

NOTE:  Payment must be completed via Direct Pay ONLY.  For detailed Direct Pay instructions click HERE.  

6300 Materials and Supplies, continued 

Step Description 

 1 Parents and/or students submit completed application to  

campus personnel. 

 2 Campus compiles a list of students with their ID Numbers. 

 3 Campus submits the list to Metro to obtain a quote. 

(Campus will submit a copy of the student applications to Metro only upon request) 

 4 Campus attaches the Direct Pay Cover Sheet (using Object Code: 6399000000) to the 

quote and submits this package to Accounts Payable. 

(The cover sheet is located under “Accounts Payable Forms” on this page.) 

 5 Campus maintains a copy of the student bus applications and (cumulative) list on 

file. 

6  After Metro Bus Cards are received: 

• Student signs the bottom of the application form, indicating receipt of the Metro 

Bus Card. 

• Campus administrator also signs, indicating issuance of bus card/bus pass and 

that it was purchased using federal funds. 

 7 Campus: On the student list, records the tracking number for each Bus Card issued. 

Returning a Bus Card/Pass:   

Students must return cards: 

• after they complete all Tutorials/ Extended Learning      

OR   

• when funds loaded to the card have been exhausted.  

Reporting a Lost Bus Card/Pass:   

If a bus card is lost, students must report the lost 

card to designated campus staff - they will report 

the card number to Metro to be  

cancelled.  (Campus staff decides whether to issue  

a replacement card.) 
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses 

In-State Travel 

Policy:   

When attending professional development or conferences, Title I, Part A funds can be utilized for in-state 

travel and related costs (e.g., mileage, rental car, parking, airfare, lodging, meals, etc.) for a maximum of five 

persons.   NOTE: Registration fees are considered related costs — See table below.   

Reimbursements:   

Original receipts, ticket stubs, and/or itinerary confirmations are required for reimbursement of expenses. 

These expenses may be paid via reimbursement or employee advance payment.  

You must submit your receipts for reimbursable expenses within 10 days after completion of the trip.  
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

Out-of-State Travel/Virtual PD 
 

Policy   

Out-of-state travel/virtual PD costs are allowable and always require prior TEA approval. Travel costs should 

be minimal, reasonable, and necessary to meet the intent and purpose of the Title I, Part A program.  

Out-of-state travel is not allowed if the same type and quality of training is available in-state.    

All requests for out-of-state travel/virtual PD should be linked to a need in the CNA/SIP. 

HISD and the campus must retain written documentation showing that an individual’s participation in a  

conference is necessary for the project. Travel costs are allowable as long as the expenses for  

transportation, lodging, subsistence, and related items are only incurred by employees on official  

business of HISD and follow the district’s regular business operations and written travel policy. 

NOTE:  Title I, Part A funds cannot be used for international travel.  

Funds other than Title I, Part A will need to be expended for travel outside of the United States.  

 

Requirements  

Prior TEA approval is required in order to attend professional developments or conferences that are out of 

state.  

• Out-of-state travel/virtual PD requests must be requested through the ESSA Consolidated Federal Grant 

Application or an amendment.  

• Each out-of-state travel/virtual PD request requires a written justification form which must be approved 

by TEA prior to registering for a conference or virtual PD and/or booking travel plans. 

• An out-of-state travel/virtual PD form (see next page) is required for each separate trip.  

All employees traveling for that specific trip may submit one form.  

• Per TEA, no more than five travelers or virtual PD participant per trip are allowed. Based on guidance from 

TEA, campuses and the district should be using the train-the-trainer model for professional development 

activities.  

Out-of-state travel and virtual PD requests should be made three to four months prior  

to the actual trip, to allow enough time for the application/amendment process. 

Reimbursements  

Original receipts, ticket stubs, and/or itinerary confirmations are required for reimbursement of expenses. 

Remember to submit your receipts for reimbursable expenses within 10 days after completion of the trip.  

Plan  

Ahead 
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

TEA Out-of-State Travel/Virtual PD Form 2022-2023 

Click on the form image to open the online version. 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 107

https://houstonisd.sharepoint.com/:w:/r/sites/DEPTS/EF/_layouts/15/Doc.aspx?sourcedoc=%7B986A6F5E-5F68-4B80-A3CE-DA82EE256626%7D&file=TEA%20Out-of-State%20Travel%20Virtual-PD%20Form%202022-2023.docx&action=default&mobileredirect=true


BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

Viewing Approved Out-of-State Travel/Virtual PD   

To view out-of-state travel/virtual PD that has been approved for your campus/ department for the Title I, 

Part A program, follow the steps below: 

Step Description 

1 From the HISD Employee Portal, select MyHISD > Department Sites 

> External Funding. 

2 Under Quick Links, click on “[current school year] School 

Allocations, Approved Capital Outlay and Out-of-State Travel.” 

3 Following the prompts, open the Excel spreadsheet. 

4 Type your campus number in the “SCHOOL NUMBER” field and  

press ENTER. 

RESULT: The system populates your school’s data. 

5 View the information under “[current school year] Approved Travel 

Requests.” 

Unallowable Travel Expenses 

The following are unallowable travel expenses: 

• accommodations that are unreasonable  
(such as a suite or expensive hotel room) 

• Meals that are unreasonable in cost 

• alcoholic beverages 
• mileage, parking, and toll-road expenses for purpos-

es other than official business 

• any expense for other persons • personal accident insurance or personal effects  
coverage for rental cars 

• entertainment/recreational/social events • purchase of materials and supplies during a  
conference visit 

• expenses related to the operation of an automobile 
EXCEPTIONS: valet fees (if no other option), gasoline 
(rental car only), parking, and toll charges 

• rental car for personal use or for purposes not  
associated with the performance of services specified 
in the contract 

• first class airfare • tips/gratuities of any kind 
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

Summary Chart—Out-of-State Travel/Virtual PD Guidance 

CONCERNS GUIDANCE 

Out-of-state travel/virtual PD not verified on 

the External Funding website 

Verify out-of-state travel/virtual PD has been 

approved, the number of travelers, and the 

fund source on the External Funding website. 

Creating out-of-state travel/virtual PD  

requisitions prior to making the request 

through TEA/External Funding 

International travel is not allowed using T1PA 

funds. 

Exceeding the allowable number of travelers  

or virtual participants 

For approved out-of-state travel/virtual PD, the 

requisition may be placed in SAP. 

Charging approved out-of-state travel/virtual 

PD to the wrong fund source 

For unapproved out-of-state travel/virtual PD,  

contact External Funding at 713-556-6928. 

Requests not made 3 to 4 months prior  

to travel 

Information will be emailed to make the re-

quest. The “Justification of Specific Expenditure: 

Out-of-State Travel/Virtual PD” form must be 

completed for each travel request. 

“Justification of Specific Expenditure: Out-of-

State Travel/Virtual PD” form completed by non

-academic personnel 

Per TEA, only a certain number of  

travelers per trip or virtual PD  

participants based on the federal program. 

Request form incomplete and without all  

necessary details (e.g.,  conference title,  

dates of travel and destination) 

Out-of-state travel/virtual PD registration may 

not take place until an application/amendment 

is submitted to TEA and the Notice of Grant 

Award (NOGA) received by the district. 

“Justification of Specific Expenditure:  

Out-of-State Travel/Virtual PD” form  

responses are incomplete and do not answer 

the statements 

Campuses will be notified via memo/email of 

approvals or denials. 
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

ProCard Purchases 
 

As of July 1, 2016, federal funds generally cannot be used with ProCard purchases. However, certain  

Title I, Part A expenditures may be paid with a ProCard (see guidelines below and on the pages following 
the form images). 
 

 

Obtaining Approval for ProCard Purchases — Revised Procedure 
 

The Purchasing Department has updated its policy for using the ProCard with respect to Title I federal 

funds. As always, campuses may only use their ProCard for allowable Title I purchases out of 6400.  

Under new rules, campuses must obtain written approval from External Funding and attach that approval 

to the ProCard request. There are two versions of the approval form:  One for Title I, II or IV, and one for 

Comprehensive funds.  

 

All ProCard allocation requests must  include the following information:  

• Campus Name   

• Vendor Name   

• Amount  

• Funds ("Title I") 

• Brief description of the item being charged to the ProCard 

• Copies of invoices/quotes/receipts 
 

Upon approval the allocation request form will be returned to the requester. Once the approved ProCard 

Allocation Request Form is returned, attach copies of the invoices/quotes/receipts to the approved form 

and submit to Purchasing. 
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

ProCard and Purchase Order Guidelines 

Conference Registrations are Allowable 
  

• Registration costs for either in-state or out-of-state conference fees cannot exceed $1,000 when using 

ProCard. If the amount exceeds $1,000, a purchase order must be used.  

• Out-of-State conference registrations must have TEA approval.  

 

To obtain TEA approval: 

1) Complete all required forms. (The forms are accessed on the External Funding SharePoint site.  

2) Submit the completed forms via email to EXT.FUNDING@houstonisd.org.  

3) Await notification of approval or denial status from the External Funding Department  

prior to registration.  

ALLOWABLE PROCARD PURCHASES 

Registrations Budget Codes and Categories 
  

• 6499010000 — Professional Development Conferences for HISD Personnel  

• 6499010000 — Professional Development Conferences for HISD Parents/Guardians  

• 6495000000 — (Campus) Dues and Memberships (can only be paid for the current school year)  

• 6412000000 — Conferences for HISD Students    
 

NOTE:  A travel requisition must be created in OneSource for Purchasing Services to process if there will  

              be travel-related expenses for the conference.  

Contact the External Funding Department at 713-556-6928 for additional information and support.  

UNALLOWABLE PROCARD PURCHASES 

Unallowable Budget Codes and Categories 
 

• 6300xxxxxx —   Materials and Supplies 

• 6499030000 — Refreshments (food and beverages – includes water) 

• 6411000000 — Travel and Subsistence – Employee Only 

• 6411010000 — Travel and Subsistence – Employee Only:  In-District    

• 6419000000 — Travel and Subsistence – Non-Employee 
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

Allowable 
  

Field lesson entry fees (selected from the pre-approved Title I, Part A Field Lesson List- see page xx.)  

are to be allocated to Budget Code 6412000000. 

Unallowable 

• Out-of-State Field Lessons 

• Overnight Field Lessons 

PROCARD FOR FIELD LESSONS 

TRANSPORTATION EXPENDITURES 

Allowable 
  

Transportation budget codes for allowable Field Lessons from the pre-approved allowable list 

of field lessons: 

• 6269000000 — Charter Bus Service (from approved HISD Vendor List*) 

• 6269000000 — 12-Passenger Van (from approved HISD Vendor List*) 

• Approved vendors with fully executed contracts are found in the Approved Vendor 

List located at https://houstonisd.sharepoint.com/sites/DEPTS/PDS.  

 

Unallowable 

Transportation Purchase Orders 

• 15-Passenger Van 

• Private transportation (individual automobiles) 

• Transportation cost for field lessons NOT included on the  

“Title I, Part A Pre-approved Field Lesson” list 
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

Field Lessons—Allowable, but With Conditions 

HISD allows field lessons to be paid for with Title I, Part A funds — but only if the field lessons are selected 
from a specific pre-approved list (see below). If the field lesson is not on the pre-approved list, another fund 
source must be used.  
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BUDGET INFORMATION 

Funding Codes, continued 

6400 Other Operating Expenses, continued 

ProCard and Purchase Order Support 

Contacts Email 

Alexis Licata, Officer, Business Logistics & Purchasing 

Services 
TLICATA@houstonisd.org 

Cristina Giacaman, Senior Category Manager CGIACAMA@houstonisd.org 

Helen Norman, PROCARD Representative helen.norman@houstonisd.org 

Lisa Muniz, Travel Representative Lisa.Muniz2@houstonisd.org 

Ivonne Curiel, ProCard Technical Support icuriel@houstonisd.org 

ProCard Direct line:  713-556-7766   

 

ProCard email:  Procard.travel@houstonisd.org  
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BUDGET INFORMATION 

Funding Codes, continued 

6500 Debt Service (Lease and Lease Purchases) 

Requirements 

Title I, Part A funds may be used to lease and/or lease-purchase equipment. Requested items must be:  

• allowable expenditures under Title I, Part A statutes, regulations, and rules, and  

• deemed necessary to carry out the objectives of the grant program.  

NOTE: Items for lease or lease-purchase are considered debt services expenses. 

Lease Agreement vs. Lease-Purchase Agreement 

When an item is leased, ownership of the item remains with the leasing company and at the end of the 

lease, the item is returned to the leasing company. Typically, lease agreements expire  within one year and 

must be renewed each year in order to continue to lease the item.  

• Title I lease agreements do not need TEA approval prior to entering into the agreement.  

When an item is lease-purchased, the item becomes the property of the school district at the 

end of the lease agreement and remains with the school or department that purchased the item. 

In order for an item to be lease-purchased with Title I funds, the lease-purchase agreement must 

be for two or more years.  

• Title I lease-purchase agreements must receive prior approval from TEA before entering into the 

agreement. Title I funds may be used to pay for the principal and interest on lease-purchase 

items; however, interest paid in a prior period may not be changed retroactively to the current 

grant period.  

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 115



BUDGET INFORMATION 

Funding Codes, continued 

6600 Capital Outlay 

Overview 

All requests for capital outlay and campus library books should be linked to a need in the CNA/SIP. ALL  

capital outlay (including campus library books and media) requires specific TEA approval prior to purchase.  

TEA approval is required regardless of the dollar amount -- all require specific TEA approval. Capital outlay 

and campus library books may not be purchased until the district receives the Notice of Grant Award (NOGA) 

from TEA. Schools are notified of TEA-approval for capital outlay and campus library books requests by  

External Funding via an Academic Service Memo for the June submission, and via email for amendment re-

quests.  

Allowable Capital Outlay Items 

Capital Outlay encompasses items that have a useful life of one or more years, and are of a tangible,  

non-expendable nature.  

There are two types of capital outlay purchases: High-value technology and Low-Value technology –  

see table below.  

Type of Capital Outlay  

Purchase 
Valued At: Examples: 

High-value technology $500 and up 
interactive whiteboards, laptops,  

desktops, or mobile computer carts 

Low-value technology less than $500 

graphic calculators, e-readers, electronic 

notebooks, scanners, or document and  

digital cameras 

ALL technology requests are being documented and tracked – even if valued at less than $500:  

These items must be charged to Object Code 6600 > Technology Related Equipment (6649)  

and requested through the ESSA Application.  
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BUDGET INFORMATION 

Funding Codes, continued 

6600 Capital Outlay, continued 

What is Included in Capital Outlay Costs 

Capital outlay costs are considered to be technology  – regardless of the dollar amount –  and  

include: 

• software/site license – CD-ROM 

• cost of the asset, including the cost to put it in place 

• net invoice price of the equipment, including the cost of any modifications, attachments, accessories, or 

auxiliary apparatus necessary to make it usable for the purpose for which it was acquired 

• anchor pads that should be purchased for all capital outlay costing $1,000 or more. 
 

NOTE: Anchor pads may be ordered from the capital outlay budget (6600). 

Unallowable Capital Outlay Items 

See below: 

• multiple-year warranties 

• site preparation for a portable building, including ground leveling, sidewalk installation, electrical wiring, 

plumbing, etc. 

• land purchase and improvements to land 

• building purchase, construction, or improvement costs 
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BUDGET INFORMATION 

Funding Codes, continued 

6600 Capital Outlay, continued 

Requesting Capital Outlay Items 

High-level Process: A Bird’s Eye View 

Requesting capital outlay items is a two-layer process: 

1) First, the campus submits its request for capital outlay to the External Funding Department using the 

Capital Outlay List form and the Use of Funds Questions form (1-4, 5a and 6a). 

(For pictures of the forms, see the following pages.) 

• Campus library books are required to be listed on line 9 as a total dollar amount.  

• No "Use of Funds" questions are required to be completed for this specific request. 

2) Then, the External Funding Department includes the capital outlay requests received from campuses in 

the ESSA Consolidated Federal Grant Application, or as part of an amendment, which is submitted to TEA 

for approval. 

 

New requests are submitted to the TEA as amendments. 

Submitting Capital Outlay Requests to External Funding 

To request capital outlay, a principal follows the steps below: 

Step Description 

1 Complete, sign, and date the Capital Outlay List form. (List ALL  

requested items, quantities, and total estimated costs.) 

2 Scan the completed, signed, and dated form. 

3 Complete one Use of Funds Questions form for each capital outlay 

item being requested on the Capital Outlay List form (see Step 1). 

Save each completed form in Word format. 

NOTE: Questions 1–4, 5a and 6a are required. 

4 Open an email and enter the subject line: 

“CAPITAL OUTLAY REQUEST– [campus name and number]” 

Attach the following: 

a. the scanned Capital Outlay List form, and 

b. all of the Use of Funds Questions forms (Word format) 

Email to: ext.funding@HoustonISD.org  
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BUDGET INFORMATION 

Funding Codes, continued 

6600 Capital Outlay, continued 

Capital Outlay List Form 

Click on the form image to open the online version. 
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BUDGET INFORMATION 

Funding Codes, continued 

6600 Capital Outlay, continued 

Use of Funds Questions Form—page 1 

Click on the form image to open the online version. 
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BUDGET INFORMATION 

Funding Codes, continued 

6600 Capital Outlay, continued 

Use of Funds Questions Form—page 2 

Viewing Your Approved Capital Outlay 

To view capital outlay and campus library books that has been approved for your campus for the Title I, Part A 

program, follow the steps below: 

Step Description 

1 Access the External Funding SharePoint page. 

2 Under Quick Links, click on “[current school year] School Allocations, Ap-

proved Capital Outlay and Out-of-State Travel.” 

RESULT:  Excel spreadsheet opens. 

3 Type your campus number in the “SCHOOL NUMBER” field and press  

ENTER to populate your school’s data. 

4 View approved capital outlay under “[current school year] Approved  

Capital Outlay” (displays by fund code). 
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BUDGET INFORMATION 

Funding Codes, continued 

6600 Capital Outlay, continued 

Summary Chart—Capital Outlay Guidance 

(Examples of capital outlay: laptops, interactive whiteboards and mobile computer carts) 

CONCERNS GUIDANCE 

Creating purchase orders before verifying 

that capital outlay and/or campus library 

books have been approved on the External 

Funding website. 

Verify capital outlay and/or campus library 

books (items and count) have been ap-

proved and the fund source on the External 

Funding website. 

Purchasing technology and/or library books 

prior to making the request through TEA/

External Funding. 

For approved capital outlay and/or campus 

library books, the purchase order may be 

placed in SAP. 

Purchasing capital outlay and/or campus 

library books out of the wrong fund source 

For unapproved capital outlay and/or  

campus library books, contact External 

Funding at 713-556-6928. 

Buying more capital outlay or exceeding the 

dollar amount on campus library books than 

approved for. 

Information will be emailed to make the  

request. The department will need to  

complete the “Capital Outlay List” form and 

the “Use of Funds Questions.” 

“Use of Funds” questions completed by non-

academic personnel 

Answer questions 1 – 4, 5a, and 6a to  

request Title IA capital outlay. 

All required questions for the specific feder-

al program are not answered. 

Capital outlay and campus library books may 

not be purchased until the application/ 

amendment is submitted to TEA and the  

Notice of Grant Award  (NOGA) is received 

by the district. 

Entering an incorrect response to 3b on the 

“Use of Funds Questions.”  How will the 

program, activity, or strategy be funded if 

Title IA funds are not available? 

Campuses will be notified via memo/email 

of approvals or denials. 
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BUDGET INFORMATION 

Overview 

TRANSFER OF FUNDS  

Before ordering goods and/or services, campuses must verify that their commitment line items (general 

ledger accounts) have sufficient budget -- if not, a budget transfer of funds may be necessary.   

This section contains step-by-step instructions for: 

1)  verifying available funds, and 

2)  performing the actual transfer of funds 

 

Step 1—Check for Available Funds 

The first step in the transfer of funds process is to check your budget for available funds. 

Follow this procedure to check for available funds. 

Step Description 

1 Log into OneSource and access the SAP Easy Access-User Menu screen by:  

• clicking on the SAP ECC GUI tab, and then  

• selecting SAP ECC from the resulting dropdown on the left. 

 

 

2 On the resulting screen, click on the          icon at the top. 

 

Continued on next page... 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 123



BUDGET INFORMATION 

TRANSFER OF FUNDS, continued 

Step 1—Check for Available Funds, continued 

Step Description 

3 Then, on the SAP Easy Access-User Menu screen, type Z000 (and press ENTER) to access 

an expense report. 

 

4 On the resulting Expense Report screen, do the following: 

• Checkmark the Print Detail Header box 

• Un-checkmark the Exclude Base Salary & Benefits box. 

This is IMPORTANT. 

Continued on next page... 
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BUDGET INFORMATION 

TRANSFER OF FUNDS, continued 

Step 1—Check for Available Funds, continued 

Step Description 

5 Next, enter your selection criteria (search parameters) by typing an Internal  

Order Number.*  

* If you need assistance with the internal order number, contact your School Grants  

   Administrator.  

 

 

 

 

 

RESULT: System displays expense report for every commitment item associated with  

Schoolwide. 

6 View the resulting information displayed by the system (example below) to  

confirm that the transfer to be done has budget in the Sender line. 

IMPORTANT:  

You may not see a Receiver line if there is no money in that account –  

the receiver line becomes visible once you transfer money into the designated  

commitment item(s).  

See next page for samples 
of commitment items. 

Continued on next page... 
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BUDGET INFORMATION 

TRANSFER OF FUNDS, continued 

Samples of Commitment Items 

Click on the image to view a 

version that can be enlarged. 
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BUDGET INFORMATION 

TRANSFER OF FUNDS, continued 

Step 2—Perform Transfer of Funds 

Once you have verified that funds are available to transfer, you are ready to make the transfer. 

Follow this procedure to transfer funds. 

Step Description 

1 On the SAP Easy Access-User Menu screen, type z_fm_gm_bud_entry  
(and press ENTER) to begin the transfer process. 

 

 

2 On the Fund or Grant Budget Document Creation screen (first section)  

complete the following fields: 

 

Field Input 

Fiscal Year Type the year 

Document Type  Select from dropdown 

Header Text Reason for the budget transfer 

Budget   Choose Grant 

Test Run 
Checkmark this box so that the system 
can validate your data 

RESULT: The Fund or Grant Budget Document Creation screen displays.  
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BUDGET INFORMATION 

TRANSFER OF FUNDS, continued 

Step 2—Perform Transfer of Funds, continued 

Step Description 

3 On the Sender and Receiver Line Items rows, complete the Order, Commitment Item, 

Functional Area, and Amount fields. 

• Do not change the DK field - The DK field is pre-populated for the user entering the 

budget transfer request and does NOT need to be changed. 

• Enter something in the Item Text field - It is helpful to include a brief reason for the 

transfer. 

LOOK 

The SENDER line will be the commitment item whose 

budget will be reduced by the amount of the transfer. 

The RECEIVER line will be the commitment item whose 

budget will be increased by the amount of the transfer. 

IMPORTANT:  

Internal Order and Amount must match on both the Sender and Receiver rows. 

ADDITIONAL INFORMATION: 

• Budgeted funds may NOT be transferred between two different internal order  

numbers. A transfer must have the same internal order number for the Sender 

and Receiver commitment items. 

• If the budget transfer amount totals are not equal for the sender and receiver 

commitment items, the user will receive an error message.  A budget transfer 

MUST be equal in total -- even if there are multiple commitment items for the 

Sender and/or Receiver.  

Continued on next page... 
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BUDGET INFORMATION 

TRANSFER OF FUNDS, continued 

Step 2—Perform Transfer of Funds, continued 

Step Description 

4 Click the “clock” icon in the upper left-hand corner of the screen. 

RESULT: System checks and validates the data entered. 

 

 

 

5 Did you receive a “No errors” message? 

 

 

 

 

 

 

• If YES, then go to the next step. 

• If NO, then click the green back button (see image below ) to return to the Fund 

or Grant Budget Document Creation screen and correct any noted errors,  

re-enter your data, and repeat Step 4.  

Continued on next page... 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 129



BUDGET INFORMATION 

TRANSFER OF FUNDS, continued 

Step 2—Perform Transfer of Funds, continued 

Step Description 

6 If the system returned a “No errors” message, click the green back button above the 

screen header. 

 

 

 

 

RESULT:  

System re-displays the Fund or Grant Budget Document Creation screen.  

7  Uncheck the “Test Run” checkbox. 

Click the “clock” icon in the upper left-hand corner of the screen. 

RESULT:  

The transfer is now complete and OneSource will produce a document number for 

recordkeeping purposes.  Make a note of this number for your records. 

NEXT STEPS:   

Transfer goes to Senior Manager for approval.  

Principals must check in OneSource to see if the transfer has been approved – approval should 

be completed within two business days.  If there is no response within that period of time, 

then contact the Senior Manager. 
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BUDGET INFORMATION 

ORDERING AND RECEIVING GOODS AND/OR SERVICES  

Shopping Carts, Purchase Orders, and Goods Receipts Confirmation 

It is important to run a “tight ship” with respect to spending federal funds.  Encumbered funds are monies 

that are set aside to pay for obligated expenditures. If obligations or encumbered funds are not liquidated, 

there will be unused leftover funds at the cut-off date. This is especially critical as there is no carryover.   

Shopping Carts   

Check your shopping cart frequently and delete unwanted items/carts.  

Open Purchase Orders  

In most cases, you should receive ordered items or services within 30 days.  If more than 30 days has 

elapsed since the date of the PO, it’s time to  investigate (i.e., check with the vendor  

regarding delivery status).  

Goods Receipts Confirmation  

Be sure to access the Confirmation screen and post Goods Receipts  (confirmations) immediately after 

receipt of supplies/materials/services.  See procedure on page 133.  
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BUDGET INFORMATION 

Shopping Carts: Online Workflow 

Shopping carts go through an online workflow as they are processed. Use the procedure below to check the 
status of a shopping cart. 

 
The steps below are performed by the campus requisitioner: 

Step Description 

1 a) Enter shopping cart (utilizing board-approved vendor) into the system. 

• A valid (non-expired) quote must be attached to the shopping cart for any/all 

goods/services.   

• REGARDING OFFICE DEPOT:  

Quote must be obtained directly from sales representative, Tim Schroeder. 

b) Click on “Order” button to move shopping cart to the next step in this process. 

RESULT: Shopping cart enters a workflow approval process.  

2 a) Check the workflow to verify who needs to approve cart -- this is done immediately 

after clicking "Order." 

NOTE: Names will be listed in order, with Purchasing Department  

being  the last name. 

b) Inform campus principal of workflow approval process.  
 

IMPORTANT -- It is the responsibility of the campus to obtain all approvals in  

workflow.  Depending on funding or nature of the purchase, some carts will  

require additional approvals in workflow.  

3 When workflow shows that the shopping cart has been approved by all parties  

(in the workflow) , it will enter the “Pending Approval from the Purchasing  

Department” stage. 

Once approved by Purchasing, a purchase order will be generated for this shopping 

cart. 

ORDERING AND RECEIVING GOODS AND/OR SERVICES,  

continued 
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BUDGET INFORMATION 

How to Confirm Goods Receipt 

The Confirmation screen represents one purchase order (PO) and lists all the items on that one purchase 

order. When goods/services are received in a school, it’s usually the goods/services related to one purchase 

order. Online confirmation order screens are accessed by PO number. 

NOTE: Goods receipts should be confirmed immediately after delivery of material goods or after services 
are rendered. 

ORDERING AND RECEIVING GOODS AND/OR SERVICES,  

continued 

Procedure and Scenarios 

To begin, ACCESS the online confirmation order screen by PO number. 

Then, VERIFY the items received. 

 

If ALL line items received are complete 

1) Checkmark just the first “Last Delivery” box and ALL will be auto-checkmarked. 

2) Then, click the CONFIRM button.  (Click YES on the popup box that displays.) 
 
RESULT:  All items are confirmed. 

Continued on next page... 
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BUDGET INFORMATION 

How to Confirm Goods Receipt, continued 

ORDERING AND RECEIVING GOODS AND/OR SERVICES,  

continued 

If one or more line items on the screen are not complete 

1) Do the following: 

• For each incomplete item – Change the quantity in the “Confirm Qty” column to reflect the actual 

quantity delivered. 

• For each item that was not received at all – Place a 0 in the “Confirm Qty” column. 

• For complete items – No action required. 

DO NOT checkmark any of the “Last Delivery” boxes on the screen. 

2) Then, click the CONFIRM button.  (Click YES on the popup box that displays) 
 

RESULTS:   

• COMPLETE items are confirmed. 

• INCOMPLETE items:  System confirms the quantity actually received and recalculates to display the 

quantity still owing (per the original PO)  -- The quantity owed will display in the “Confirm Qty”  

column for this incomplete item the next time you access this PO Confirm screen. 

3) When the remaining items are delivered, you will access this Confirmation. screen again (using the PO 

number) in order to confirm the items received. 

How to Cancel an Order 

If the remainder of the order is not received within 30 days, check status with the vendor.  

If you or the vendor prefer to cancel the remaining part, close the PO by following the steps below:   

Step Description 

1 On the confirmation screen, change the quantity of the individual line item(s) 
to zero. 

2 Checkmark the “Last Delivery” box. 

3 Click Confirm button. (Click YES on the popup that displays.) 
RESULT: This posts confirmation of goods receipt zero quantity. 

  REMINDER:  
You must also delete the item from shopping cart in order to release the funds. 
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BUDGET INFORMATION 

Receiving Low-Value Trackable Assets 

ORDERING AND RECEIVING GOODS AND/OR SERVICES,  

continued 

Be Aware of Incoming Assets 

Monitor the monthly list of incoming capital assets sent by the Fixed Assets Accounting Department so that 

you can anticipate their receipt.  

 
Low-Value Capital Outlay Assets 

“Low value Capital Outlay Assets” are defined as technology and musical instruments valued at less than 

$5,000. These are considered to be “trackable items” (i.e., they are small enough to “walk out the door.”)   

EXAMPLES: tablets/ipad, smartboards, and printers.  

Procedure – Receiving Low Value Technology Assets 

When receiving low value technology assets, it is the responsibility of schools and departments to post  

confirmation and tag the received items as soon as possible. See procedure below. 

LOOK 

EXCEPTION: E-RATE ASSETS 

This procedure DOES NOT apply to e-rate assets. E-rate assets are tagged by the vendor — 

the tags can either be green-colored or have tag numbers starting with "44xxxxxxxx." 

E-rate assets arrive at their destination already tagged, with applicable information already 

entered into the TIPWEB-IT asset tracking system. 

Step Description 

1 Receive low value technology asset(s) and post the goods receipt/confirmation in 
SRM. 

RESULT: Within 24-48 hours, the Fixed Assets Department will create the asset in the 

TIPWEB-IT asset tracking system with a temporary asset tag number starting with 

filename  “FAA.” 

2 24-48 hours after confirming (posting goods receipt) in SRM: 

Log into the TIPWEB-IT asset tracking system and run the list of asset tags starting 
with “FAAXXXXX” to retrieve the temporary asset tag number. 

Then do the following: 

• print the asset tag 
• affix the printed tags to the asset(s) 
• update the asset tag 
• enter a serial number (if applicable) 

3 Update the asset’s location. 
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BUDGET INFORMATION 

Receiving High-Value Assets 

ORDERING AND RECEIVING GOODS AND/OR SERVICES,  

continued 

Be Aware of Incoming Assets 

Monitor the list of incoming capital assets periodically sent by the Fixed Assets Accounting Department so 

that you can anticipate their receipt.  

 
High-Value Capital Outlay Assets 

“High value Capital Outlay Assets” are defined as technology, equipment, and furniture valued at 

$5,000 or more. 

EXAMPLES: Computer switch or server, 3D printer or poster printer, NAO H25 Edition Robot, musical 

instruments, golf cart, milk cooler, etc. 

Procedure – Receiving High Value Capital Outlay Equipment 

When receiving high-value capital outlay equipment, it is VERY IMPORTANT to post confirmation and to tag 

the equipment (following the steps below).  This ensures that HISD can track these high-value assets. 

LOOK 

EXCEPTION: E-RATE ASSETS 

This procedure DOES NOT apply to e-rate assets. E-rate assets are tagged by the vendor. 

The tags can either be green-colored or have tag numbers starting with "44xxxxxxxx."  

E-rate assets arrive at their destination arrive at their destination already tagged, with ap-

plicable information already entered into the TIPWEB-IT asset tracking system. 

Step Description 

1 Log into the TIPWEB-IT asset tracking system and print tag(s)  using the “print tag” 

feature. 

 

Affix the tag to the items received. 

2 Write an email to Fixed Assets Accounting Department. 
Subject line: [School Name] - Capital Asset Received 
 
In the email you must include: 

• The serial number(s) of high-value items received 
• The P.O. number(s) 
• Description and monetary value of the asset(s) received 
• Room location 
• The TIPWEB-IT asset tag number for each asset 

NOTE: The school will not receive an update from Fixed Assets. 
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BUDGET INFORMATION 

Assets Transfer 

ORDERING AND RECEIVING GOODS AND/OR SERVICES,  

continued 

Fixed assets cannot be transferred to any physical location unless a site transfer has been properly complet-

ed in TIPWEB-IT by the user (school or department). For items purchased from restrictive funds (SR1, FD1, 

etc.), a written approval must be obtained from the project director or administrator. HISD technology assets 

equipment belong to an assigned school or department: Employees are not permitted to take technology 

equipment when they are transferred to another school or department.  

 

Annual Inventory Audit 

Conduct an inventory audit at least once a year. If equipment is relocated, create a transfer in the TIP-

WEB-IT system. 

Questions About the Asset Tracking System? 

If you have questions regarding the TIPWEB-IT asset tracking system, please contact Fixed Assets  

Accounting: 

Website:  https://www.houstonisd.org/FixedAssetsAccounting 

Email: FixedAssetsAccounting@HoustonISD.org 

Telephone:  713-556-6506 

  

HISD Asset Usage Form – For Equipment That Will Be Checked Out 

All technological assets issued to HISD personnel should be updated in TIPWeb-IT.  

Any equipment not tracked in TIPWeb-IT  must  be checked out using the HISD Asset Usage Form. 

An HISD Asset Usage Form must be completed if you have purchased capital outlay equipment that will be 

checked out by HISD personnel. This form must be signed by the employee whenever such equipment is 

checked out, and also by his or her immediate supervisor for approval. When the equipment is returned, the 

employee must date and sign the HISD Asset Usage Form. 
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BUDGET INFORMATION 

Steps to Obtaining a Purchase Order (High-Level) 

TITLE I, PART A FUNDS AND PURCHASE ORDERS / 

POSTING GOODS RECEIPTS  

1. When making purchases using federal funds, always verify that the vendor is on the Board-Approved

HISD Vendor List.  If you do not find the vendor, please contact Alexis Licata (tlicata@houstonisd.org).

NOTE: ProCards should only be used with a board-approved vendor that does not accept a district

purchase order (PO).

2. Next, the purchaser must create a shopping cart in SAP as a requisition. After this, Purchasing Services

will generate a purchase order.

Posting Goods Receipts 

Goods receipts should be posted immediately after items are received. This ensures that HISD vendors are 

paid in an accurate and timely manner. The department that originated the requisition for material  

purchases has the primary responsibility of posting goods receipts when the items are received.  

For additional information regarding posting goods receipts, see page 133. 

LOOK The above applies to ALL funding categories except 6100 — Payroll. 
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TITLE I, PART A FUNDS 

The External Funding Titles I, II & IV department has prepared this document as an 
OFFICIAL GUIDE for principals and all school personnel directly handling Title I, 
Part A funds when determining the allowability or unallowability of costs prior to 
expending funds.  Use these guidelines for all Title I, Part A purchases.   

CLICK HERE to download a copy of the Title I, Part A Allowable/Unallowable  
Expenses list that is searchable by key word (using Ctrl-F) . 

Schools MUST follow the most restrictive policy  (regardless of 
whether state or district).  

ALLOWABLE/UNALLOWABLE 

EXPENSES 

NOTE 

Title I, Part A Funds Usage 

TEA Guidelines 

TEA provides the following four guidelines with respect to using Title I,  Part A funds:   

1. LEAs/campuses must demonstrate that the Supplement Not Supplant methodology  (see Statu-

tory Reference for “Supplement Not Supplant” on the following page) used to allocate State/

Local funds, prior to allocating  federal funds, is equitable. 

2. LEAs/campuses must ensure that activities and/or resources are: 

• Reasonable; 

• Allocable; 

• Necessary to carry out the intent and purpose of the Title I, Part A program; 

• Identified in the Comprehensive Needs Assessments; and 

• Included in the Campus Improvement Plan. 

    Additionally, the Campus Improvement Plan must address the following: 

• how the identified activity/resource will be evaluated, and 

• how the needs of students at risk of not meeting State Standards are being met. 

Continued on next page... 
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ALLOWABLE/UNALLOWABLE EXPENSES 

Title I, Part A Funds, continued  

3. The LEA/campus must ensure that the expenditure(s) meet all EDGAR requirements. 

4. The LEA/campus must ensure that all district policies and procedures were followed. 

TEA Guidelines, continued 

Statutory Reference for “Supplement Not Supplant” 

1118(b)(1) of the Elementary and Secondary Education Act of 1965 (ESEA), as amended by the Every Student 

Succeeds Act  (ESSA):   

An LEA (Campus) shall use Federal funds received under this part  only to supplement the funds that would, in 

the absence of such  Federal funds, be made available from State and local sources for  the education of  

students participating in programs assisted under  this part, and not to supplant such funds.  

When Funds Can Be Used 

• School year funds are to be used for the academic school year. 

• Summer School funds are reserved for early spring interventions and summer school. 

 

School Administrators may contact a budgeting analyst or an External Funding contact to set up a 

budget structure. 
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ALLOWABLE/UNALLOWABLE EXPENSES 

Click HERE to open the online pdf. 
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TITLE I, PART A: Allowable/Unallowable Expenses

INTRODUCTION

Object Codes Descriptions
Can funds be transferred in or 

out of this object code?

  6200 - Purchased and Contracted Services Building Rental/Land Rental, consultant Services YES

  6300 - Supplies and Materials General supplies and testing materials YES

  6400 - Other Operating Expenses
In-district travel/in-state travel*, dues, fees, and out-of-state 

travel permitted for ASY with prior TEA approval
YES*

Technology related equipment,

library books, other equipment - permitted for ASY with prior 

TEA approval

  ALLOWABLE/UNALLOWABLE EXPENSES

Title I, Part A

External Funding has prepared this document as an OFFICIAL GUIDE for principals and all school personnel 

directly handling Title I, Part A grant funds. Use this document to determine whether costs are allowable or 

unallowable prior to expending funds.

Schools MUST follow the most restrictive policy (regardless of whether state or district).

Campuses are allowed to transfer funds between object codes ‐‐ with the exception of Object Code 6100 

(Payroll). To transfer funds in or out of Object Code 6100, contact your Budget Analyst. 

 6100 - Payroll 1 NO

(CLICK HERE for instructions on funds transfer.)

Salaries and wages, extra duty pay, 

workers compensation

Please contact your School Grants Administrator for further assistance.

  6600 - Capital Outlay YES

* Out of state permitted for ASY with permission
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

1
Administration/Monitoring 

of Tests
Applies to ACT, PSAT, or SAT (whether virtual or face-to-face) _ U

2
For recruitment of grant personnel; procurement of goods and services, disposal of 

surplus materials
_ U

3 Items such as displays, campus marquees, demonstrations, and exhibits _ U

4 Alcoholic Beverages Alcoholic beverages of any kind _ U

5 Alumni Activities Alumni activities of any kind _ U

6 Appliances Includes home appliances under $500, such as refrigerators _ U

8 Award Ceremonies Includes any expenses related to unallowable ceremonies, such as graduations _ U

9 Bus Cards 
1 For the METRO public transportation system 6399 A

11
Includes repair costs for  capital outlay previously purchased with Title I, Part A 

Schoolwide funds.
6249 A

12
Includes replacement  costs for  capital outlay previously purchased with Title I, Part A 

Schoolwide funds (requires prior approval from  Area Superintendent)

Same as when 

purchased
A

13

Includes cost of warranty at time of purchasing capital outlay with Title I, Part A funds; 

warranty can ONLY cover months in the 2022-2023 school year  

(The school year ends in June.)

6659 A

14

Includes the cost of renewing a warranty for capital outlay previously purchased with 

Title I, Part A funds.  When renewing, warranty MUST only cover months that are 

within the 2022-2023 school year    

(The school year ends in June.)

6299 A

15 Library books (campus library only) - requires prior approval 6669 A

Advertising

7 Awards for Participation 6399 A
Includes certificates, plaques, ribbons, and small trophies. (MAX PRICE PER UNIT: 

Certificates & Ribbons = $2 Plaques = $40 | Trophies = $35)

10a

Capital Outlay and 

Equipment 
2

6649 A

LESS THAN $500: Includes items that cost $499 or less per unit 

(e.g., cut-out makers, data projectors, fax machines, graphing calculators, laminators, 

poster makers, printers, scanners, and document or digital cameras) that require prior 

approval from TEA AND that are required by the district to be tagged. Includes 

shipping costs and ancillary charges for such items.

NOTE: "Commonly Used Budget Codes" document specifies the TEA threshold of 

$5,000 -- however, HISD's threshold is $500.

$500 OR MORE: Includes items that cost $500 or more per unit (e.g., electrical 

charging towers or interactive whiteboards) that require approval from TEA AND that 

are required by the district to be tagged. Includes shipping costs and ancillary charges 

for such items.

NOTE: "Commonly Used Budget Codes" document specifies the TEA threshold of 

$5,000 -- however, HISD's threshold is $500.

10b 6639 A
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

16 Car Allowance
Money received from an employer on a regular basis to lease 

and maintain a personal vehicle
_ U

17 Cell Phone Cell phone purchase/lease or monthly service costs _ U

18 Certification

Costs incurred in obtaining educator certification (including test prep course fees, 

registration fees for actual certification exam, and educator certification application 

fees) 

_ U

19      Uniforms _ U

23
College Textbooks

(dual credit only)

Hard copies  only

- No ebooks

- No rentals

- Reading, Math, ELA, or Science only

6329 A

24
Commencement and 

Convocation Costs
Any type of commencement and convocation costs _ U

25 Communication
Includes FAX service 

(not the FAX machine) and postage
6269 A

27

28 Fringe benefits 6100s A

29 Stipends 6119 A

30 Performance Pay, such as for ASPIRE _ U

31
Conferences / Meetings

Contract for HISD-approved facility/venue 6299 A

32
(Hosted by schools 

within the State of Texas)

Contract for Speaker 

(can include speaker's fee, travel, and lodging)
6291 A

33

In-State Transportation for participants: Includes mileage reimbursement with 

supporting documentation if using personal vehicle OR Gas reimbursement if using 

district pre-paid rental car.

6419 A

6100s

6100sHourly approved positions only and extra duty pay 

26 A

Compensation 

for Personnel Services
 4

Include salaries and wages, extra duty pay

A

6399 AClothing

20 6399 A

21

Non-uniforms 

(spirit/college/professional sport team shirts - such as polo-style shirts or band 

uniforms)

22 _ U

Uniforms for students coded as homeless in a Title I school

Uniforms for students coded as homeless in a non-Title I school 3
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

34
Conferences / Meetings 

(Staff Development)
Refer to TRAVEL cost item category

35
Construction 

(for hazard protection)

Construction required in response to a public health emergency 

(e.g., overhaul of HVAC systems, water fountains, infrastructure allowing for social 

distancing, etc.)

_ U

36 Decorations / Flowers Office and events _ U

37
Donations /Contributions to 

Others
Any kind of donations or distributions _ U

38 Door Prizes
Movie tickets, gift certificates, passes to amusement parks,

raffles, etc.
_ U

39 Dual-Credit Courses For students taking dual-credit courses _ U

40 Includes small electronics, such as flash drives, DVDs/CDs for data storage 6399 A

41
Includes Technology Related Equipment, such as electrical charging towers, 

projectors, and document cameras 
2 6649 A

42
Includes accessories for Technology Related Equipment sold individually, such as a 

case or a stand.
_ U

43
Includes electronic devices sold as a bundle, such as Smart board bundled with Smart 

board stand or a mobile cart with laptop
6639 A

45
Includes repair costs for  capital outlay previously purchased with Title I, Part A 

Schoolwide funds.
6249 A

46
Includes replacement  costs for  capital outlay previously purchased with Title I, Part A 

Schoolwide funds (requires prior approval from  Area Superintendent)

Same as when 

purchased
A

47
Includes cost of warranty at time of purchase with Title I, Part A funds; warranty can 

ONLY cover months in the 2022-2023 school year
6659 A

48

Includes the cost of renewing a warranty for electronic devices previously purchased 

with Title I, Part A funds. When renewing, warranty MUST only cover months that are 

within the 2022-2023 school  year

6299 A

49 Employee Service Awards Includes service pins _ U

50 Entertainment

Includes amusement, amusement parks, diversion, social activities, skating rinks, 

ceremonials, and associated costs 

(Reference Title I Pre-approved field lessons for exceptions.)

_ U

51
Field Lessons/

Trips 
6

Selected from pre-approved list (requires prior approval from External Funding)

*NOTE: Out-of-state field lessons for students are NOT ALLOWED.
6400 A*

44 _ U
Electronics

Entertainment Electronics, such as gaming consoles (X-boxes, Nintendo Wii)
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

52 Snacks for students participating in extended day programs or after-school tutorials _ U

53 Food for instructional purposes _ U

54
Refreshments during parent meetings/activities, including snacks for children 

receiving childcare while parents are participating in activities
_ U

55 Food necessary to conduct nutrition education programs for parents _ U

Light lunch for participants clustered in an all-day training _ U

57

58
Light lunch during "working lunch" (must be supported by program agenda showing no 

other time for lunch)
_ U

59 Refreshment for staff meetings/trainings _ U

60 Refreshments or meals at an awards banquet/function _ U

61 Fringe benefits Includes benefits for HISD employees such as TRS and workers compensation 6100s A

62 Furniture
Any kind of furniture [e.g., magazine stands, bookshelves, rugs, partitions (room 

dividers or plexiglass partitions), desks, tables, drying racks, etc.]
_ U

63 Fundraising Includes financial campaigns, solicitation of gifts, donations, contributions _ U

64 Gratuities or Tips Any kind of gratuities or tips _ U

65
Gifts or Items that 

Appear to be Gifts

Any gifts for students, parents, or staff - Includes gift cards or employee incentives 

(e.g., Teacher of the Year, Teacher of the Month)
_ U

66
Goods and Services for 

Personal Use
Any kind of goods and services for personal use _ U

67 Health Items Includes feminine products, Band-Aids, cotton balls, first aid kits (up to $1500) _ U

68 Homeless Supplies & materials, activities, transportation, clothing/uniforms 6300 A

69 Honorariums
A payment for a service (such as making a speech) on which custom or propriety 

forbids a price to be set
_ U

70 Hospitality Rooms Any type of hospitality rooms _ U

72 Instructional Rugs/Mats Any kind of instructional rugs/mats (including ABCs rugs/mats for PK/K) _ U

U

Food and Beverage

71 Any kind of housing and personal living expenses _

U_Reasonable meal costs for overnight student/staff/ participant retreats  

Housing and Personal Living 

Expenses

56
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

73 iTunes Cards For educational apps _ U

74 Leaf Blower Leaf blower, or other similar gardening tools _ U

75
Library books 

7

(permitted for ASY with prior TEA approval)
6669 A

76 Classroom library books 6329 A

77 Take home books 6329 A

78 Lighting Equipment Includes any apparatus used to provide illumination for practical or aesthetic purposes _ U

79 Of building space _ U

80
Of property and equipment, when budget has been approved by TEA (such as 

chillers, AC units, servers)
_ U

81 Warranties _ U

82
Materials and Supplies 

(Custodial)

For custodial / janitorial supplies such as toilet paper, cleaning supplies, soap, paper 

towels, etc.
_ U

83
General classroom materials directly relating to instruction, such as pens, paper, 

journals, ink cartridges
6399 A

84

For Fine Arts (Performing & Visual Arts): Includes items such as: musical instruments, 

paint, paper wristbands, tissue, yarn, looms, stage blood, Halloween mask kits, latex 

liquid, and model wax molds

_ U

85

For Physical Education: includes athletic equipment such as football equipment, nets, 

ball, sportswear, and bicycles, and water coolers or water systems (e.g., Ozarka, 

Sparkletts, etc.)

_ U

87 For Mathematics 6329 A

88 For Science (Reading) A

89 For Social Studies or A

90 For Civics and Government 6339 A

91 For Economics (Testing) A

92 For History A

93 For Geography A

94 For Foreign Languages A

Materials and Supplies 
8

(General)

For ELA/Reading. (Includes print material related to Fine Arts and Physical Education) 6329

Library Books

Maintenance (Structural 

Repairs)

A86

Materials and Supplies 
8 

(Reading and Testing)
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

95

For professional, business, or technical organizations related to grant program

(for the current academic school year only)

NOTE: Membership must be in the name of "HISD" or campus - never in the 

name of an individual.

6495 A

96 For civic, community, political activities, or social organizations _ U

97 For organizations substantially engaged in lobbying _ U

98 Memorabilia Any kind of memorabilia _ U

99 Mirrors For any purpose (ornamental, dance class, etc.) _ U

100 Musical Instruments For Fine Arts (Performing & Visual Arts) _ U

101 Nursing Supplies Any kind of nursing supplies (e.g., gauze, stethoscope, Band-Aids, etc.) _ U

102
Personal Protective 

Equipment (PPE)

Equipment or clothing worn to minimize exposure to hazards that cause serious 

workplace injuries and illnesses (e.g., gowns, coveralls, gloves, face masks or shields, 

safety glasses, respirators, etc.)

_ U

103 Personnel Refer to PERSONNEL section for all positions and corresponding object codes 6100s A

104
Professional and 

Consultant Services

Consulting services delivered by an independent contractor

(approved HISD vendors only)
6291 A

105 Promotional Items
Includes T-shirts, caps, tote bags,  keychains, yearbooks, school calendars and 

school merchandise
_ U

106a For continuing formula entitlement grant programs _ U

106b For competitive discretionary grants _ U

107 Publications / Printing Costs Includes distribution and mailing of publications 6299 A

108 Reference Materials
Items must relate to academic objectives of the grant program, 

such as encyclopedias and thesauruses
6329 A

109
Rental Costs of Buildings 

and Equipment

Facilities must be HISD-approved vendors; contact Procurement to obtain list of 

approved facilities
6299 A

110 Scanners Devices for scanning campus visitors or student badges for security purposes _ U

111
Security Guard/ 

Police officers
Protection and security of facilities, personnel, and students 6100 A

112a
In physical form such as CDs 

2 

(Requires prior approval from TEA) 
6649 A

112b Web-based and downloaded 6299 A

Software

Memberships

Proposal Costs/Preparing 

Grant Applications & 

Proposals
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

113 Social Activities Any kind of social activities _ U

114 Souvenirs Any kind of souvenirs _ U

115 Speakers
Electrical device used to make sound for presentations or classroom large group 

content-area teaching
6649 A

For business  professional  and technical periodicals (when related to grant program)  for 6495 A

116

   For business, professional, and technical periodicals (when 

   related to grant program) - for the current academic school year only

   NOTE: Subscription  must be in the name of "HISD" or campus - never in the

   name of an individual.

6495 A

117
Includes e-subscriptions (web-based software)

- for the current academic school year only
6299 A

118 Taxes Any kind of taxes _ U

119

120
Includes accessories for Technology Related Equipment sold individually, such as a 

case or a stand
_ U

Includes electronic devices sold as a bundle, such as a Smart board bundled with a 

Smart board stand or a mobile cart with laptop
6639 A

122

123
Includes repair costs for  capital outlay previously purchased with Title I, Part A 

Schoolwide funds.
6249 A

124
Includes replacement  costs for  capital outlay previously purchased with Title I, Part A 

Schoolwide funds (requires prior approval from  Area Superintendent)

Same as when 

purchased
A

125

Includes cost of warranty at time of purchasing electronic devices with Title I, Part A 

funds; warranty can ONLY cover months in the 2022-2023 school year 

(The school year ends in June.)

6659 A

126

Includes the cost of renewing a warranty for electronic devices previously purchased 

with Title I, Part A funds (when renewing, warranty MUST only cover months that are 

within the 2022-2023 school year, which ends in June).

6299 A

127
Test Administration/ 

Monitoring
Applies to ACT, PSAT, or SAT (whether virtual or face-to-face) _ U

128 Textbooks State-adopted textbooks _ U

129 Training and Education
Training for employee development (Professional Development - PD)

NOTE: All fees related to educator certification are unallowable expenditures.
6299 A

130 Translation Services
School notices and policies, parent notifications and parent-student conference 

translation services
6200 A

Includes electrical charging towers, projectors, and document cameras 
2

Entertainment Electronics, such as gaming consoles 

(e.g., X-boxes, Nintendo Wii), televisions, or Apple TV

6649 A

_ U

121

Technology Related 

Equipment (Electronics) - 

Permitted for ASY with prior 
TEA Approval

Subscriptions 
11
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# Cost Items Categories Clarifications/Examples Obj. Code ASY

131 During academic school year _ U

134 Metro Bus Cards 
1 6399 A

135 Mileage (per diem rate) 6411 A

136 Airfare (lowest price) 6411 A

137 Car Rental with HISD-approved vendor 6411 A

138 Lodging (per diem rate) 6411 A

139 Meals (per diem rate) 6411 A

140 Registration Fees 649901 A

141 Gratuity or tips _ U

142 Travel Costs for Mileage (per diem rate) 6411 A

143
Employees for Out-of- State 

Travel 
10 Airfare (lowest price) 6411 A

144
(Permitted for ASY with 

prior TEA approval)
Car Rental with HISD-approved vendor 6411 A

145 Lodging (per diem rate) 6411 A

146 Meals (per diem rate) 6411 A

147 Registration Fees 649901 A

148 Gratuity or tips _ U

149
Tuition and Fees 

for Students

Any tuition and fees for students
_ U

150
Tuition and Fees 

for Teachers
 12 Selected programs for specific content areas only 6221 A

151 Tuition Remission Any tuition remission _ U

152 For grant activities conducted before or after school _ U

153 For grant activities conducted during the weekends _ U

154 For grant activities conducted during the summer _ U

Transportation for Students

For Saturday tutorials during academic school year
6494 or

6269

For after-school tutorials during academic school year A
6494 or

6269

Travel Costs for Employees 

for In- State Travel

132

Utilities

133 A
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Title I, Part A: Allowable/Unallowable Expenses

# Cost Items Categories Clarifications/Examples Obj. Code ASY

155
Video or  Telephone 

Conferencing System

Any telephone or video conferencing technology that allows two or more 

people to talk to each other at the same time
_ U

156 For maintenance (structural repairs) _ U

157

Includes cost of warranty at time of purchasing capital outlay with Title I, Part A 

funds; warranty can ONLY cover months within the 2022-2023 school year

(The school year ends in June.)

6659 A

158

Includes the cost of renewing a warranty for capital outlay purchased with 

Title I, Part A funds; when renewing, warranty MUST only cover months that are 

within that school year

(The school year ends in June.)

6299 A

159 For capital outlay NOT purchased with Title I funds _ U

160 Walkie-Talkies Any portable two-way radio for receiving and sending messages _ U

Warranties
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Please contact your School Grants Administrator for further assistance. 

FOOTNOTES - General 

Where Forms are Referenced: 

Forms to submit can be found at: www.HoustonISD.org/ExternalFunding > Employee Content 

1  (Bus Cards): Requires the HISD Bus Card/Bus Pass Application to be completed and submitted. 

2  Per TEA guidance, all capital outlay, regardless of the dollar amount, requires specific TEA approval 

through ASY - ESSA Consolidated Grant Application. Also, specific forms are required: 

(Title I, Part A Capital Outlay List Form & Use of Funds Questions Form) 

3  Uniforms for students coded as homeless in a non-Title I school are an ALLOWABLE expense. 

Non-Title I schools use their funds for homeless services or contact the Homeless Education Office to 

purchase uniforms for homeless students. 

4  Compensation for Personnel: Requires that costs are reasonable and charges are supported with 

proper documentation. (Refer to PERSONNEL section for specifics.) 

5  Contracted Services: Fund codes for the 2022-2023 school year can ONLY cover the contractual cost 

obligations for services provided during months in the 2022-2023 school year. 

6  Field Lessons/Trips: HISD allows field lessons only if selected from a pre-approved list and the campus 

must have prior approval from the Department of External Funding. Specific forms are required. 

7  All Library Book purchases require prior TEA approval and must be requested through the ESSA 

application. 

- ASY - ESSA Consolidated Grant Application

8  Materials and supplies that serve instructional purposes MUST be supplemental resources for 

academic core subjects. 

10 As of June 8, 2015, Out-of-State Travel must be approved by TEA prior to the trip. Campuses must 

request out-of-state travel using the Out-of-State Travel form. 

NOTE: Paying for in-state and out-of-state travel for an employee on a non-Title I campus is not 

allowed. 

11 Subscription/warranty duration and cost must ONLY cover the months within the 2022-2023 school 

year. (The school year ends in June.) 

The cost of renewing a subscription (that was purchased with Title I, Part A funds) MUST only cover 

the months that are within that school year. 

12 District sets aside funds that can be utilized--instead of campus funds--for teachers needing to 

become state certified. 
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Allowable/Unallowable ‐ PERSONNEL

# Employment status Personnel Position Obj. Code ASY

1 Counselor 6119 A

2 Coach, Literacy _ U

3 Coach, Graduation 6119 A

4 Coach, Play-It-Smart Academic _ U

5 Coordinator _ U

6 Instructional Specialist 6119 A

7 Librarian _ U

8 Nurse _ U

9 Parent Engagement Rep 6119 A

10
Licensed Specialist in School Psychology 

(LSSP)
6119 A

11 Teacher Assistant _ U

12 Teacher Assistant – Pre-K Centers Only 6129 A

13 Teacher, AVID 6119 A

Teacher, Class-Size Reduction 3

- All elementary grade levels

 General, Bilingual, ESL

- All secondary grade levels

 All core content areas

15 Teacher, Coach 6119 A

Teacher, Intervention all grade levels 4

 Cannot be teacher of record

 General, Math, Reading, Science

17 Teacher, Lead _ U

18 Teacher, multi-grade _ U

19 Teacher Development Specialist 6119 A

20 Teacher, Specialist 6119 A

21 Social Worker 6119 A

22 Clerk 6121 A

23 Custodian 6121 A

24 Nurse _ U

25 Police/Security Guard 6119 A

26 Teacher 4 6119 A

27 Lecturer _ U

28 Tutor 6119 A

29

Substitute covering for the absence of a teacher, 

whose approved position is being paid by Title I, Part 

A funds

6112 A

30

Substitute covering for the absence of a teacher, 

whose approved position is NOT being paid by Title I, 

Part A funds

_ U

31
Substitute covering for a Core Subject Area Teacher 

attending a Professional Developmt
6112 A

Continued on next page….

EXTRA DUTY PAY / PERSONNEL 

OVERTIME / SUBSTITUTES

16 6119 A

FULL TIME PERSONNEL EMPLOYED 

14 6119 A
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Allowable/Unallowable ‐ PERSONNEL

# Employment status Personnel Position Obj. Code ASY

32 Clerk 6121 A

33 Counselor  6119 A

34 Counselor, Title I  6119 A

35 Custodian 6129 A

36 Lecturer _ U

37 Librarian _ U

38 Nurse  _ U

39 Parent Engagement Rep 6119 A

40 Police/Security Guard 6119 A

41 Social Worker  6119 A

42 Teacher, Developmental Specialist 6119 A

43 Teacher, Instructional Specialist 6119 A

44

Teacher, Intervention |  all grade levels

√ Cannot be teacher of record

√ General, Math, Reading, Science

6119 A

45    Teacher Assistant – Pre-K Centers  Only 6121 A

46 Tutor - academic, associate, etc. 6129 A

47
Hourly Supplemental Tutor - 

senior academic only
6129 A

48
Hourly Title I Tutor - 

senior academic only
6129 A

HOURLY PERSONNEL
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Please contact your School Grants Administrator for further assistance. 

FOOTNOTES - Personnel 

Where Forms are Referenced: 

Forms to submit can be found on the External Funding SharePoint site. 

3 Title I, Part A schools may hire a class-size reduction teacher to meet the district’s recommended 

standards if the school is above the pupil-teacher ratio. 

Grades K – 4 - 22:1; Grade 5 - 26:1; Grades 6 – 8- 28:1 or 168 students; Grades 9–12 = 30:1 or class load 

of 180 students. 

4 Intervention teachers cannot be primary teacher of record for Title I purposes. 

5 Check with the Human Resources Department for position approval. 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 155

https://houstonisd.sharepoint.com/sites/DEPTS/EF/SitePages/Home.aspx


SEMI-ANNUAL CERTIFICATIONS  

Purpose 

Semi-Annual Certification is required every six months for all HISD personnel whose compensation is paid 

with state or federal grant program funds (Special Revenue SR1). This includes salaried positions, extra 

duty pay, hourly pay, stipends, and extended year pay funded out of grant program funds (SR1).  

Certifications must be completed ‘after the fact’ (i.e., after the work has taken place).  

 

Principals and department managers who have HISD employees compensated out of their state or federal 

programs budget will be required to certify these employees via the Semi-Annual Certification Form. 

PERSONNEL 

LOOK 

Dissemination via Academic Service Memos  

External Funding publishes Academic Service Memos as notification that Semi-Annual Certifications are  

coming due. Principals and department managers who have employees compensated out of state or federal 

grant program fund codes - Special Revenue (SR1) - will certify the Semi-Annual Certification Form in 

OneSource—see procedures on the next page. 

REMEMBER: 
Allowable Title I positions must be 100 percent paid with Title I funds.  
Split-funded Title I positions are not permitted. 
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PERSONNEL 

Semi-Annual Certifications, continued  

Certifying the Semi-Annual Certification Form 

The principal or department manager that certifies this form must be the immediate supervisor of the  

employee(s), with firsthand knowledge of the employee’s time spent.  Principals and supervisors that have 

HISD employees compensated out of their campus or department’s federal programs budget will be required 

to certify these employees via the Semi-Annual Certification Form.  

Step Description 

1 Log in to OneSource. 

2 Click on the following: 

a) Manager Self-Service tab. 

b) Processes  

c) Semi-Annual Fund Certification 

RESULT: System displays the Semi-Annual Certification Form for your campus. 

3 In the top left corner of the screen, click Check  and then click Send. 

RESULT: This certifies and submits the Semi-Annual Certification Form. 

Next Steps: You will receive an email confirming that the submitted form has 

been certified and submitted.  No further action is required. 

Step Description 

1 Log in to OneSource. 

2 Click on the following: 

a) Manager Self-Service tab. 

b) Processes  

c) Semi-Annual Certification Report 

RESULT: System displays a screen with several fields to complete. 

3 Enter the following data in appropriate fields: 

• Report year 

• Report period 

• Manager ID number. 

Then click Execute. 

4 Click Open to display and print the Semi-Annual Certification Form. 

Next Steps:  

Principals must maintain a copy of the Semi-Annual Certification Form with 

their state or federal grant program funds documentation   

(Titles I, II, III, IV, Special Ed., etc.) 

Procedure: 

Certifying 

the Semi-

Annual  

Certification 

Form 

Procedure: 

Printing the 

Semi-

Annual  

Certification 

Form 
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PERSONNEL 

If you have questions regarding the certification process, please contact your External Funding Grants 

Administrator — see chart below. 

Grant Grant Administrator Email Address Phone Number 

Title I, Part A Shirlene Haynes shaynes@houstonisd.org 713-556-6938

Title II, Part A Magda Galindo mgalind2@houstonisd.org 713-556-6942

Title III, Part A Sonya Monreal sonya.monreal@houstonisd.org 713-556-6961

Title IV, Part A Benjamin Jules Benjamin.Jules@houstonisd.org 713-556-7039

Elementary Campuses 
(Title I) 

Shirlene Haynes SHAYNES@houstonisd.org 713-556-6938

Elementary and Middle 
School Campuses  

(Title I) 
Karen Aubrey KAUBREY@houstonisd.org 713-556-6929

High School 
Campuses  

(Title I) 
Quiandine Jarrett QJARRETT@houstonisd.org 713-556-6935

Semi-Annual Certifications, continued  
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PERSONNEL 

JOB DESCRIPTIONS  

The Texas Education Agency (TEA) has mandated that all personnel whose compensation is paid with federal 

funds must maintain a signed and dated copy of their job description on file. The External Funding  

Department must maintain job descriptions of all personnel compensated with Title I, Part A, Title II, Part A, 

or Title IV, Part A program funds. 

Principals and Department Managers: Accessing the Campus  

Authorization Position Report 

To obtain a report of all employees compensated out of Title I, Part A, Title II, Part A, or Title  IV, Part A program 

funds, you will need to access the Authorized Position Report in OneSource. 

Employees: Accessing the Job Description Form 

Follow the steps below to access job descriptions: 

Step Description 

1 From the HISD Employee Portal, click Department Sites. 

Then select External Funding  from the resulting list. 

2 Click on the Compliance Documents & Forms icon. 

3 On the resulting screen, click on Title I, II and IV Part A Job  

Descriptions icon. 

4 Complete the eForm (see sample on the next page) and then  

print a copy of the completed form BEFORE submitting it. 

Retain the printed copy for your records. 

5 NEXT STEPS: 

• Once the principal/supervisor receives the job descrip-

tion from the employee via email, they review for  

accuracy, approve and submit the job description. The 

job description should be printed before submitting. 

• Principals will maintain a copy of the job description on 

their campus with their Title I, Part A documentation. 

• Supervisors will maintain a copy of the job description in 

their department. 
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PERSONNEL 

Job Descriptions, continued  

Job Description eForm (completed sample) 
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PERSONNEL 

List of Allowable/Unallowable Title I Positions—Page 1 

Below is a list of allowable and unallowable Title I positions, with corresponding job codes. 

ALLOWABLE/UNALLOWABLE TITLE I POSITIONS  

FOR THE 2022-2023 ACADEMIC SCHOOL YEAR, continued 
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PERSONNEL 

List of Allowable/Unallowable Title I Positions—Page 2 

ALLOWABLE/UNALLOWABLE TITLE I POSITIONS  

FOR THE 2022-2023 ACADEMIC SCHOOL YEAR, continued 
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PERSONNEL 

Opening and Closing Positions 

For instructions on how to open or close a vacant position see Process OPM Position Form through 

OneSource . 

 

It is permissible to request positions, but the best practice is avoid opening a position until there is a candidate 

to fill that position. Review your budget regularly to ensure that you are not maintaining vacant positions!  

ALLOWABLE/UNALLOWABLE TITLE I POSITIONS  

FOR THE 2022-2023 ACADEMIC SCHOOL YEAR, continued 
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OVERVIEW  

Allowable Expenditures: Criteria 

An allowable expenditure must meet one of the following requirements: 

• Helps parents and family members support their child in improving academically 

• Helps parents and family members improve their literacy skills 

• Helps parents and family members improve their parenting skills 

PARENT & FAMILY 

ENGAGEMENT 

The goal of Title I, Part A’s Parent and Family Engagement (PFE) provisions under ESSA is to actively 

involve parents of participating children in decisions relating to how Title I, Part A Program funds are 

used on the campus. Additionally, Title I, Part A should coordinate services with Title I, Part C 

(migrant), Title III, Part A (EL), IDEA, Head Start, and other pre-school and parent programs.   

 

The Title I, Part A Parent and Family Engagement funds are to be used as a reasonable expense to 

enable parents and families of participating children in a Title I program to participate in school-

related meetings and/or training sessions that will help increase student academic achievement. Use 

of funds should also be linked to the School Improvement Plan and the Campus Needs Assessment.   
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PARENT & FAMILY ENGAGEMENT 

Ideas for Allowable Activities 

School districts must reach out to parents and family members and must implement programs, activities, 

and procedures for involving parents and families in Title I-funded activities. 

 

Parent and family engagement funds may be used for: 

• training school staff in engagement strategies, 

• programs that involve families at home, in the community, and at school, 

• disseminating information on best practices as to engagement (especially those focused on 
economically disadvantaged families), 

• collaboration with community-based organizations or businesses involved in improving family 
engagement, or 

Overview, continued  

Other Allowable Parent and Family Engagement Expenditures: 

• Literacy training 

• Technology training 

• Registration fees for parents to attend workshops 

• School brochures highlighting Title I parents 

• Reading materials 

• GED Classes 

• ESL or Spanish Classes 

• Supplies for a parent resource center 

Additionally, funds may be used to: 

• pay reasonable and necessary costs associated with engagement activities, including 
transportation (to allow parents to participate), 

• train parents to engage other parents in their children’s Title I-funded activities; 

• implement model approaches to improving parent and family engagement; or 

• develop roles for community-based organizations and businesses in activities. 
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PARENT & FAMILY ENGAGEMENT 

PARENT AND FAMILY ENGAGEMENT POLICY  

Districts and schools are responsible for communicating with parents and families, and for  

implementing parent and family engagement-related programs and activities. In order to do this, 

districts and schools must work with parents and families to develop a written parent and family 

engagement policy. It is important that such policies include input from parents and families.  

After being formulated, policies must be: 

• distributed to students’ families in a language they understand,  and

• updated periodically to reflect changing circumstances.

Required Components of PFE Policies

The Title I District Parent and Family Engagement Policy must describe how the district will: 

• involve parents and family members in developing the district plan;

• support schools in implementing effective parent and family engagement activities; and

• evaluate the policy’s effectiveness in improving the academic quality of Title I schools.

This includes:

 identifying barriers to better participation by families and using the findings to improve
strategies; and

 possibly establishing an advisory board to develop, revise, and review the parent and
family engagement policy.

See page 184 for a sample district  policy . 

The Title I Schools Parent and Family Engagement Policy must describe how the school will: 

• convene an annual meeting, at a convenient time to which all parents of low-income students

are invited and encouraged to attend, to inform them that their school receives Title I funds,

that these funds come with requirements, and that parents have a right to be involved,

• offer a flexible number of engagement meetings at convenient times for families,

• provide parents and families with:

 help in understanding things such as state academic standards, state and local academ-

ic assessments, the Title I, Part A program, and how to monitor a child’s progress and

work with educators;

 if requested, opportunities for regular meetings to participate in decisions relating to

the education of their child.

Continued on next page... 
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PARENT & FAMILY ENGAGEMENT 

Parent and Family Engagement Policy, continued  

Required Components (School Policy), continued... 

• Provide opportunities for the informed participation of ALL family members and the community by:

 making available materials and training to help parents improve their child’s achievement;

 educating school personnel as to parent/family outreach strategies;

 integrating engagement strategies with other federal/state programs (including pre-school);

 sending information to parents/families about programs, meetings, and other activities in a

format and language they can understand (including migrant families); and

 providing other reasonable support for engagement activities.

• Develop a School-Parent Compact.

See pages 187 and 191 for sample school policies. 

School-Parent Compact 

Contents of School-Parent Compact 

One aspect of the Title I Schools Parent and Family Engagement Policy is the School-Parent  Compact 
(see sample on pages 179).  

Like the rest of the policy, the Compact is developed jointly with parents of low-income students and 
does the following:  

• Outlines how families, school, staff, and students will share the responsibility for improved student
academic achievement and develop a partnership to help students achieve state standards

• Describes the school’s responsibility to provide high-quality curriculum and instruction in a
supportive and effective learning environment that enables students to meet academic achievement
standards

Continued on next page... 
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PARENT & FAMILY ENGAGEMENT 

School-Parent Compact (Contents), continued... 

• Describes the parent’s responsibility for supporting learning (including volunteering 

in their child’s classroom) and participating in decisions relating to the education of 

their children; and  

• Addresses the importance of communication between families and staff through:  

 at least one annual parent-teacher conference during which the compact will 

be discussed insofar as it relates to the individual child’s achievement 

(applicable to elementary schools);  

 frequent reports to parents on their children’s progress; and  

 opportunities to volunteer in or observe their child’s class.  

    The Compact DOES NOT need to be signed and returned. 

    The Compact DOES need to be posted to the campus website.  
LOOK 

Parent and Family Engagement Policy, continued  
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PARENT & FAMILY ENGAGEMENT 

TITLE I PARENT MEETINGS (MANDATORY)  

Annual Meeting 

An Annual Title I Meeting should be convened by September 30, 2022 (or the first Open House and/
or Annual Title I meeting) to inform parents and family members of their school’s participation in 
Title I and to explain the requirements and parents’ rights to be involved.  

• The meeting should be hosted at a convenient time for the parents/families.  

• Appropriate translations should be available for parents/families.  

• This meeting should advise parents/families that the school is a Title I, Part A Schoolwide cam-
pus, along with explanations of the meaning and requirements of this program.  

• This meeting should inform parents/families of their “Right to be Involved.”  

Additional  Meetings 

Also, a flexible number of meetings must be offered throughout the school year. The District requires at 
least four meetings a year.  Each meeting must be offered twice to accommodate parents (for a total of 
eight meetings). 

• Title I Parent Meeting – Fall annual meeting (September 2022 )  

• Title I Parent Meeting – December 2022 

• Title I Parent Meeting – February 2023  

• Title I Parent Meeting – Spring annual meeting (April 2023)  
 

Be sure to communicate with your Title I School Grants Administrator as to the scheduled dates of your 
meetings. (See Parent Meeting Information form on the next page.)  

Make the Meetings Convenient 

Ensure that parent meetings are offered at a variety of times (morning and evening times).  

LOOK 

Meeting Resources 

Campuses may access presentation templates, sign in sheets and agenda templates in the External 

Funding Titles I, II & lV Department. Please visit External Funding’s Parent and Family Engagement 

SharePoint page.  (See samples beginning on the next page.) 

TIP: Try running an identical meeting during the morning and evening times as a way 

to reach out to ALL parents. 

DON’T FORGET!  Title I, Part A funds may be used to pay reasonable and necessary 

costs of parents’/families’ transportation to Title I Parent Meetings. 
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PARENT & FAMILY ENGAGEMENT 

Title I Parent Meetings (Mandatory), continued  

Parent Meeting Information Form 

This is an online form on External Funding’s Compliance Documents and Forms Page. 

Please complete and submit the form by September 23, 2022. 
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PARENT & FAMILY ENGAGEMENT 

Title I Parent Meeting Minutes— Fall (Form) 

(Found on External Funding’s Parent and Family Engagement SharePoint page.) 

 

Title I Parent Meetings (Mandatory), continued  
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PARENT & FAMILY ENGAGEMENT 

Title I Parent Meeting Minutes— Spring (Form) 

(Found on External Funding’s Parent and Family Engagement SharePoint page.) 

 

Title I Parent Meetings (Mandatory), continued  
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PARENT & FAMILY ENGAGEMENT 

Title I Parent Meeting— Sample Agenda 

(Found on External Funding’s Parent and Family Engagement SharePoint page.) 

Title I Parent Meetings (Mandatory), continued  
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PARENT & FAMILY ENGAGEMENT 

DOCUMENTATION AND NOTIFICATIONS  

ALL notifications and information to parents and family members must be disseminated and post-

ed on the campus website by applicable notification deadlines (see chart below).    

Notifications must be in an understandable and uniform format and available in a language that 

they can understand. The External Funding Titles I, II & IV Department provides instruction and 

letter templates via: 

• HISD Academic Services Memos, and 

• monthly newsletters 

The documents listed below are located on the  External Funding  Parent and Family Engagement 

SharePoint page. 

2022—2023 Notification Timetable 

Date Event 

September 30, 2022 Title I, Part A Program Status 

September 30, 2022 Teacher and Paraprofessional Qualifications 

September 30, 2022 School-Parent Compact 

September 30, 2022 
School Parent and Family Engagement Policy  

(Sample Template) 

September 30, 2022 
Campus Title I, Part A Written Parent and Family  

Engagement Policy Checklist 

December 16, 2022 Description and Explanation of Curriculum 

December 16, 2022 Description and Explanation of Assessments 

February 2023 Promotion Standards (Provided to Campuses by HISD) 

February 2023 Federal School Report Card 

April 2023 
Annual Evaluation of the Title I, Part A Parent and Family  

Engagement Program 
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PARENT & FAMILY ENGAGEMENT 

Title I, Part A Status Notification 

The annual Title I notification informs parents of participating children at a Title I campus that they have a 

right to be involved in their child’s education. 

This notification does the following: 

• It describes how the campus uses Title I, Part A funds. 

• It identifies the Title I contact or other designee who can assist with parents’ concerns. 

Documentation and Notifications, continued  
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PARENT & FAMILY ENGAGEMENT 

Title I, Part A Teacher and Paraprofessional Qualifications  

This notification advises parents that they have the right to request information regarding the professional 

qualifications of the student’s classroom teachers and paraprofessionals. 

Documentation and Notifications, continued  
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PARENT & FAMILY ENGAGEMENT 

Title I, Part A Notification to Parents – Teacher Certification 

Use this notification to advise parents that their child is being taught by a teacher who does not currently hold 

an appropriate state teaching certificate in the area in which the teacher has been assigned. 

Documentation and Notifications, continued  
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PARENT & FAMILY ENGAGEMENT 

How to Obtain Teacher/Paraprofessional Qualifications (Flowchart) 

Documentation and Notifications, continued  
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PARENT & FAMILY ENGAGEMENT 

School-Parent  Compact (Sample) - Page 1 

Documentation and Notifications, continued  
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School-Parent  Compact (Sample) - Page 2 

Documentation and Notifications, continued  
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School-Parent  Compact (Sample) - Page 3 

Documentation and Notifications, continued  
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School-Parent  Compact (Sample) - Page 4 

Documentation and Notifications, continued  
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Parent and Family Engagement Policy Templates 

Documentation and Notifications, continued  

Each school must develop, jointly with parents and family members of children participating in Title I, Part A 

services, a written school Parent and Family Engagement Policy that describes how the school will implement 

the parent and family engagement requirements per SEC. 1116. [20 U.S.C. 6318] PARENT AND FAMILY  

ENGAGEMENT. See a sample policy on the following pages.  
 

A separate version of the Parent and Family Engagement Policy is also developed at the district level.  

The campus policy must be updated every 2-3 years to meet the changing needs of parents/families and the 

school. Additionally, you must: 

• Post the Parent and Family Engagement Policy to the campus website  

(both district and campus versions). 

• Notify parents about the Parent and Family Engagement Policy  

(provide both the district and the campus versions). 

Continued on next 
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Parent and Family Engagement District Policy Template - Page 1 

Documentation and Notifications, continued  
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Parent and Family Engagement District Policy Template - Page 2 

Documentation and Notifications, continued  
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Parent and Family Engagement District Policy Template - Page 3 

Documentation and Notifications, continued  
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Parent and Family Engagement School Policy Template, Page 1 

Documentation and Notifications, continued  
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Parent and Family Engagement School Policy Template, Page 2 

Documentation and Notifications, continued  
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Parent and Family Engagement School Policy Template, Page 3 

Documentation and Notifications, continued  
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Parent and Family Engagement School Policy Template, Page 4 

Documentation and Notifications, continued  
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Parent and Family Engagement School Policy Template  – Another Sample :  

Elementary School - Page 1 

Documentation and Notifications, continued  

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 191



PARENT & FAMILY ENGAGEMENT 

Parent and Family Engagement School Policy Template  – Another Sample :  

Elementary School - Page 2 

Documentation and Notifications, continued  
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Campus Title I, Part A Written Parent/Family Engagement Policy Checklist - page 1 

(Found on External Funding’s Parent and Family Engagement SharePoint page.) 

MANDATED CHECKLISTS  
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PARENT & FAMILY ENGAGEMENT 

Campus Title I, Part A Written Parent/Family Engagement Policy Checklist - page 2 

Mandated Checklists, continued  
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Campus Title I, Part A Written Parent/Family Engagement Policy Checklist - 
page 3 

Mandated Checklists, continued  
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Mandated Parent Notification Checklist 

This is an online form on External Funding’s Compliance Documents and Forms Page. 

Mandated Checklists, continued  
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PARENT & FAMILY ENGAGEMENT 

EXPLANATIONS OF CURRICULUM, ASSESSMENTS,  

AND PROMOTION STANDARDS 

Each school must provide to parents an explanation and description of: 

• the curriculum used at the local campus 

• the assessments used at the local campus 

• HISD’s promotion standards 

Title I, Part A Parent/Family Explanation and Description of Curriculum 
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Explanations of Curriculum, Assessments,   

and Promotion Standards, continued  

The Explanation and Description of Assessments Parent Notification letter will be updated in August 2022 to 

reflect current guidance from TEA. (You may use the 2021-22 version as a reference.)  Do not disseminate the 

Assessments Notification Letter until the 2022-23 version has been posted to the External Funding website. 

Title I, Part A Parent/Family  Explanation and Description of Assessments - page 1 
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PARENT & FAMILY ENGAGEMENT 

Explanations of Curriculum, Assessments,   

and Promotion Standards, continued  

Title I, Part A Parent/Family  Explanation and Description of Assessments - page 2 
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PARENT & FAMILY ENGAGEMENT 

Explanations of Curriculum, Assessments,   

and Promotion Standards, continued  

Explanation of HISD Promotion Standards 

Each school must provide to parents an explanation and description of HISD’s promotion  

standards. 

Click here to view HISD promotion standards for the current school year. 
(Best if viewed in Chrome.) 
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PARENT & FAMILY ENGAGEMENT 

MONITORING AND EVALUATION  

Federal Report Card 

Federal law requires each LEA that receives Title I, Part A funds to prepare and distribute an annual 
report card which includes information about a wide variety of: 

• student and school performance metrics, 

• accountability, 

• per-pupil expenditures, 

• educator qualifications, and 

• any other information that the LEA deems relevant. 

LEA report cards must be concise,  

presented in an understandable and uni-

form format, and accessible to the public. 

Beginning with information from the 2019

-2020 school year, report cards must be 

posted annually on the campus website  

Print a copy of the Federal Report Card 

and make it available in the front office. 

Notify parents about the Federal Report 

Card and its information regarding student 

academic achievement, school improve-

ment status, and teacher quality. 

Parent Notification—Federal 

Report Card– page 1 
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PARENT & FAMILY ENGAGEMENT 

Monitoring and Evaluation, continued  

Parent Notification—Federal Report Card– page 2 
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Monitoring and Evaluation, continued  

Parent Notification—Federal Report Card– page 3 

Annual Evaluation of Title I, Part A Parent and Family Engagement Program 

According to SEC. 1116. [20 U.S.C. 6318], school districts are required to conduct an annual survey to evaluate 

parent/family engagement efforts related to Title I funding. The purpose of this survey is to obtain parents’ and 

guardians’ perceptions about how well schools are involving them in educational activities related to their  

children. The Title I, Part A Parent and Family Engagement Survey will be disseminated in spring 2023. 
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THE FAMILY AND COMMUNITY ENGAGEMENT 

DEPARTMENT (FACE)  

Department Mission 

The Houston Independent School District values parents as partners in preparing our students to succeed in 

college, career, and beyond. The Family and Community Engagement (FACE) Department is dedicated to 

building intentional partnerships to advance student achievement by promoting a welcoming environment, 

honoring families, and linking activities to learning. FACE is dedicated to advancing student achievement by 

building parent and community engagement.  We invite you to partner with us in building a strong program 

to support student achievement in your community. Call us at 713-556-7290 (or email at 

FACE@HoustonISD.org) 

 

Our Focus: Promote, sustain, and support partnerships among schools, families, and community members 

via FACE’s programs such as Family Friendly Schools, Parent University, parent workshop sessions, and oth-

er resources. This will build positive partnerships while giving families a voice to become advocates for their 

children’s education. 

Parent and School Programs 

The Family and Community Engagement (FACE) Department offers many services to help Title I 

Contacts plan and build their school’s parent empowerment programs in accordance with the Every 

Student Succeeds Act of 2015 (ESSA). 

Family-Friendly Schools Certification 

The Family-Friendly Schools Certification program helps schools improve relationships with their 

families and communities. Through analysis of the school environment, faculty and staff  

trainings, and consultation and coaching on family and community empowerment, schools earn  

certification as a family-friendly school. For more information, visit the FACE website. 

 

Parent University 

Parent University supports parents and families in the education of their children,  

providing an introduction to district programs, community resources, and parent-engagement strate-

gies. Sessions are held at geographically dispersed locations on the same evening throughout the 

school year, with dinner, resource fair, childcare, and translation services included. 

 

Family Workshops 

FACE offers a series of workshops for families and school-based staff to help them with research-

based strategies to support learning at home, as well as other topics to foster healthy community 

and family interaction. Visit HoustonISD.org/FACEPD for a list of professional development sessions 

and/or contact a specialist to present to your staff and/or parents. 

NOTE:  Visit  https://www.houstonisd.org/Page/96233 to find your FACE specialist. 
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PARENT & FAMILY ENGAGEMENT 

The Family and Community Engagement Department 

(FACE), continued  

Parent Organizations Consultation 

FACE will meet with interested parent leaders and administrators and help explain the resources contained 

in the Parent Organization Toolkit, which contains guidelines for families to build a PTA or PTO at their 

school: https://www.houstonisd.org/Page/122249  

Family Event Consultation 

The Family and Community Engagement (FACE) Department offers many services to help Title I 

Contacts plan and build their school’s parent empowerment programs in accordance with the Every 

Student Succeeds Act of 2015 (ESSA). 

Consultations  

Other Resources 

Resource Description 

Community Resource 

Guide 

Find local community organizations that provide services to 

schools,  families, and communities: 

https://www.houstonisd.org/communityresource 

Parent Organization 

Toolkit 

Follow six steps to develop an effective parent organization 

at your school (information in English and Spanish): 

https://www.houstonisd.org/Page/122249  

Community Meeting 

Toolkit 

Download a checklist and all the signage you need to host a 

family-friendly community meeting:  

https://www.houstonisd.org/domain/8339 

Back to School 

Toolkit 

Use the Back to School Toolkit to plan your parent  

empowerment program after summer break:  

https://www.houstonisd.org/domain/8339 

Twitter Follow us at twitter.com/@HISDFACE 
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PARENT & FAMILY ENGAGEMENT 

The Family and Community Engagement Department 

(FACE), continued  

There are many reasons to invest in Family and Community Engagement: 

• School partnerships with families and higher student achievement are closely linked. Years of 

research tells us that students whose families are involved in their learning earn better grades 

and are more likely to graduate from high school and go to college. 

• Partnerships help build support for public schools. 

• Schools that embrace their families and communities enjoy respect, trust, and better reputations 

in the community, higher teacher morale and ratings, and success at implementing reform  

initiatives. 

• Families can help students overcome challenges. 

• Collaboration with the community helps schools identify challenges, discuss approaches, and de-

sign and implement real and sustainable solutions. 

Why Invest in Family and Community Engagement? 

• Teachers benefit from partnerships. Educators can learn a great deal from parents: knowledge and 

perspective about their children, families’ cultures and values, and the strengths and  

challenges in their communities. 

• It’s required by law. The Every Student Succeeds Act (ESSA) Title I,  Section 1010 requires that every 

school receiving Title I funds: 

 conducts outreach to all parents and family members, 

 has a written parent and family engagement policy, 

 ensures that strong plans are in place to effectively implement programs to involve parent and 

family members, and 

 conducts an annual evaluation of the content and effectiveness of the parent and family  

engagement policy in improving the academic quality of all schools (including identifying barriers 

to greater participation by parents and family members). 
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EVERY STUDENT SUCCEEDS ACT  (ESSA)  

SEC. 1116. [20 U.S.C. 6318] PARENT AND FAMILY ENGAGEMENT 
 

(a) LOCAL EDUCATIONAL AGENCY POLICY 
 

(1) IN GENERAL – A local educational agency may receive funds under t his part only if such agency conducts 

outreach to all parents and family members and implements programs, activities, and procedures for the  

involvement of parents and family members in programs assisted under this part consistent with this section. 

Such programs, activities, and procedures shall be planned and implemented with meaningful consultation with 

parents of participating children. 
 

(2) WRITTEN POLICY – Each local educational agency that receives funds under this part shall  

develop jointly with, agree on with, and distribute to, parents and family members of participating children a 

written parent and family engagement policy. The policy shall be incorporated into the local educational  

agency’s plan developed under section 1112, establish the agency’s expectations and objectives for meaningful 

parent and family involvement, and describe how the agency will — 

(A) involve parents and family members in jointly developing the local educational agency plan under 

section 1112, and the development of support and improvement plans under paragraphs (1) and (2) 

of section 1111(d). 

(B) provide the coordination, technical assistance, and other support necessary to assist and build the 

capacity of all participating schools within the local educational agency in planning and implementing 

effective parent and family involvement activities to improve student academic achievement and 

school performance, which may include meaningful consultation with employers, business leaders, 

and philanthropic organizations, or individuals with expertise in effectively engaging parents and  

family members in education; 

(C) coordinate and integrate parent and family engagement strategies under this part with parent and 

family engagement strategies, to the extent feasible and appropriate, with other relevant Federal, 

State, and local laws and programs; 

(D) conduct, with the meaningful involvement of parents and family members, an annual evaluation 

of the content and effectiveness of the parent and family engagement policy in improving the  

academic quality of all schools served under this part, including identifying— 

(i) barriers to greater participation by parents in activities authorized by this section (with  

particular attention to parents who are economically disadvantaged, are disabled, have limited 

English proficiency, have limited literacy, or are of any racial or ethnic minority background); 

(ii) the needs of parents and family members to assist with the learning of their children,  

including engaging with school personnel and teachers; and 

(iii) strategies to support successful school and family interactions; 

Continued on next page... 
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Every Student Succeeds Act (ESSA), continued  

(E) use the findings of such evaluation in subparagraph (D) to design evidence-based strategies for 

more effective parental involvement, and to revise, if necessary, the parent and family engagement 

policies described in this section; and 

(F) involve parents in the activities of the schools served under this part, which may include establish-

ing a parent advisory board comprised of a sufficient number and representative group of parents or 

family members served by the local educational agency to adequately represent the needs of the  

population served by such agency for the purposes of developing, revising, and reviewing the parent 

and family engagement policy.’’; and (C) in paragraph (3) — 

(i) Supporting schools and nonprofit organizations in providing professional development for lo-

cal educational agency and school personnel regarding parent and family engagement strategies, 

which may be provided jointly to teachers, principals, other school leaders, specialized instruc-

tional support personnel, paraprofessionals, early childhood educators, and parents and family 

members.  

(ii) Supporting programs that reach parents and family members at home, in the community, and 

at school.  

(iii) Disseminating information on best practices focused on parent and family engagement,  

especially best practices for increasing the engagement of economically disadvantaged parents 

and family members. 

(iv) Collaborating, or providing subgrants to schools to enable such schools to collaborate with 

community-based or other organizations or employers with a record of success in improving and 

increasing parent and family engagement.  

(v) Engaging in any other activities and strategies that the local educational agency determines 

are appropriate and consistent with such agency’s parent and family engagement policy.’’;  

(3)  RESERVATION  

(A)  IN GENERAL – Each local educational agency shall reserve at least 1 percent of its allocation under 

subpart 2 to assist schools to carry out the activities described in this section, except that this  

subparagraph shall not apply if 1 percent of such agency’s allocation under subpart, 2 for the fiscal year 

for which the determination is made is $5,000 or less. Nothing in this subparagraph shall be construed 

to limit local educational agencies from reserving more than 1 percent of its allocation under subpart 2 

to assist schools to carry out activities described in this section. 

(B) PARENT AND FAMILY MEMBER INPUT – Parents and family members of children receiving services 

under this part shall be involved in the decisions regarding how funds reserved under subparagraph (A) 

are allotted for parental involvement activities. 

(C) DISTRIBUTION OF FUNDS – Not less than 90 percent of the funds reserved subparagraph (A) shall be 

distributed to schools served under this part with priority given to high need schools. 

(D) USE OF FUNDS – Funds reserved under subparagraph (A) by a local educational agency shall be used 

to carry out activities and strategies consistent with the local educational agency’s parent and family 

engagement policy, including not less than 1 of the following: 
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(b) SCHOOL PARENT AND FAMILY ENGAGEMENT POLICY 
 

(1) IN GENERAL – Each school served under this part shall jointly develop with, and distribute to,  

parents and family members of participating children a written parent and family engagement policy, 

agreed on by such parents, that shall describe the means for carrying out the requirements of subsec-

tions (c) through (f). Parents shall be notified of the policy in an understandable and uniform format 

and, to the extent practicable, provided in a language the parents can understand. Such policy shall be 

made available to the local community and updated periodically to meet the changing needs of parents 

and the school.  

(2) SPECIAL RULE – If the school has a parent and family engagement policy that applies to all parents 

and family members, such school may amend that policy, if necessary, to meet the requirements of this 

subsection.  

(3) AMENDMENT – If the local educational agency involved has a school district-level parent and family 

engagement policy that applies to all parents and family members in all schools served by the local  

educational agency, such agency may amend that policy, if necessary, to meet the requirements of this 

subsection.  

(4) PARENTAL COMMENTS – If the plan under section 1112 is not satisfactory to the parents of partici-

pating children, the local educational agency shall submit any parent comments with such plan when 

such local educational agency submits the plan to the State. 

(c) POLICY INVOLVEMENT– Each school served under this part shall:  
 

(1) convene an annual meeting, at a convenient time, to which all parents of participating children shall 

be invited and encouraged to attend, to inform parents of their school’s participation under this part 

and to explain the requirements of this part, and the right of the parents to be involved;  

(2) offer a flexible number of meetings, such as meetings in the morning or evening, and may provide, 

with funds provided under this part, transportation, child care, or home visits, as such services relate to 

parental involvement;  

(3) involve parents, in an organized, ongoing, and timely way, in the planning, review, and improvement 

of programs under this part, including the planning, review, and improvement of the school parent and 

family engagement policy and the joint development of the schoolwide program plan under section 

1114(b) except that if a school has in place a process for involving parents in the joint planning and de-

sign of the school’s programs, the school may use that process, if such process includes an adequate 

representation of parents of participating children;  

Every Student Succeeds Act (ESSA), continued  

Continued on next page... 
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(4) provide parents of participating children —  

(A) timely information about programs under this part;  

(B) a description and explanation of the curriculum in use at the school, the forms of academic 

assessment used to measure student progress, and the achievement levels of the challenging 

State academic standards; and 

(C) if requested by parents, opportunities for regular meetings to formulate suggestions and to 

participate, as appropriate, in decisions relating to the education of their children, and respond 

to any such suggestions as soon as practicably possible; and  

Every Student Succeeds Act (ESSA), continued  

(5) if the schoolwide program plan under section 1114(b)is not satisfactory to the parents of partici-

pating children, submit any parent comments on the plan when the school makes the plan available 

to the local educational agency. 

(d) SHARED RESPONSIBILITIES FOR HIGH STUDENT ACADEMIC ACHIEVEMENT – As a component of the school-

level parent and family engagement policy developed under subsection (b), each school served under this part 

shall jointly develop with parents for all children served under this part a school-parent compact that outlines 

how parents, the entire school staff, and students will share the responsibility for improved student academic 

achievement and the means by which the school and parents will build and develop a partnership to help  

children achieve the State’s high standards. Such compact shall —  
 

(1) describe the school’s responsibility to provide high-quality curriculum and instruction in a supportive 

and effective learning environment that enables the children served under this part to meet the 

challenging State academic standards, and the ways in which each parent will be responsible for 

supporting their children’s learning, volunteering in their child’s classroom; and participating, as ap-

propriate, in decisions relating to the  

education of their children and positive use of extracurricular time; and  

(2) address the importance of communication between teachers and parents on an ongoing basis 

through, at a minimum —  

(A) parent-teacher conferences in elementary schools, at least annually, during the compact 

shall be discussed as the compact relates to the individual child’s achievement;  

(B) frequent reports to parents on their children’s progress;  

(C) reasonable access to staff, opportunities to volunteer and participate in their child’s class, 

and observation of classroom activities; and 

(D) ensuring regular two-way, meaningful communication between family members and school 

staff, and, to the extent practicable, in a language that family members can understand. 

Continued on next page... 
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Every Student Succeeds Act (ESSA), continued  

(e) BUILDING CAPACITY FOR INVOLVEMENT – To ensure effective involvement of parents and to support a 

partnership among the school involved, parents, and the community to improve student academic achieve-

ment, each school and local educational agency assisted under this part —  

 (1) shall provide assistance to parents of children served by the school or local educational agency, as 

appropriate, in understanding such topics the challenging State academic standards, State and local  

academic assessments, the requirements of this part, and how to monitor a child’s progress and work 

with educators to improve the achievement of their children;  

(2) shall provide materials and training to help parents to work with their children to improve their chil-

dren’s achievement, such as literacy training and using technology (including education about the harms 

of copyright piracy), as appropriate, to foster parental involvement;   

(3) shall educate teachers, specialized instructional support personnel, principals, and other school lead-

ers, and other staff, with the assistance of parents, in the value and utility of contributions of parents, and 

in how to reach out to, communicate with, and work with parents as equal partners, implement and  

coordinate parent programs, and build ties between parents and the school;  

(4) shall, to the extent feasible and appropriate, coordinate and integrate parent involvement programs 

and activities with other Federal, State, and local programs, including public preschool programs, and 

conduct other activities, such as parent resource centers, that encourage and support parents in more 

fully participating in the education of their children;  

(5) shall ensure that information related to school and parent programs, meetings, and other activities is 

sent to the parents of participating children in a format and, to the extent practicable, in a language the 

parents can understand;   

(6) may involve parents in the development of training for teachers, principals, and other educators to 

improve the effectiveness of such training;  

(7) may provide necessary literacy training from funds received under this part if the local educational 

agency has exhausted all other reasonably available sources of funding for such training;  

(8) may pay reasonable and necessary expenses associated with local parental involvement activities, 

including transportation and child care costs, to enable parents to participate in school-related meetings 

and training sessions;  

(9) may train parents to enhance the involvement of other parents;  

(10) may arrange school meetings at a variety of times, or conduct in-home conferences between  

teachers or other educators who work directly with participating children, with parents who are unable 

to attend such conferences at school, in order to maximize parental involvement and participation; 

Continued on next page... 
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Every Student Succeeds Act (ESSA), continued  

(11) may adopt and implement model approaches to improving parental involvement;  

(12) may establish a districtwide parent advisory council to provide advice on all matters  

related to parental involvement in programs supported under this section;   

(13) may develop appropriate roles for community-based organizations and businesses in parent  

involvement activities; and 

(14) shall provide such other reasonable support for parental involvement activities under this section as 

parents may request. 

(f) ACCESSIBILITY — In carrying out the parent and family engagement requirements of this part, local educa-

tional agencies and schools, to the extent practicable, shall provide opportunities for the informed participation 

of parents and family members (including parents and family members who have limited English proficiency, 

parents and family members with disabilities, and parents and family members of migratory children), including 

providing information and school reports required under section 1111 in a format and, to the extent  

practicable, in a language such parents understand.  

 

(g) FAMILY ENGAGEMENT IN EDUCATION PROGRAMS — In a State operating a program under part E of Title 

IV, each local educational agency or school that receives assistance under this part shall inform parents and  

organizations of the existence of the program.  

 

(h) REVIEW — The State educational agency shall review the local educational agency’s parent and family  

engagement policies and practices to determine if the policies and practices meet the requirements of this  

section.   
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PURPOSE / GOALS  

STATE COMPENSATORY 

EDUCATION 

State Compensatory Education (SCE) is defined in the law as programs and/or services designed to 

supplement the regular education program for students identified as at-risk of dropping out of 

school. The purpose is to increase the academic achievement and reduce the dropout rate of these 

students.  

The goal of state compensatory education is to reduce any disparity in performance on assessment 

instruments administered under Subchapter B, Chapter 39, or disparity in the rate of high school 

completion between students at risk of dropping out of school and all other district students . 

Texas Education Code (TEC) §29.081    
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Subchapter C. Compensatory Education Programs 

UPDATE: 
Students who meet one of the 15 state criteria are eligible for the same supplemental services they received 
before the passage of House Bill 3 (HB 3).  Additionally, students who are designated as educationally  
disadvantaged are now eligible to receive supplemental services paid for with SCE Funds.  
TEC §48.104. 

LEGAL DEFINITIONS AND CITATIONS  

Education Code  §29.081 

COMPENSATORY, INTENSIVE, AND ACCELERATED INSTRUCTION 

(a)  Each school district shall use the student performance data resulting from the basic skills  

assessment instruments and achievement tests administered under Subchapter B, Chapter 39 

(Public School System Accountability), to design and implement appropriate  

compensatory, intensive, or accelerated instructional services for students in the district’s 

schools that enable the students to be performing at grade level at the conclusion of the next 

regular school term. 

(b)  Each district shall provide accelerated instruction to a student enrolled in the district who has 

taken an end-of-course assessment instrument administered under Section 39.023(c) and has 

not performed satisfactorily on the assessment instrument or who is at risk of dropping out of 

school.   

(b-1) Each school district shall offer before the next scheduled administration of the 

assessment instrument, without cost to the student, additional accelerated  

instruction to each student in any subject in which the student failed to  

perform satisfactorily on an end-of-course assessment instrument required for 

graduation.  

(b-2) A district that is required to provide accelerated instruction under  

Subsection (b-1) shall separately budget sufficient funds, including funds under 

Section 48.104, for that purpose.  

(b-3) A district shall evaluate the effectiveness of accelerated instruction  

programs under Subsection (b-1) and annually hold a public hearing to consider 

the results.  

(c) Each school district shall evaluate and document the effectiveness of the accelerated instruction in 

reducing any disparity in performance on assessment instruments administered under Subchapter B, 

Chapter 39 (Public School System Accountability), or disparity in the rates of high school completion 

between students at risk of dropping out of school and all other district students.  

Continued on next page... 
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Legal Definitions and Citations, continued  

(d)  For purposes of this section, “student at risk of dropping out of school” includes each student who  

1) is under 26 years of age and who: 

1. was not advanced from one grade level to the next for one or more school years; 

2. if the student is in grade 7, 8, 9, 10, 11, or 12, did not maintain an average equivalent to 70 on a 

scale of 100 in two or more subjects in the foundation curriculum during a semester in the  

preceding or current school year or is not maintaining such an average in two or more subjects 

in the foundation curriculum in the current semester; 

3. did not perform satisfactorily on an assessment instrument administered to the student under 

Subchapter B, Chapter 39, and who has not in the previous or current school year subsequently 

performed on that instrument or another appropriate instrument at a level equal to at least  

110 percent of the level of satisfactory performance on that instrument; 

4. if the student is in prekindergarten, kindergarten, or grade 1,  2, or 3, did not perform  

satisfactorily on a readiness test or assessment instrument administered during the current 

school year; 

5. is pregnant or is a parent; 

6. has been placed in an alternative education program in accordance with Section 37.006 during 

the preceding or current school year; 

7. has been expelled in accordance with Section 37.007 during the preceding or current school 

year; 

8. is currently on parole, probation, deferred prosecution, or other conditional release; 

9. was previously reported through the Public Education Information Management System (PEIMS) 

to have dropped out of school;  

10. is an emergent bilingual student, as defined by Section 29.052;  

11. is in the custody or care of the Department of Protective and Regulatory Services or has, during 

the current school year, been referred to the department by a school official, officer of the  

juvenile court, or law enforcement official;  

12. is homeless;  

13. resided in the preceding school year or resides in the current school year in a residential place-

ment facility in the district, including a detention facility, substance abuse treatment facility, 

emergency shelter, psychiatric hospital, halfway house, cottage home operation, specialized 

child-care home, or general residential operation;  

14. has been incarcerated or has a parent or guardian who has been incarcerated, within the  

lifetime of the student, in a penal institution as defined by Section 1.07, Penal Code; or 

15. is enrolled in a school district or open-enrollment charter school, or a campus of a school  

district or open-enrollment charter school, that is designated as a dropout recovery school  

under Section 39.0548; or 

2)  regardless of the student's age, participates in an adult education program provided under the adult 
high school charter school program under Subchapter G, Chapter 12. 
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Legal Definitions and Citations, continued  

(d-1)  Notwithstanding Subsection (d)(1)(A), a student is not considered a student at risk of dropping out 

of school if the student did not advance from prekindergarten or kindergarten to the next grade 

level only as the result of the request of the student’s parent. 

(e) A school district may use a private or public community-based dropout recovery education program to 

provide alternative education programs for students at risk of dropping out of school.  
 

The program may be offered:  

(1) at a campus, or  

(2) through the use of an Internet online program that leads to a high school diploma and prepares 

the student to enter the workforce.   

(e-1)  A campus-based dropout recovery education program must: 

1) provide not less than four hours of instructional time per day; 

2) employ as faculty and administrators, persons with baccalaureate or advanced degrees; 

3) provide at least one instructor for each 28 students; 

4) perform satisfactorily according to performance indicators and accountability standards adopted  

for alternative education programs by the commissioner; and 

5) comply with this title and rules adopted under this title except as otherwise provided by this  

subsection. 

(e-2)  An Internet online dropout recovery education program must: 

1) include as a part of its curriculum credentials, certifications, or other course offerings that  

relate directly to employment opportunities in the state; 

2) employ as faculty and administrators, persons with baccalaureate or advanced degrees; 

3) provide an academic coach and local advocate for each student;  

4) use an individual learning plan to monitor each students progress;  

5) establish satisfactory requirements for the monthly progress of students according to standards 

set by the commissioner; 

6) provide a monthly report to the students’ school district regarding the students’  

progress; 

7) perform satisfactorily according to performance indicators and accountability  

standards adopted for alternative education programs by the commissioner; and  

8) comply with this title and rules adopted under this title except as otherwise provided by this 

subsection. 
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Legal Definitions and Citations, continued  

(f) The commissioner shall include students in attendance in a program under Subsection (e) in the  

computation of the district’s average daily attendance for funding purposes.  

(g) In addition to students described by Subsection (d), a student who satisfies local eligibility criteria 

adopted by the board of trustees of a school district may receive instructional services under this sec-

tion. The number of students receiving services under this subsection during a school year may not 

exceed 10 percent of the number of students described by Subsection (d) who received services from 

the district during the preceding school year. 

(h) The agency shall study whether students retained under Section 28.02124 should be considered at-

risk.  The commissioner may adopt a rule excluding students retained by a parent or guardian under 

Section 28.02124 from being considered a "student at risk of dropping out of school" under  

Subsection (d)(1)(A). 

Added by Acts 1995, 74th Leg., ch. 260, Sec. 1, eff. May 30, 1995. Amended by Acts 1999, 

76th Leg., ch. 1588, Sec. 1, eff. Aug. 30, 1999; Acts 2001, 77th Leg., ch. 725, Sec. 1, 2, eff.  

June 13, 2001.  

 

Amended by:  

Acts 2007, 80th Leg., R.S., Ch. 1312 (S.B. 1031), Sec. 4, eff. September 1, 2007.  

Acts 2009, 81st Leg., R.S., Ch. 690 (H.B. 2703), Sec. 1, eff. June 19, 2009.  

Acts 2013, 83rd Leg., R.S., Ch. 211 (H.B. 5), Sec. 20, eff. June 10, 2013.  

Acts 2017, 85th Leg., R.S., Ch. 317 (H.B. 7), Sec. 2, eff. September 1, 2017.  

Acts 2017, 85th Leg., R.S., Ch. 1094 (H.B. 3706), Sec. 1, eff. June 15, 2017.  

Acts 2019, 86th Leg., R.S., Ch. 403 (S.B. 1746), Sec. 1, eff. June 2, 2019.  

Acts 2019, 86th Leg., R.S., Ch. 597 (S.B. 668), Sec. 1.06, eff. June 10, 2019.  

Acts 2019, 86th Leg., R.S., Ch. 943 (H.B. 3), Sec. 3.029, eff. September 1, 2019.  

Acts 2019, 86th Leg., R.S., Ch. 1060 (H.B. 1051), Sec. 2, eff. June 14, 2019 

 

https://statutes.capitol.texas.gov/Docs/ED/htm/ED.48.htm#48.153 
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AT RISK CRITERIA  

According to the TX Education Code (TEC) §29.081 a “student at risk of dropping out of 

school” includes each student who is under 26 years of age and who: 
“At Risk” status  
   permanent? 

1 
… was not advanced from one grade level to the next for one or more school years, 
unless the student did not advance from pre-kindergarten or kindergarten to the 
next grade level solely as a result of the request of the student’s parent. 

YES 

2 

… is in grades 7–12 and did not maintain an average equivalent to 70 on a scale of 
100 in two or more subjects in the foundation curriculum during a semester in the 
preceding or current school year, or is not maintaining such an average in two or 
more subjects in the foundation curriculum in the current semester. 

NO 

3 

… did not perform satisfactorily on a state assessment instrument and who has not, 
in the previous or current school year, subsequently performed on that  
instrument or another appropriate instrument at a level equal to at least 110%  of 
the level of satisfactory performance on that instrument. 

NO 

4 
… is in prekindergarten, kindergarten, or grades 1–3, did not perform satisfactorily 
on a readiness test or assessment instrument administered during the current 
school year. 

NO 

5 
… is pregnant or is a parent (as long as the student continues to parent the child). 
This applies to either male or female student. NO 

6 
… has been placed in a Disciplinary Alternative Education Program (DAEP) in  
accordance with Education Code 37.006 during the preceding or current school year. NO 

7 … has been expelled during the preceding or current school year. NO 

8 
… is currently on parole, probation, deferred prosecution, or other conditional re-
lease. NO 

9 … was previously reported through PEIMS to have dropped out of school. YES 

10 … is an emergent bilingual student, as defined by §29.052. NO 

11 
… is in the custody or care of the Department of Family and Protective Services or 
has, during the current school year, been referred to the department by a school 
official, officer of the juvenile court, or law enforcement official. 

NO 

12 … is homeless; NO 

13 

… resided  (in the preceding school year or the current school year) in a  
residential placement facility in a district, including a detention facility, substance 
abuse treatment facility, emergency shelter, psychiatric hospital, halfway house, 
cottage home operation, specialized child-care home, or general residential  

NO 

14 
...has been incarcerated or has a parent or guardian who has been incarcerated, 
within the lifetime of the student, in a penal institution as defined by Section 1.07, 
Penal Code; 

YES 

15 
...is  enrolled in a school district or open-enrollment charter school, or a campus of a 
school district or open-enrollment charter school, that is designated as a dropout 
recovery school under Section 39.0548. 

NO 

State Eligibility Criteria for Being At Risk of Dropping Out of School 
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At Risk Criteria, continued 

At-Risk Criteria (Local Eligibility vs. State Eligibility) 

Because State Compensatory Education (SCE) funds cannot be used to serve students who are not identi-

fied as at risk of dropping out of school, “incidental inclusion” does not apply to the use of this grant. 

Therefore, if the district wants to serve additional students who do not meet State criteria, then the dis-

trict may establish local criteria to serve those additional students. Thus, in addition to serving students at 

risk of dropping out of school defined by state criteria, the LEA may serve students who meet local  

eligibility criteria (if the local criteria have been adopted by the LEA’s board of trustees). 

Requirements for Applying Local Criteria 

• The adopted criteria must be clearly defined in the district improvement plan (for districts) or the in-

structional plan (for charter schools).  

• The number of students receiving services under this subsection during a school year may not exceed  

10 percent of the number of students who met the State criteria under Section 29.081 who received 

services from the LEA during the preceding school year.  

• The LEA must maintain current auditable documentation regarding the locally identified at-risk students. 

Furthermore, documentation indicating compliance with the 10 percent cap must be maintained at the 

LEA level and addressed in the district/charter improvement plan. This is auditable data.  

• The LEA must also be able to explain that children identified under local criteria were added to a listing 

of children identified under TEC §29.081.  

This means that the State Compensatory Education allotment may not be used to serve students on a  

particular campus if the LEA has not identified any students on that campus who meet any of the state  

criteria under TEC §29.081(d).     

Who is Covered by Local At-Risk Criteria? 

HISD’s local at-risk criteria cover students who are: 

• identified as dyslexic under general education; and, 

• placed in a Disciplinary Alternative Education Program for reasons other than those in Education Code 

§37.006, such as continued misbehavior in the classroom. 

Adopted by the HISD Board of Education, September 10, 2009   

PEIMS Reporting: State vs. Local 

Students identified as at risk of dropping out of school per state criteria are reported through the Public  

Education Information Management System (PEIMS). Students identified using local criteria are not reported 

through PEIMS. 
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FUNDING AND SERVICES  

Services 

Compensatory education is defined in law as programs and/or services designed to supplement the 

regular education program for students identified as at risk of dropping out of school. The purpose of 

the SCE program is to improve student performance through direct instructional service to students 

who meet at least one of the 15 state criteria and two of the local criteria for being considered at risk 

of dropping out of school.  

State law requires the school district to use student performance data to design and implement ap-

propriate compensatory, intensive, or accelerated instructional services that enable students to be 

performing at grade level at the conclusion of the next regular school term.  

The more removed services are from directly affecting the student, the more the resources are dilut-

ed, and the more difficult it becomes for the school district to defend the use of the SCE funds and 

justify the effectiveness of the program in improving student performance.   

Funds Usage 

Expenditures of SCE funds must: 

• support the intent and purpose of the program, 

• be allowable under statute and guidance, and 

• be directly related to specific interventions identified in the School Improvement Plan 

Supplement, Not Supplant 

SCE funds must be used to provide direct instructional services that SUPPLEMENT the regular educa-

tion program so that students who are at risk of dropping out of school can succeed in school.  

These funds were authorized by the legislature to provide financial support for programs/ services  

designed by school districts to increase the academic achievement of at-risk students through direct 

instructional services.  

• SCE funds MAY be used to support a Title I, Part A program at a campus.  

• SCE funds MAY be used to support a Title I Targeted Assistance campus (per TEC §48.104). 

• SCE funds MAY also be used to support a program eligible under Title I.  (Students served must 

meet the Title I eligibility criteria, as specified in the School Improvement Plan.) 

• Any program activities, personnel, or materials that are required by federal law, state law, or State 

Board of Education rule MAY NOT be funded with SCE funds.   

NOTE: LEAs are prohibited from using Foundation School Program (FSP) resource allocations intended 

for students at risk of dropping out of school to supplant resource allocations for the regular  

education program.   

Continued on next page... 
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Funding and Services, continued  

Funds Usage, continued 

Reasonable and Necessary 

In determining whether an expenditure is reasonable, it is helpful to imagine the district having to justify 

the expenditure to an auditor. Therefore, school personnel must ensure that all requests for incentives 

meet the guidelines listed above to refrain from having an audit concern and being required to repay funds 

for inappropriate expenditures.  

Other Restrictions 

• Funds must be budgeted to provide SSI Accelerated Instruction for students who failed a required EOC

and for statutory at-risk students – funds must be allocated for this purpose before budgeting for

anything else.

• SCE funds may not be used to cover costs for basic services/regular education programs for non-

disciplinary alternative-education programs/schools.

Allowable/Unallowable Costs 

All expenditures using SCE funds must be reasonable and necessary.  This also applies for the use of 

SCE funds to support a Title I program. 

Allowable Supplemental Instructional Costs 

Allowable Supplemental instructional costs include:  

• tutorials

• class size reduction (for supplemental use only)

• additional, supplemental staff (see also Positions Funded Through SCE)

• computer-assisted instruction

• specialized software

• specialized staff development to train personnel who are working with students at risk of

dropping out of school

• specialized reading and mathematics programs

• specialized materials for reading or mathematics

• STAAR and STAAR End-of-Course remediation

• extended day sessions for prekindergarten

• accelerated instruction

• extended day, week, or year

Continued on next page... 
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Funds Usage, continued 

Unallowable Uses 

Funds should not be spent on non-instructional positions and/or services (i.e., administrative or 

clerical positions or programs that do not directly impact instruction).  

EXAMPLES INCLUDE, BUT ARE NOT LIMITED TO: 

• assistant principals, deans of instruction, etc.

• office clerks, data clerks/SIMS personnel

• band instruments or office equipment

• promotional items (t-shirts, caps, keychains, etc.), memorabilia

• entertainment (amusement, social activities, ceremonials, etc.)

• other non-instructional activities/purchases/personnel that do not directly impact the

instructional, educational program

• food and refreshments for staff and parent activities, including working lunches

• door prizes, movie tickets, gift certificates, etc.

• ceremonies, banquets or celebrations

• professional development provided through stand-alone, one-day, or short-term workshops

not aligned to the SCE program

• staff stipends

• central office salaries

• field trips for entertainment or recreational purposed only

• construction, remodeling or renovations

• costs for administering, scoring, and reporting results for mandated state

• assessments

• dual enrollment and dual credit courses

• costs that do not meet the intent and purpose of the SCE program

SCE Program Effectiveness Must Be Evaluated 

LEAs are required to evaluate the effectiveness of their designated SCE program and must include the 

results of the evaluation in the school district’s district improvement plan and campus improvement 

plan (or charter school instructional plan).  

• You must determine which funded strategies are successful at raising academic standards.

• SCE resources must be redirected when evaluations indicate that programs and/or services are

unsuccessful in producing desired results for students at risk of dropping out of school.

Funding and Services, continued  
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POSITIONS FUNDED THROUGH SCE  

A staff member fully funded by SCE must work with students who meet at least one of the at-risk criteria – 

this should be stipulated in the job description and acknowledged by the staff member. Time and Effort  

documentation (via class schedules or job descriptions for SCE-funded positions) is required for any position 

partially funded (split-funded) by SCE.  

NOTE: Any program/service or personnel funded with SCE funds must be included in the 

School  Improvement Plan. 

Requirements for Positions Funded Through SCE 

Positions may be provided via SCE if they: 

• provide direct instruction/services to at-risk students tied to foundation curriculum;

• are supplemental to the basic instructional program;

• are identified in the district and campus improvement plan; and

• meet a need identified in the Comprehensive Needs Assessment (CNA).

Make Sure the Position is Supplemental 

A position might NOT always be considered supplemental to an SCE program just because the district 

may need more of a certain position, or the position may appear “supplemental” to the district’s 

budget. 

Auditable documentation must substantiate the cost of all SCE-funded positions, supplemental staff, 

and extra duty pay.  
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Positions Funded Through SCE, continued  

When School Improvement Plan documents indicate a need for school social worker services based on a 

school/campus needs assessment, school districts may employ social workers as supplemental staff to the 

regular education program.  

School social workers may be employed with SCE funds on a campus or in an alternative setting, such as a 

credit recovery program, to address identified student needs including social, emotional or societal factors 

that impact the student’s academic success. SCE-funded school social worker services must be provided in 

coordination with academic instruction to improve student achievement for at-risk students who are strug-

gling to succeed in school – this includes serving former dropouts who return to complete an academic  

program.      

Social Workers as Supplemental Staff 

Benefits of Hiring a Social Worker 

A social worker is licensed by the Texas State Board of Social Work Examiners and is bound by a professional 

Code of Ethics. A school social worker may provide supplemental social worker services to increase the  

capacity of at-risk students to benefit from an instructional program, to help students meet state academic 

standards, and to assist the school with implementing evidence-based strategies to improve student  

achievement. 

Social workers can help at-risk students by: 

• working collaboratively with faculty on a student support team addressing social and emotional

needs of at-risk students;

• connecting students with community mental health and behavioral health services, and providing

related supportive services to remove barriers to academic success;

• providing direct individual and group counseling or crisis intervention services based on

identified student needs which impact student performance;

• conducting related consultation with instructional staff regarding student strengths and needs in

the academic program;

• conducting home visitations to engage parents in improving at-risk student academic

achievement;

• coordinating with community organizations to access evidence-based resources for at-risk

students such as adult advocates, academic support services, mentoring, tutoring or services to

improve social skills in the classroom; and,

• implementing related evidence-based strategies (documented in a campus needs assessment and

campus plan) which are designed to prevent at-risk students from dropping out of school.
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Positions Funded Through SCE, continued  

School Social Workers : Duties 

School social workers are supplemental: They do not hold state-mandated roles in schools. 

Allowable Duties 

The primary responsibility of the school social worker must be to provide direct services to students 

at risk of dropping out of school. School social workers may participate in school/campus needs  

assessment for at-risk students, direct program planning, and development activities that supplement 

the instructional program for at-risk students. 

• working collaboratively with faculty on a student support team addressing social and emotional

needs of at-risk students;

• connecting students with community mental health and behavioral health services, and providing

related supportive services to remove barriers to academic success;

• providing direct individual and group counseling or crisis intervention services based on

identified student needs which impact student performance;

• conducting related consultation with instructional staff regarding student strengths and needs in

the academic program;

• conducting home visitations to engage parents in improving at-risk student academic

achievement;

• coordinating with community organizations to access evidence-based resources for at-risk

students, such as: adult advocates, academic support services, mentoring, tutoring or services to

improve social skills in the classroom; and,

• implementing related evidence-based strategies (documented in a campus needs assessment and

campus plan) which are designed to prevent at-risk students from dropping out of school.

Unallowable Duties 

Care must be taken to ensure that school social workers do not perform administrative duties in the 

school building.  

School social workers funded with 100 percent SCE funds may NOT perform functions which are 

unallowable with the 55 percent direct cost category for the SCE program, including:  
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Positions Funded Through SCE, continued  

School Social Workers: Other Requirements 

Aligned with state auditing requirements for all other SCE funded positions, a Job Description is required for 

school social workers. The position description must indicate that the SCE-funded school social worker has 

the primary duty of working with students at risk of dropping out of school. The district must prove that 

school social worker services paid for by SCE funds are provided to at-risk students and are supplemental to 

other available guidance and counseling services (proof could be in the form of a personnel activity report, 

for example).  

Time and effort documentation must be on file if the school social worker position is not 100 percent  

SCE-funded. Auditable supporting documentation for payroll is required in accordance with the TEA Financial 

Accountability System Resource Guide.      

• Texas Education Code Section 29.081

• Financial Accountability Resource Guide –  Update 16, Module 6 , State Compensatory

Education Guidelines, Financial Treatment, and an Auditing and Reporting System

Resources 

Topic Contact Information 

SCE Program, student identification & the 

110% calculation 
Consult with your ESC SCE contact 

D/SIPs Consult with your ESC SCE contact 

SCE audits 
Contact the Division of Financial Compliance at 

512-463-9095

D/SIPs submission 
Contact Paul Moreno in Financial Desk Reviews at 

512-475-2228

SCE Funding Allocations 
Contact the Division of State Funding at 

512-463-9238

Questions regarding the SCE program 
Contact your ESC SCE contact or the Division of 

Financial Compliance at 512-463-9127 

Questions regarding the Title I program Consult with your ESC Title I contact 

INFORMATION CONTACTS 
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WEB LINKS  

State Compensatory 

Education 

https://tea.texas.gov/Texas_Schools/Support_for_At-

Risk_Schools_and_Students/State_Compensatory_Education/#main-

content 

Summary of Finances 
https://tea.texas.gov/Finance_and_Grants/State_Funding/

Foundation_School_Program/summary_of_Finances/ 

Transition to ESSA 
https://tea.texas.gov/Finance_and_Grants/Grants/Transition_to_ESSA/

#main-content 

Financial Accountability 

System Resource Guide  

Version 17.0 

https://tea.texas.gov/finance-and-grants/financial-accountability/financial-

accountability-system-resource-guide 

High School Allotment 

Program 
http://www.tea.state.tx.us/index4.aspx?id=4181 

Texas Education Code http://www.statutes.legis.state.tx.us/?link=ED 

Texas Homeless  

Education Office 
http://www.utdanacenter.org/theo/ 

Dropout Prevention Site http://tea.texas.gov/Dropout_Resources.html 

TEA https://tea.texas.gov/ 

Regional Education  

Service Centers (ESCs) 

https://tea.texas.gov/About_TEA/Other_Services/

Education_Service_Centers/Education_Service_Centers/#main-content 

Chapter 37 / Discipline – 

Safe Schools 
Click here to access page 

TEA Division of Financial 

Compliance Webpage 
http://tea.texas.gov/Finance_and_Grants/Financial_Compliance/ 
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http://www.tea.state.tx.us/index4.aspx?id=4181
http://www.statutes.legis.state.tx.us/?link=ED
http://www.utdanacenter.org/theo/
http://tea.texas.gov/Dropout_Resources.html
https://tea.texas.gov/
https://tea.texas.gov/About_TEA/Other_Services/Education_Service_Centers/Education_Service_Centers/#main-content
https://tea.texas.gov/About_TEA/Other_Services/Education_Service_Centers/Education_Service_Centers/#main-content
https://tea.texas.gov/texas-schools/health-safety-discipline/chapter-37-safe-schools/chapter-37-safe-schools-resources#:~:text=Chapter%2037%20of%20the%20Texas,student%20discipline%2C%20and%20behavior%20management.&text=The%20Texas%20Association%20of%20Scho
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STATE COMPENSATORY EDUCATION 

STUDENT SUCCESS INITIATIVE & ACCELERATED 

INSTRUCTION  

Purpose 

School districts are required to offer additional accelerated instruction in any subject required for  

graduation that a student failed in an end-of-course (EOC) assessment test. Such instruction must be 

provided free of cost to the student.  

NOTE: SCE funds cannot be used for another supplemental instructional allowable cost until  

additional accelerated instruction has been fully funded.  

The document below (Click HERE to view the PDF) summarizes the Student Success Initiative and 

Acceleration Instruction program:   

Continued on next page... 
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STATE COMPENSATORY EDUCATION 

Student Success Initiative & Accelerated Instruction,  

continued  

SSI Educator Guide 

Click here to access a useful educator guide that provides detailed information and instructions regarding 

the SSI process.  

This guide offers a chronological explanation/timeline of SSI activities and requirements occurring 

throughout the school year and can be a valuable resource to campus-level personnel in their roles with 

respect to accelerated instruction. 
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STATE COMPENSATORY EDUCATION 

SCE AND CAMPUS/DISTRICT IMPROVEMENT PLANS  

Per State law, Section 29.081, Texas Education Code: Districts must use student performance data 

from the state’s legislatively mandated assessment tests (and any other achievement tests  

administered under Subchapter B, Chapter 39, of the Texas Education Code) to provide accelerated, 

intensive instruction to students who have not performed satisfactorily or who are at risk of dropping 

out of school.  

Based on this needs assessment, district and campus staff shall design appropriate strategies and 

include them in their District/School  Improvement Plans.     

Campus/District Improvement Plan is a Record 

of SCE Expenditures 

The Campus/District Improvement Plan is the primary record documenting expenditures attributed to the 

State Compensatory Education program.   

• Strategies that are related to SCE funds must be incorporated into the School Improvement Plan.

• Under Goal Area: State Compensatory Education – Be sure to include a description of how these funds

are utilized on your campus.

(For a list of what to include in a Campus/District Improvement Plan, see Campus/District Improvement 

Plan Includes SCE Information section that follows.) 

Supporting a Title I Program with SCE Funds 

SCE is a state mandated program. TEC §48.104 provides flexibility with the use of SCE funds when sup-

porting a Title I program. When SCE funds are used to support a Title I program, these funds must be part 

of the campus budget. That is, all SCE expenditures must be tracked back to the SCE fund code, and all 

generally accepted accounting principles must be followed.  

As with Title I funds, SCE funds used to support the educational program must also meet the same guide-

lines required by the Elementary and Secondary Education Act (ESEA), as amended by ESSA.  

This means  that SCE funds may only be used to incorporate  instructional strategies shown by evidence-

based research to be effective with teaching low-achieving students. 

Reminder 

State law does not create a schoolwide SCE program. Instead, LEAs can use 

SCE funds “to support a Title I program eligible under Title I of the Elementary 

and Secondary Education Act of 1965.” (TEC §48.104).  Note the use of the 

term “support.”  This means that the district may use SCE funds to act with 

(i.e., coordinate) Title I to implement the Title I program. However, the district 

is still required to adhere to both the fiscal requirements stipulated in TEC 

§48.104, and the program requirements mandated in TEC §29.081.

Any changes made to the budget or State Compensatory Education program/service at the  

campus during the school year must also be added or changed in the School  Improvement Plan. 
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STATE COMPENSATORY EDUCATION 

SCE and Campus/District Improvement Plans, continued  

A Comprehensive Needs Assessment (CNA) identifies the strengths and weaknesses of existing  

programs, practices, procedures, and activities; and ensures that the use of resources is carefully 

planned, supplemental, and cost effective. Plans for evaluating and monitoring improvement efforts 

are a critical component of the CNA.  

The effectiveness of strategies and interventions can be assessed more accurately if you can confirm 

that those strategies have been implemented as designed. By analyzing what is working and what is 

not working, LEAs can focus resources on those strategies that have the most impact on student 

achievement.  

The State Compensatory Education (SCE) program must be addressed in a school’s/district’s 

Comprehensive Needs Assessment as well as in the School/District Improvement Plan. 

CNA and Campus/District Improvement Plans Include SCE Program 

Information 
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STATE COMPENSATORY EDUCATION 

Formative and Summative Evaluations 

SCE and Campus/District Improvement Plans, continued  
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STATE COMPENSATORY EDUCATION 

Components of an SCE School  Improvement Plan 

SCE and Campus/District Improvement Plans, continued  
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STATE COMPENSATORY EDUCATION 

SCE—FREQUENTLY ASKED QUESTIONS (FAQs) 

Click HERE to view State Compensation Education FAQs from TEA. 
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HOMELESS EDUCATION 

How are the Rights of the Homeless Protected in Texas? 

The federal McKinney-Vento Homeless Education Assistance Improvements Act and Texas State Law  
protect the rights of homeless children and youth to receive a free and appropriate public education. 
Nearly everyone in Texas, who is between the ages of 5 and 21 on September 1 of the school Year, and 
has not been expelled has the right to attend school, even if they: 

• do not have a permanent address;

• have a previous address in another town or state;

• do not live with a parent or legal guardian;

• live temporarily doubled-up with friends or family;

• sleep in a shelter;

• sleep in a campground, car, abandoned building, or other facility not designated for, or ordi-
narily used as regular accommodations for human beings;

• do not have school records; or

• do not have immunizations.

STUDENT ASSISTANCE 

Children and youth experiencing homelessness often do not have the documents ordinarily required for 

school enrollment. School may be the only opportunity for these children and youth to benefit from a stable 

environment, uninterrupted adult attention, peer relations, academic stimulation, and reliable meals.  

Enrolling homeless students in school immediately provides them with needed stability and avoids discon-

necting them from school for days or weeks while documents are gathered. 

7/26/2022 HISD |  2022-2023 TITLE I, PART A PROGRAM 235



STUDENT ASSISTANCE 

Houston ISD Homeless Education Program 

The HISD Homeless Education Program does the following:  

• Provides support and guidance to homeless children and youth who are in transition, who lack a “fixed, 
regular, and adequate nighttime residence.” 

• Provides uniforms, school supplies, undergarments, and personal hygiene items for identified students 
who qualify. 

• Assists with enrollment, obtaining school and medical records, and immunizations.  

• Provides guidance for school-based personnel in identifying students and increasing community  
awareness. 

• Collaborates with other district personnel to provide transportation, free breakfast/lunch, tutorial  
programs, referrals to mental health and social service agencies, and resources. 

• Collaborates with surrounding school district liaisons to coordinate transportation and other resources 
for homeless and unaccompanied youth. 

Homeless Education, continued  

Serving Homeless Students in Title I Schools 

After assessing the needs of homeless students, the Homeless Education Program and Title I program 

staff, along with other district-level administrators, may consider funding the following basic needs 

such as: 

• school uniforms,  

• school supplies, and  

• health-related needs 

Homeless students who attend Title I, Part A Program Schoolwide or Targeted Assistance schools may have 
unique challenges that are not addressed by the regular Title I program at these schools. These challenges 
may create barriers to full participation in Title I, Part A Programs and defeat the goal of helping all students 
meet challenging state standards. 

 

When Title I, Part A operates in conjunction with a McKinney-Vento sub grant, homeless students can take 
part in services that enable them to benefit more from a school’s Title I program. 
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STUDENT ASSISTANCE 

The McKinney-Vento Homeless Assistance Act 

Key Provisions 

The McKinney-Vento Act (Section 725) specifies and protects the rights of children and youth in  

homeless situations. Highlights include:  

• Immediate Enrollment - The right to be enrolled immediately in school, without  

immunization or academic records, and birth certificate — regardless of district policy.  

(Unaccompanied youths must be accorded specific protections, including immediate  

enrollment in school without proof of  guardianship.) 

• Choice of Schools - A student experiencing homelessness has two choices in deciding which 

school to attend: 

 the school of origin (the school the student attended when  he/she became homeless), 

or   

 the school in the zone where the student is currently residing. 

• Transportation  - Students in highly mobile or homeless situations are entitled to transportation 

to and from the school of origin if it is feasible, in the student’s best interest, and requested by 

the parent, guardian, or unaccompanied youth.   

• Services - Homeless students must have access to all programs and services for which they are 

eligible, including special education services, preschool, school nutrition programs, language 

assistance for English learners, career and technical education programs, gifted and talented  

programs, magnet schools, charter schools, summer learning, online learning, and before and 

after-school care.   
 

Homeless students are automatically eligible for Title I services and Districts must set aside 

funds as necessary to provide services.   

• Dispute Resolution - If problems arise between the school and parents or between districts, the 

parent shall be referred to the district’s homeless liaison. In the meantime, the student must 

remain enrolled in school and receive transportation (if eligible).   

Purpose 

The education provisions of the McKinney-Vento Act — which are now  incorporated within the Every Student 
Succeeds Act (ESSA) — ensure  educational rights and protections for children and youth experiencing   
homelessness. The law directly applies to homeless unaccompanied youth, who also receive some special 
attention within the Act. 

Please contact Lisa Jackson at 713-556-7237 for additional information. More... 

Homeless Education, continued  
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A. Means individuals who lack a fixed, regular, and adequate nighttime residence; and   

B. Includes —   

i. Children and youth who are sharing the housing of other persons  due to loss of housing,  

economic hardship, or similar reason; are  living in motels, hotels, trailer parks, or camping 

grounds due to  the lack of alternative accommodations; are living in emergency or transitional 

shelters; are abandoned in hospitals; or are awaiting  foster care placement;   

ii. Children and youth who have a primary nighttime residence that is a public or private place not 

designed for or ordinarily used as a regular sleeping accommodation for human beings…   

iii. Children and youth who are living in cars, parks, public spaces, abandoned buildings,  

substandard housing, bus or train stations, or similar settings; and   

iv. Migrant children who qualify as homeless for the purposes of this  subtitle because the children 

are living in circumstances described  in clauses (i) through (iii).       

Definition of “Homeless” (McKinney-Vento) 

(McKinney-Vento Homeless Assistance Act of 2001 – The education subtitle of the McKinney-Vento Act was 
reauthorized by the Every Student  Succeeds Act [ESSA]).   

 

The term “homeless children and youth” — 

Homeless Education, continued  
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STUDENT ASSISTANCE 

MCKINNEY-VENTO ACT: ENROLLMENT  

Rights of the Homeless 

SEAs and LEAs must develop, review, and revise their policies to remove barriers to the enrollment and 

retention of children and youth in homeless situations.   

• Children and youth experiencing homelessness have the right to attend either the school of 

origin (if this is in the student’s best interest) or the local attendance area school.   

 School of origin — The school that the child or youth attended when permanently 

housed, or the school in which the child or youth was last enrolled.   

 Local attendance area school — Any public school that non-homeless students who 

live in the attendance area (in which the child or youth is actually living) are eligible 

to attend.   

• Homeless students have the right to enroll in school immediately, even if lacking  

documentation normally required for enrollment, such as previous school records, medical 

or immunization records, proof of residency, birth certificate, proof of guardianship,  

or other documents. 

Overview 

This section explains the key provisions in the McKinney-Vento Act concerning school enrollment 
and offers strategies for implementing the Act in a school district.   
 

NOTE:  The terms “enroll” and “enrollment” encompass attending classes and participating fully in 
school activities.  

URL For additional information, see  https://nche.ed.gov/enrolling/ 

Enrollment Documentation/Records 

• State Educational Agencies (SEAs) and Local Educational Agencies (LEAs) — otherwise known as school 

districts — must address  problems resulting from enrollment delays caused by immunization and  

medical records requirements; residency requirements; lack of  birth certificates, school records or other 

documentation; guardianship issues; or uniform or dress code requirements.   

• If a student does not have immunizations or immunization or medical records, the local homeless liaison 

must assist in obtaining them immediately. In the interim, the student must be enrolled in school.   

• The enrolling school must contact the student’s previous school to obtain school records; the student 

must be enrolled in school while records are obtained.   

• Schools must maintain records for homeless students so that they are available quickly and can be  

transferred promptly, as necessary. 
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STUDENT ASSISTANCE 

McKinney-Vento Act: ENROLLMENT, continued  

Additional General Provisions 

• Local liaisons must help unaccompanied youth select and enroll in a school, after considering the youth’s 

wishes. 

• If a student is sent to a school other than that requested by a parent, guardian, or unaccompanied youth, 

the school must provide a written explanation of its decision to send the student to a different school.   

The parent(s), guardian(s), or youth must also be notified of their right to appeal this decision. 

How Districts Can Help 
Districts can follow the guidelines below to implement McKinney-Vento: 

• Review all state laws and regulations and district policies and bring them into compliance with  

federal law.   

• Train all school enrollment staff, secretaries, school counselors, school social workers, and principals 

on the legal requirements for enrolling homeless students.   

• Develop affidavits to serve as alternative forms of documentation normally required for enrollment, 

such as proof of guardianship or proof of residence.  
 

Such forms should be crafted carefully so that they do not create further barriers or delay enrollment.  

Strategies for Implementing McKinney-Vento (ENROLLMENT) 

URL 
Sample affidavits can be found in Appendix D of NCHE’s Local  Homeless 

Education Liaison Toolkit, which can be downloaded at:  

 https://nche.ed.gov/homeless-liaison-toolkit/ 

• Establish school-based immunization clinics or other opportunities for on-site immunizations.   

• Collaborate with community-based or public agencies to provide homeless students with school  

uniforms; this will ensure that an inability to purchase a school uniform does not create an enrollment 

barrier.   

• Inform families and youth of the student’s right to attend either the school of origin, if this is in the 

student’s best interest, or the local school — and to be enrolled immediately.  

• Inform families and youth of the student’s right to receive transportation to and from the school of 

origin.   

• Develop clear, understandable forms to use when providing written explanations of decisions and  

explaining the parent’s, guardian’s, or youth’s right to appeal the school’s decision.  
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STUDENT ASSISTANCE 

How Schools Can Help 

Schools can help provide educational continuity by: 

• Providing short educational assessments to place students immediately while awaiting the arrival of 

complete academic records. 

Strategies for Implementing McKinney-Vento (ENROLLMENT), 

continued 

• Accepting previous school records directly from families and youth.   

• Contacting the previous school for records and assistance with placement decisions.   

• Following up quickly on any special education referrals or services.   

• Providing needed remediation/tutoring.   

• Having counselors meet with parents and students when registering.   

• Including information on the educational rights guaranteed under the McKinney-Vento Act in parent 

handbooks so that parents will understand their children’s options in the event that they become 

homeless.   

• Establishing school-level and classroom level routines for incoming and departing student transfers. 

URL 

For more information on this topic, download Prompt and Proper Placement: 

Enrolling Students Without Records at : 

https://nche.ed.gov/wp-content/uploads/2018/11/tool_app10.pdf   

McKinney-Vento Act: ENROLLMENT, continued  

Continued on next page... 
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STUDENT ASSISTANCE 

Strategies for Implementing McKinney-Vento (ENROLLMENT), 

continued 

How Teachers Can Help 
 

Teachers can help support students experiencing homelessness by: 

• Getting to know new students with a “getting-know-you” questionnaire or journal assignment.   

• Taking time to talk to and welcome new students individually.   

• Giving new students a “welcome gift” (e.g., school supplies, school clothes).   

• Introducing new students to the class.   

• Identifying faculty and peer mentors/buddies.   

• Keeping a short, simple written list of classroom rules and procedures.   

• Starting a “New Students” club.   

• Making sure all students have a chance to have a class job/role and to participate in extracurricular  

activities.   

• Starting files and a portfolio of classwork for students to take with them when leaving the school.   

• Maintaining a relationship with departing students by providing them with stamped, self-addressed 

envelopes and stationery.   

Resource Material 
 

Ideas for providing educational continuity and teacher support for students experiencing  

homelessness were taken from: 

• Virginia Education for Homeless Children and Youth Program, Project 

• HOPE Information Brief No. 2, What Educators Can Do: Homeless Children and Youth  

• Policy Analysis for California Education (PACE), Educational Consequences of Mobility for California 

Students and Schools. 

McKinney-Vento Act: ENROLLMENT, continued  
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EXCERPTS FROM THE MCKINNEY-VENTO ACT (ENROLLMENT)  

McKinney-Vento Act Sec. 725(3); 42 U.S.C. §11435(3) 

(g)  STATE PLAN- 

(1) IN GENERAL- Each State shall submit to the Secretary a plan to provide for the education of 

homeless children and youths within the State. Such plan shall include the following:   

(H) Strategies to address other problems with respect to the education of homeless children and 

youths, including problems resulting from enrollment delays that are caused by—   

(i) immunization and medical records requirements;   

(ii) residency requirements;   

(iii) lack of birth certificates, school records, or other documentation;   

(iv) guardianship issues; or   

(v) uniform or dress code requirements;   

(vi) A demonstration that the State educational agency and local educational  

agencies in the State have developed, and shall review and revise, policies to  

remove barriers to the enrollment and retention of homeless children and youths in schools 

in the State … 

(3) Local Educational Agency Requirements—  

(A) IN GENERAL- Each State shall submit to the Secretary a plan to provide for the education of 

homeless children and youths within the State. Such plan shall include the following:   

(i) continue the child’s or youth’s education in the school of origin, or   

(ii) enroll the child or youth in any public school that non-homeless students who live in the 

attendance area in which the child or youth is actually living are eligible to attend.            

Continued on next page... 
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McKinney-Vento Act: Excerpts (ENROLLMENT), continued 

McKinney-Vento Act Sec. 725(3); 42 U.S.C. §11435(3), continued 

(B) Best Interest—In determining the best interest of the child or  youth, the local educational 

agency shall: 

(i) to the extent feasible, keep a homeless child or youth in the  school of origin, except 

when doing so is contrary to the wishes of the child’s or youth’s parent or guardian;   

(ii) provide a written explanation, including a statement regarding  the right to appeal  

under subparagraph (E), to the homeless child’s or youth’s parent or guardian, if the local 

educational  agency sends such child or youth to a school other than  the school of origin 

or a school requested by the parent or guardian; and   

(iii) in the case of an unaccompanied youth, ensure that the  homeless liaison designated 

under paragraph (1)(J)(ii) assists in  placement or enrollment decisions under this  

subparagraph,  considers the views of such unaccompanied youth, and provides notice to 

such youth of the right to appeal under  subparagraph (E).   

(C) Enrollment —  

(i) The school selected in accordance with this paragraph shall immediately enroll the home-

less child or youth, even if the child or youth is unable to produce records normally  

required for enrollment, such as previous academic records, medical records, proof of  

residency, or other documentation.  

(ii) The enrolling school shall immediately contact the school last attended by the child or 

youth to obtain relevant academic and other records.   

(iii) If the child or youth needs to obtain immunizations, or immunization or medical records, 

the enrolling school shall  immediately refer the parent or guardian of the child or youth  to 

the local educational agency liaison designated under paragraph (1)(J)(ii), who shall assist in 

obtaining necessary  immunizations, or immunization or medical records, in accordance 

with subparagraph (D).  

(D) Records—Any record ordinarily kept by the school, including immunization or medical records, 

academic records, birth certificates, guardianship records, and evaluations for special services 

or programs, regarding each homeless child or youth shall be maintained—   

(i) so that the records are available, in a timely fashion, when a child or youth enters a new 

school or school district.”   

McKinney-Vento Act Sec. 722(g); 42 U.S.C. 11432(g). 

“The terms ‘enroll’ and ‘enrollment’” include attending classes and participating fully in school activities.”                

McKinney-Vento Act Sec. 725(3); 42 U.S.C. 11435(3). 
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McKinney-Vento Act: Excerpts (ENROLLMENT), continued 

THIS BRIEF WAS DEVELOPED COLLABORATIVELY BY: 

• National Center for Homeless Education   

800-308-2145 (Toll-free Helpline)   

http://www.serve.org/nche   

• National Association for the Education of Homeless Children and Youth   

http://www.naehcy.org   

• National Homelessness Law Center  

https://homelesslaw.org/ 

NCHE is supported by the U.S. Department of Education Student Achievement and School  

Accountability Programs.   

 

 

Every state is required to have a coordinator for the education of homeless children and youth, and 
every school district is required to have a liaison for homeless students. These individuals will assist 
you with the implementation of the McKinney-Vento Act.  

For information on the education of children and youth experiencing homelessness in Texas and to 
obtain contact information for the liaison in your district, please contact:   

Cal Lopez 

McKinney-Vento Homeless Education State Coordinator 

Highly Mobile and At-Risk Student Programs Division 

Texas Education for Homeless Children and Youth (TEHCY) Program 

 

 

 

(512) 463-9017 

HomelessEducation@tea.texas.gov  

MORE... 
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MCKINNEY-VENTO ACT: UNACCOMPANIED HOMELESS YOUTH  

Who is Classified as Unaccompanied Homeless Youth? 

The term “unaccompanied youth” includes youth in homeless situations who are not in the physical 

custody of a parent or guardian.  Unaccompanied youth include young people who have run away from 

home, been thrown out of their homes, and/or been abandoned by parents or guardians.  

These young people are separated from their parents for a variety of reasons.   
 

• Over half report being physically abused at home, and over one-third report sexual abuse. 

• Over two-thirds report that at least one of their parents abuses drugs or alcohol. For many of these 

young people, leaving home is a survival issue. 

• Other youth are thrown out of their homes because they are pregnant, or they identify as 

LGBTQIA+, or because their parents believe they are old enough to take care of themselves. 

• Over half of youth living in shelters report that their parents either told them to leave or knew they 

were leaving and did not care. 

Once out of the home, unaccompanied youth are frequently victimized. As many as half have been assaulted 

or robbed; and one in 10 runaways reports being raped. School may be the only safe and stable environment 

available to unaccompanied youth.   

Yet unaccompanied youth often face unique barriers to enrolling and succeeding in school. Without a parent 

or guardian to advocate for them and exercise parental rights, they are sometimes denied enrollment and 

remain out of school for extended periods of time. Unaccompanied youth also may not understand their  

educational rights or know how to acquire this information. 
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McKinney-Vento Act: UNACCOMPANIED HOMELESS YOUTH,  

continued  

Rights of Unaccompanied Homeless Youth 

The education provisions of the McKinney-Vento Act, which are now incorporated within the Every Student  

Succeeds Act (ESSA), ensure educational rights and protections for children and youth experiencing homeless-

ness. The law directly applies to homeless unaccompanied youth who also receive some special attention 

within the Act.  

Unaccompanied youth have the same rights as other students experiencing homelessness.  

Specifically, they have the right to: 
 

• Remain in their school of origin (to the extent feasible); 

• Receive transportation to and from the school of origin; 

• Immediately enroll in a new school serving the area in which they are currently living even if they don’t 

have typically required documents (e.g., proof of guardianship); and 

• Equal access to programs and services such as gifted and talented education, special education, vocational 

education, and English Language Learner services. 

Assisting Unaccompanied Homeless Youth—Districts 

To assist unaccompanied homeless youth, districts must take the following actions:   
 

• Each local education agency (LEA) must appoint a homeless liaison, whose duties include:   

 helping unaccompanied youth choose and enroll in a school, after considering the youth’s wishes.   

 informing unaccompanied youth of their rights to transportation and assisting youth in accessing 

transportation.   

 providing unaccompanied youth with notice of their right to appeal school or school district deci-

sions and ensuring that youth are immediately enrolled in school pending resolution of disputes.  

• School personnel must be made aware of the specific needs of runaway and homeless youth.   

• McKinney-Vento state plans must:   

 Address problems caused by enrollment delays due to guardianship issues.   

 Describe how homeless youth and youth separated from the public schools are identified and  

accorded equal access to appropriate secondary education and support services.   

• McKinney-Vento sub-grants can be used for services and assistance to attract, engage, and retain  

unaccompanied youth in public school programs and services.  

MORE... 
See other issue briefs for more information on school selection, enrollment,   

transportation, disputes, and subgrants. (See legislative references for the text of the law.) 
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McKinney-Vento Act: UNACCOMPANIED HOMELESS YOUTH,  

continued  

Strategies for Assisting Unaccompanied Homeless Youth 

Disseminate Information 

• Develop materials such as posters, brochures, pamphlets, and fliers that explain McKinney-Vento rights  

information to youth. Make these items available in school attendance offices and distribute them to youth 

service providers.   

• Train school and school district personnel on the education rights of unaccompanied youth.  

• Require them to distribute informational materials and discuss their contents with the unaccompanied 

youth they identify.  

Develop Enrollment Procedures 

• Revise LEA policies immediately to accommodate unaccompanied youth and comply with the McKinney- 

Vento Act.  

• Decide who will be allowed to enroll youth and assist with basic educational needs.  

One option is to allow youth to enroll themselves while having the school district Homeless Liaison monitor 

academic progress and assist youth in making basic educational decisions.   
 

Another common option is to try to identify an adult in the youth’s life who can act as a caretaker.  

Schools and districts may decide to ask such adults to fill out caretaker forms establishing their  

responsibilities and providing their contact information.  

• Ensure that the enrollment staff in all schools is familiar with McKinney-Vento requirements and  

procedures related to enrolling unaccompanied youth: 

 Train school and school district staff to distinguish between “throwaway” and runaway youth.  

If your state has runaway reporting requirements designed to reconnect youth with their parents, 

try to avoid the trauma of police arrest by developing youth-centered approaches of achieving  

family reunification.  (For instance, try to get youth to call home or consent to school personnel  

calling their parents and letting them know where they are.)   

 Refer youth to federally financed youth shelters or other programs that focus on reconnecting  

runaways and families.   

 Develop partnerships with your local social services agency and refer youth to that agency first 

(rather than to law enforcement).   

•  Ensure that all of the above enrollment procedures are carefully crafted so they do not create further  

barriers or delay enrollment. For example, policy statements should clarify that identifying a caregiver is not 

a prerequisite to enrollment. 
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McKinney-Vento Act: UNACCOMPANIED HOMELESS YOUTH,  

continued  

Strategies for Assisting Unaccompanied Homeless Youth, continued 

Ensure Appropriate Educational Services 

To ensure appropriate educational services for unaccompanied homeless youth, districts can do the following: 

• Revise LEA policies, such as those related to attendance and credit accrual, to ensure that they remove  

barriers to academic success for unaccompanied youth.   

• Revise or develop LEA policies to address issues related to who signs for unaccompanied youth to  

participate in field trips or extracurricular activities. Work with legal staff to eliminate any fears about  

potential liability.   

• Provide unaccompanied youth the opportunity to enroll in diversified learning opportunities such as voca-

tional education, credit-for-work programs, and flexible school hours, yet ensure that they are integrated 

with the mainstream school environment (including extracurricular activities) as much as possible.   

• Maintain a listing of available surrogate parents to assist unaccompanied youth with their special education 

needs.   

• Develop strategies to continue educating students who have been suspended or expelled from school. 

Assist with Non-Educational Needs 

• Provide a “safe place” at school that includes trained mentors, school counselors, or social workers that  

unaccompanied youth can access as needed.   

• Contact relevant social service agencies and gather information, pamphlets, and applications concerning 

valuable services such as food stamps. Make such materials available to identified unaccompanied youth.   

• Meet with and coordinate with relevant social service and medical agencies to develop policies and  

procedures to facilitate an unaccompanied youth’s access to services and treatment with sensitivity and 

urgency.   

• Develop a list of referrals that includes shelters, youth hotlines, and other youth services providers  

(see Resources for Homeless Unaccompanied Youth on the next page). 

• Develop strategies to continue educating students who have been suspended or expelled from school. 
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Resources for Homeless Unaccompanied Youth 
 

Various national organizations and agencies are useful resources for youth and those trying to assist 

them: 

 
 

• Covenant House 

Crisis Hotline: 713-529-8336 

www.covenanthouse.org  
 

1111 Lovett Boulevard | Houston, Texas 77006 

Phone: 713-523-2231 

 

• National Network for Youth 

202-783-7949 

www.nn4youth.org  

 

• National Runaway Safeline 

Runaway Hotline: 1-800-RUNAWAY (1-800-786-2929)  

www.1800runaway.org/ 

 

• Stand Up for Kids 

1-800-365-4543 

www.standupforkids.org  

 

• Salvation Army – Young Adult Resource Center (YARC) Program  

 

McKinney-Vento Act: UNACCOMPANIED HOMELESS YOUTH,  

continued  

1500 Austin St. 
Houston, TX 77002 
713-752-0677 

16201 McGowen St. 
Houston, TX 77004 
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EXCERPTS FROM THE MCKINNEY-VENTO ACT  

(UNACCOMPANIED HOMELESS YOUTH) 

“The term ‘unaccompanied youth’ includes a youth not in the physical custody of a parent or guardian.” 

McKinney-Vento Act Sec. 725(6). 

 

“[T]he State and its local educational agencies will adopt policies and practices to ensure that transportation is 

provided, at the request of the parent or guardian (or in the case of an unaccompanied youth, the liaison),  to 

and from the school of origin….” 

McKinney-Vento Act Sec. 722(g)(1)(J)(iii) 

 

“Each local educational agency liaison…shall ensure that… (vii)…any unaccompanied youth, is fully informed of 

all transportation services, including transportation to the school of origin as described in  (1)(J)(iii), and is  

assisted in accessing transportation to the school that is selected under paragraph (3)(A).” 

McKinney-Vento Act Sec. 722(g)(6)(A). 

“In determining the best interest of the child or youth under subparagraph (A), the local educational agency 

shall— … 

(iii) in the case of an unaccompanied youth, ensure that the homeless liaison designated under  

paragraph (1)(J) 

(ii) assists in placement or enrollment decisions under this subparagraph, considers the views of such  

unaccompanied youth, and provides notice to such youth of the right to appeal under subparagraph (E).” 

 

McKinney-Vento Act Sec. 722(g)(3)(B) 

 

“If a dispute arises over school selection or enrollment in a school— 

…(iv) in the case of an unaccompanied youth, the homeless liaison shall ensure that the youth is  

immediately enrolled in school pending resolution of the dispute.” 

McKinney-Vento Act Sec. 722(g)(3)(E) 
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“Such plan shall include the following:   

(D) A description of programs for school personnel (including principals, attendance officers, teachers,  

enrollment personnel, and pupil services personnel) to heighten the awareness of such personnel of the spe-

cific needs of runaway and homeless youths…   

(F) A description of procedures that ensure that— …(ii) homeless youths and youths separated from the public 

schools are identified and accorded equal access to appropriate secondary education and support services….   

(H) Strategies to address other problems with respect to the education of homeless children and youths,  

including problems resulting from enrollment delays that are caused by (iv) guardianship issues ….”   

 

McKinney-Vento Act Sec. 722(g)(1) 

“In determining the quality of applications under paragraph (1), the State educational agency shall consider 

the following: (G) Such other measures as the State educational agency considers indicative of a high-quality 

program, such as the extent to which the local educational agency will provide case management or related 

services to unaccompanied youths.” 

McKinney-Vento Act Sec. 723(c)(3)(G) 

 

“A local educational agency may use funds awarded under this section for activities that carry out the pur-

pose of this subtitle, including the following:  

(7) The provision of services and assistance to attract, engage and retain homeless children and youths, and 

unaccompanied youths, in public school programs and services provided to non-homeless children and 

youths.” 

McKinney-Vento Act Sec. 723(d)(7) 

McKinney-Vento Act: Excerpts  

(UNACCOMPANIED HOMELESS YOUTH), continued  
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This Section/Document was Developed Collaboratively By: 

 

• National Association for the Education of Homeless Children and Youth (NAEHCY)  

404-530-9538 

www.naehcy.org 

• National Center for Homeless Education (NCHE) 

800-308-2145 

nche.ed.gov/ 

• National Homelessness Law Center (NHLC) 

202-638-2535 

homelesslaw.org/ 

McKinney-Vento Act: Excerpts  

(UNACCOMPANIED HOMELESS YOUTH), continued  
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STUDENT RESIDENCY QUESTIONNAIRE  
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THE UNINTERRUPTED SCHOLARS ACT:  

How FERPA Helps Child Welfare Agencies Access School Records  

Q: Why is sharing education information between child welfare, education, and court systems  

important? 

A: Child welfare workers need accurate information about a child’s education history and need to make 

informed placement recommendations to the court. Selecting a placement that is close to the 

child’s current school and which provides the proper education supports (including special educa-

tion if necessary) will improve the child’s well- being, increase permanency, and help prepare older 

youth to transition successfully to adulthood. Sharing education records also increases transparency 

and accountability across different state and local agencies, and reliable data helps stakeholders 

advocate for better laws and policies as well as increased funding. Moreover, federal law  

requires child welfare agencies to maintain education records in each child’s case plan file. 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law 

that affords parents the right to have access to their children’s educational records. 

However, FERPA can be instrumental in helping child welfare agencies obtain access to school records. 

Q: What is FERPA and how does FERPA affect education agencies’ ability to share education records 

with child welfare agencies? 

A: Schools must comply with the Family Educational Rights and Privacy Act (FERPA), which protects the 

privacy of student’s education records. “Education records” are all the materials maintained by an ed-

ucation agency or institution containing information directly related to a student. FERPA clarifies what 

information from a student’s records can beshared, with whom, and under what circumstances. 

 

Generally, FERPA prohibits schools from disclosing a student’s education records to a third party un-

less the parent (or the student at age 18) gives written consent. However, this law contains a number 

of important exceptions: An amendment to FERPA has made it much easier for child welfare agencies 

to obtain children’s education records from schools. 

FAQs 

Continued on next page... 
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Q: What has changed in FERPA that affects children in foster care? 

A: The Uninterrupted Scholars Act (USA) passed Congress with bipartisan support. Amendments to 

FERPA became effective on January 14, 2013. These events resulted in two very important changes 

to FERPA:   

• USA created a new exception under FERPA that makes it easier for schools to release a child’s 

education records to child welfare agencies without the prior written consent of the parents.  

(This does not mean that child welfare agencies should leave out parents. In fact, good practice 

dictates that child welfare agencies should make efforts to keep parents informed and involved 

at all times.)   

• USA eliminated the requirement that education agencies notify parents before education  

records are released pursuant to a court order to any individual, when the parent is a party to 

the case where that order was issued.   

Q: Why were these changes needed? 

A: Previously, FERPA had caused delays and problems for child welfare agency representatives in getting 

critical education records. Children and youth in foster care are among the most educationally at-risk 

of all student populations. Child welfare law requires that child welfare agencies maintain education  

records as part of the child’s case plan.  
 

The Fostering Connections to Success and Increasing Adoptions Act of 2008 now also requires  

agencies to make sure that children are enrolled in school, that their school placements are as stable 

as possible, and that children who change schools are promptly enrolled with all school records.  

To meet these requirements– and to ensure informed and timely judicial decisions – child welfare 

agencies need quick access to the child’s education record.  

FAQS, continued  

Continued on next page... 
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FAQS, continued  

Q: To whom can schools release records under the new exception? 

A: The latest amendment permits schools to release education records to “an  agency caseworker or  

other representative of a State or local child welfare agency, or tribal organization” who has the right 

to access a student’s case plan, and when the agency or organization is “legally responsible” for the  

child’s “care and protection.” While this will clearly include all children placed in out-of-home care by 

the agency, states may vary as to which other students fall into this category. Remember, even for 

children that are not in this category, the child welfare agency may nonetheless be able to get records 

through other means.  
 

For more information visit www.fostercareandeducation.org .  

Q: When and with whom can the child welfare agency share the education records? 

A: While the new exception does facilitate information sharing with child welfare agencies, it still protects 

the confidentiality of students’ records.  Child welfare agencies can only disclose education records 

obtained through this exception to “an individual or entity engaged in addressing the student’s  

education needs” who is authorized by the child welfare agency to receive the records, and consistent 

with other state confidentiality laws.  Of course, the child welfare agency may also share the records 

with any individual who meets another FERPA exception.  www.fostercareandeducation.org     

Q: How did the new law change the notice requirements under FERPA’s “court order” exception? 

A: Another important exception to FERPA’s parental consent requirement is when education records are 

shared with a third party to comply with a judicial order or subpoena. A school can release education 

records to any party listed on a court order, such as the child welfare agency or caseworker, caretaker, 

children’s attorney, or court-appointed special advocate. Under the new law, schools do not need to 

provide notice to parents prior to the release of records pursuant to the court order exception when 

the parents are parties to the child welfare case and are already on notice that the  school records will 

be shared.  

Continued on next page... 
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Q: Where can I learn more about this topic? 

A: The Legal Center for Foster Care and Education provides training and technical assistance to states 

and jurisdictions to improve their data collection and information sharing across agencies.  

We provide examples of what has worked in other jurisdictions, assess legal strategies, and assist in 

drafting memoranda of understanding (MOUs) that delineate the role of each stakeholder, protect 

children’s and families’ privacy rights, and ensure quality and reliability. For training and technical 

assistance requests, please email ccleducation@americanbar.org.  For a manual and tools about  

information sharing between child welfare and education, please download Solving the Data Puzzle 

at www.fostercareandeducation.org. 

FAQS, continued  
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FOSTER CARE AND STUDENT SUCCESS:  

EDUCATION, LAWS, AND GUIDANCE  

Key Provisions 

“Substitute Care” is the umbrella term used by Texas Child Protective Services  (CPS) for the care of 
children outside of their immediate family situation. This can be accomplished through formal or 
informal processes. 

Formal Substitute Care: Foster Care 

Children and youth who are placed by CPS in formal substitute care through a court order, with  

conservatorship retained by CPS, are not identified as homeless by the McKinney-Vento definition 

(Title IX, Part A, of the Every Student Succeeds Act). “Foster child” as defined in the Texas Family 

Code identifies the child as being in the managing conservatorship of CPS and in a foster-care 

placement  (see Texas Family Code, Section 263.001 (4)). 

There are many federal and state laws that exist to advance the education of students in foster 
care. Knowledge of the laws and how to apply them is critical so these laws are understood and 
followed. 

Numerous links to more information and law references are included below. Chapter and page 
numbers from the Texas Foster Care & Student Success Resource Guide provide quick access to 
information and support local training efforts. 
 

For the benefit of students, we encourage local education agencies (LEAs) to be familiar with this 
information. School boards and district administrators ensure that local policies and practices are in 
alignment and promote opportunities to increase awareness among school staff. 

Type of Homes 

• Foster (Family) Home Placement – The foster home may be a relative’s home (if they are a licensed/

certified foster home), but is usually an unrelated, and most frequently an unconnected family home 

that has  gone through training and been licensed by Residential Community Care  Licensing (RCCL). 

The placements in this home are court-ordered and CP retains conservatorship. CPS provides  

financial and casework services.   

• Foster Group Homes – Foster group homes are licensed by Residential Community Care Licensing 

(RCCL). Children/youth are placed by CPS through a court order, while CPS retains conservatorship. 

CPS provides financial and casework services. 

Continued on next page... 
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Foster Care and Student Success,  

Education, Laws, and Guidance, continued 

Formal Substitute Care: Foster Care, continued 

Other Types of Formal Care 

• Cottage Homes – Under state regulations, these are places where 12 or fewer kids live, with adult 

caregivers who act as substitutes for parents on the premises at least half or more of the time. 

• Residential Treatment Centers – These residential facilities provide treatment programs to children 

and youth. They are licensed by RCCL. Children and youth are placed through a court order, and CPS 

retains conservatorship. CPS provides financial and casework services. 

• Kinship Care – These homes are relative family homes approved by CPS but not licensed or certified 

as foster homes. Children are placed by a court order, while CPS retains conservatorship. There is 

some financial and casework support provided by CPS. 

• Legal Guardianship or Adoption – Legal guardianship and adoption are permanent legal placements 

that do not qualify the child for McKinney- Vento services based on their placement situation. How- 

ever it is possible that an adoptive or legal-guardianship family may be homeless depending upon 

their living situation, separate and apart from child placement issues. Each situation must be looked 

at individually to decide eligibility for McKinney-Vento services. 

Services for Children in Formal Substitute Care 

While children in the above formal substitute-care situations generally are not  eligible for homeless services 

under McKinney-Vento, they are eligible for  the following services through legislation aimed at serving  

children in state conservatorship:   

• Enrollment – Foster children in the conservatorship of the state are to be enrolled immediately in school. 

The school district of enrollment should send for the child’s records from the previous district of  

attendance. There is a 30-day window of time for receiving these records.   

• School Nutrition – Foster children must apply for the free meals program as a household of one using 

only those resources at their immediate disposal (i.e., an allowance). They are not required to use the 

income of the foster parent or birth parent when applying for free nutritional services at the school.   

• Title I Services – Foster children are eligible for Title I services in the same manner as other children on 

their campus.   

• Unaccompanied Youth – MAY be eligible for food stamps, housing and other financial assistance from 

the state.   

• Unaccompanied Youth Parent of a Child – MAY be eligible for Temporary Assistance for Needy Families 

(TANF), food stamps, section 8 housing or transitional housing assistance, and day-care assistance.   

• Disabled Child – Supplemental Security Income (SSI)  

• Child with a Deceased Parent –  Social Security   
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• Relative Care – This is a relative’s home where placement is made in one of several ways:   

 Placement may be voluntary and made by the parents of a child, with or without CPS suggestion 

to do so.   

 Placement may also be made temporarily by CPS while continuing an investigation, or while  

seeking court order and a more formal placement situation, or while providing Family-Based 

Safety Services (FBSS) to the family prior to the child’s return.   

 Placement may occur by the child/youth voluntarily going to stay with a relative.   

There is no home study completed by the state.  
 

The home is not certified or licensed for the child’s care. There is no court order for placement, 

and CPS does not seek or retain conservatorship. This is considered a “doubled-up” situation  

under McKinney-Vento.   

• Non-Relative Care – Non-relative care may also occur when a family friend agrees to care for a child  

voluntarily placed with them by the parent, or the unaccompanied youth voluntarily seeks permission to 

stay  with the non-relative family, or CPS permits the child to remain with the family friend while they 

either continue an investigation, provide FBSS to the family, or seek a court-order and conservatorship. 

This may include situations as informal as “couch surfing,” where youth move from one friend’s home to 

that of another, without any formal agreement for care by the adults in the home. This is considered a 

“doubled-up” situation under McKinney-Vento.   

• Emergency Shelter Care – Placement of a child/youth in an emergency shelter may be made temporarily 

by CPS to “await” foster (family) home, or foster group home placement, voluntarily by the parents of 

children/youth through an agreement with the shelter – sometimes at the suggestion of CPS, or by the 

child/youth voluntarily going to the shelter to seek services. Domestic violence shelters, runaway youth 

shelters, children’s shelters and homeless shelters are included in this definition.  There may or may not 

be a court order for placement, and CPS may or may not retain custody; however, the nature of  

emergency shelter care is temporary whether CPS places the child there or not. Residence in temporary 

shelter situations qualifies a child for McKinney-Vento services. 

• Transitional Living – Children and youth in transitional living situations are eligible for services under 

McKinney-Vento as long as there is not placement through a court order, with CPS conservatorship. 

• Unaccompanied Youth – Unaccompanied youth who stay with relatives or friends are eligible for  

McKinney-Vento services. 

Informal Processes 

Children and youth are also frequently placed through more informal means, without court order 

or CPS conservatorship. These children are generally considered to be eligible for homeless services 

under McKinney-Vento.  The situations listed below meet the definition of informal placements.  

Children in the above informal placement situations have the same rights under McKinney-Vento as other 

students experiencing homelessness, including the right to enroll, participate, and succeed in public school. 

Foster Care and Student Success,  

Education, Laws, and Guidance, continued 
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• Texas Education Agency Contact Information 

• Cal Lopez 

Texas Education Agency 

McKinney-Vento Homeless Education State Coordinator 

Highly Mobile and At-Risk Student Programs Division 

512-463-9414 

 

HomelessEducation@tea.texas.gov 

• General Inquiries  

512-463-9290 

generalinquiry@tea.texas.gov 

• State contact: 

Foster Care Education & Policy State Coordinator 

512-463-9414 

fostercareliaison@tea.texas.gov 

 

• Local contacts: 

• Lisa Jackson 

Sr. Manager & Homeless Liaison 

Office of Student Assistance 

713-556-7237  

Ljacks14@HoustonISD.org  

• Ilka J. Rosado 

Manager & Foster Care Liaison 

Office of Student Assistance 

713-556-7237  

Irosado@HoustonISD.org 

Other Resources 

Other fact sheets and resources outlining specific provisions for children and youth experiencing 

homelessness : 

Foster Care and Student Success,  

Education, Laws, and Guidance, continued 
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Eligibility Chart for Determining McKinney-Vento or Substitute/Foster Care Eligibility  

Children who are wards of the state, in foster homes, residential homes, treatment cen-
ters, or juvenile justice placements are NOT considered homeless under the Federal 
McKinney-Vento Homeless Education Assistance Act (ESSA  
reauthorization) – below are some common scenarios to assist the caseworker and liai-
son to determine whether the student is considered in Foster Care/Substitute Care as a 
ward of the state of Texas, and/or is considered homeless under McKinney-Vento. Most 
situations must be assessed on a case- by-case basis. 

McKinney-
Vento  

Eligible 

CPS/ 
Substitute  

Care 

Child is in state court ordered custody, placed in a licensed or certified foster or kinship 
home (home study, training, licensed/certified, financially supported, 2085 form).   X 

Child is in state court ordered custody, placed with the Texas Juvenile Justice Depart-
ment (TJJD). X 

  X 

Child is in state court ordered custody, placed in a Neglect or Delinquent Center. X   X 

Child is in state court ordered custody, placed in a Residential Treatment Centers (RTC).   X 

Child is in state court ordered custody, placed in an emergency shelter or transitional 
living Program. X X 

Child is in state court ordered custody, but child ran away from the foster home and re-
turned to stay with their birth family. Child is not considered homeless unless the birth 
family is living in a homeless situation. 

  X 

Child is in state court ordered custody, but child ran away from the foster home and is 
living with extended family or friends. Child is considered “doubled-up” and homeless as 
well as a ward of the state. 

X X 

Child is in state court ordered custody but is living in a McKinney-Vento defined situation 
that might include staying in: a hotel/motel, CPS office, or with a caretaker who meets 
the MV definition of homeless. 

X X 

Child is CPS involved but CPS has NOT taken custody. CPS requires the parent to iden-
tify a safe family member or friend for the child to stay with while an investigation or ser-
vices take place in the child’s home. This situation is viewed as a loss of housing for the 
child, who is then doubled-up in a home with caretakers that are not legally responsible. 
Sometimes a Power of Attorney is given to the caretaker. This does not provide legal 
guardianship of the child. 

X   

Child was identified as homeless previously in the school year and was subsequently 
taken into state custody and placed in a foster or kinship home. (Once identified as MV 
the child remains identified the duration of the school year.) 

X X 

Child is in state court ordered custody. CPS moves the child from one foster family to 
another -perhaps multiple times.   X 

Child in court ordered custody is placed with and custody transferred to a legal guardian 
or pre-adoptive home. (As long as the legal guardian is not living in a homeless  
situation.) 

  X 

Foster Care and Student Success,  

Education, Laws, and Guidance, continued 

HISD |  2022-2023 TITLE I, PART A PROGRAM 263



STUDENT ASSISTANCE 

Foster Care and Student Success,  

Education, Laws, and Guidance, continued 
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Services Provided 

Translation Services provides written translations to support Spanish-speaking HISD students and their 
families. Translation Services can help support other foreign languages needs by providing information on 
external, district-approved service providers on an as-needed basis. 

Services include translating the following: 

• school and district forms that parents need to complete, read, and respond to; 

• important school and district letters, newsletters, announcements, etc.; 

• school and district handbooks for parents; and 

• any other type of documents that district or school personnel consider essential  
and vital to parents. 

TRANSLATION SERVICES 

URL 
For additional information, please access Translation Services’  webpage  

(http://www.HoustonISD.org/Page/68308) via the  HISD employee portal.  

Requesting Translation Services 

Contact Information 

• Translation Services (translations@HoustonISD.org)   

• Special Education — Interpretation and translation for Special Needs Students  
(e.g., ARD meetings): 713-556-7025   

• Multilingual Programs — Interpretation for immigrant, migrant, refugee, and newcomers:  713-556-6961   
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TRANSLATION SERVICES 

HISD Translation Services, continued  

Criteria for Submitting Content for Translation 

• Documents provided should be final versions — drafts are not translated.   

• Content should be provided as an original Microsoft Word document; conversions and any other 
types of files may not be accepted or may result in delays.   

• When submitting a revised document that has previously been translated, the document must 
show the revisions and/or updates as tracked changes.   

• Translation Services CANNOT translate copyrighted materials unless the proper permissions have 
been obtained.   

• Translation Services does NOT translate third party documents.   

School Improvement Plan (SIP) Translations 

A requirement of the Every Student Succeeds Act (ESSA), is that Title I Campuses must make their School 

Improvement Plan (SIP) available to the public in an understandable and uniform format.   

The entire SIP – including the Executive Summary – must be translated into the language(s) of parents of 

enrolled students.   However, due to the scope of this districtwide requirement,  HISD Translation  

Services IS NOT able to assist with this process.  

Rule of  
Thumb 

The External Funding Department strongly suggests that if at least 10% of 

parents of enrolled students speak a language other than English, the SIP or 

other material must be translated into those languages. However, every 

effort should be made to translate content for any student/family who needs 

specific-language translations. 

Options 

Consider using one of the options below to have this documentation translated:   

• Make use of vendors via contracted services: Access the Purchasing Department site and use key word 

Translation in the Search tool to display a current list of approved vendors  

(or call the department at 713-556-6515).   

 The campus should receive at least two quotes for translating the document. 

 General Funds as well as Title I Funds can be used to pay for this expenditure.   

(See additional information on the following page.) 

Continued on next page... 
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TRANSLATION SERVICES 

HISD Translation Services, continued  

School Improvement Plan (SIP) Translations—Options,  

continued 

• Enlist the services of campus staff with native fluency in the required language(s) and familiar with  

our educational system and academic terminology. 
 

If this choice is selected, be sure to add the following disclaimer to the document:   

DISCLAIMER:  The (identify language) version is a translation of the original document for  

information purposes only. In case of any discrepancies, the original version in English will prevail.  

• Consider using “Google Translate” –  But the document MUST BE reviewed by professional staff 

members who have native fluency in the language to ensure that the vocabulary represents the 

English content accurately. 

(Google Translate does a literal translation and may not capture and reflect certain terminology, 

expressions, and nuances.) 

Translation Costs 

Campus Title I funds CAN be used to pay for this service. 

If using contracted services, Campuses are encouraged to obtain at least two quotes.  

Campuses will receive a bill following completion of the job.   
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TRANSLATION SERVICES 

HISD MULTI-LANGUAGE TERMINOLOGY LIST  

The HISD terminology list was developed by Translation Services as a tool for translating and interpreting the 

most commonly used words in the District in an educational setting. It is important to note that this  

resource uniquely reflects the terminology used in HISD and might not always apply to other school districts 

or settings.   

This is an in-house terminology list developed to encourage more consistent use of words and terms in 

translations/interpretations throughout HISD. Due to the richness of the languages, the list may include 

several options for one specific English term: All options are deemed to be correct and may be used  

according to the text. Translation Services acknowledges that there might be acceptable alternatives that 

are not included in this list.  

The following considerations or guidelines apply:   

• The list does not contain all possible regional, dialectical, or colloquial variations.   

• For many terms, more than one translation is provided. In those cases, the options are separated by a 

slash (/) and listed in order of preference – but overall context should be taken into account.   

• Italics are occasionally used in the translations to indicate terms for which no appropriate term was 

available; in such cases, the English language term should be used.   

• When an English term is known by an acronym, the translation provided is followed by an explanation 

stating that in English the term is known by the acronym. The reference to the English acronym needs 

to be noted only the first time that the term is used in a document . 

Continued on next page... 
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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TRANSLATION SERVICES 

HISD Multi-Language Terminology List, continued  
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INTRODUCTION TO HISD CONNECT  

Chapter Contents 

The purpose of this guide is to provide consistent procedures to all HISD campuses for coding Title I, Part A 

data in HISD Connect . It also provides descriptions of data elements and the codes used in HISD Connect for 

Title I,  Part A.  

 

This chapter shows you how to: 

• Obtain access to HISD Connect 

• Create/Edit Title I participation records 

• Create/Edit Title I service records 

• Create/Edit Title School-Parent Compact records 

• Mass Code Title I School-Parent Compact records 

• Create/Edit Parent & Family Engagement records 

• Code Socioeconomic status for students 

• Navigate reports related to Socioeconomic Disadvantage 

CODING 

It is important to have appropriate documentation such as sign-in sheets, minutes, agendas, flyers, letters, 

etc. prior to entering data into HISD Connect. Documentation must be maintained in the Title I bin on the 

campus — even after data is entered. 
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CODING 

Roles and Responsibilities: Data Entry 

Introduction to HISD Connect, continued  

Principals must ensure that reports from the Texas Education Agency (TEA) —which reflect actual Public  

Education Information Management System (PEIMS) data — are compared to campus reports for reasonableness 

and accuracy. 

For more information on data quality, please refer to the HISD Federal and State Compliance site. 

Title I Campus Contact 

• All Title I Campus Contacts must be trained in entering Title I data into HISD Connect. 

NOTE: The Title I Campus Contact may use the assistance of the Student Information Management 

Specialist (SIMS). 

• The Title I Campus Contact must provide the Student Information Representative (SIR) with  

appropriate information for coding, such as names and coding information of students who are 

being served in the program. 

LOOK 
IMPORTANT!  

The Title I Campus Contact must approve all data entered by the SIR. 
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OBTAINING ACCESS TO HISD CONNECT  

1-View Mandatory Online Training

To obtain HISD Connect Coding access, Campus Title I Contacts or SIRs (who will be coding socioeconom-
ic data)* must complete specific online OneSource training within two (2) weeks of receiving this role. 
Follow the steps below to access the online training. This must be done PRIOR to submitting the SIS Se-
curity form. 

* The campus role that is required to input the economic disadvantaged coding is the R/E/W role
(Registration/Enroll/Withdraw).

At  this time, only the online course HC_HISD Connect Overview (1441044) in OneSource is required before 
completing the SIS Security Access Request Form. 

Aside from that, External Funding 
will conduct routine trainings in  
the areas of Title I Coding and  
Socioeconomic data entry. 

2-Complete the HISD

SIS Security Access

Request Form

After completing the online 
training, Campus Title I  

Contacts  or SIRs must complete 
sections I and II of the HISD  SIS 
Security Access Request Form. 
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CODING 

OBTAINING ACCESS TO HISD CONNECT, continued  

When completing the SIS Security Access Request Form: 

• Make sure that in Section II—Campus Level  you are requesting access to “Title I” or 

“Socioeconomic.” 

• Obtain the necessary signatures and follow the instructions on how to submit  

(located in the top right-hand corner of the form). 

 
You may either email the form to SISSecurity@HoustonISD.org OR fax to 713-556-8870. 
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CODING 

CODING FOR TITLE I, PART A — GENERAL INFORMATION 

Title I Information in this Chapter 

This section contains instructions for the following tasks: 

TASK PAGE 

Create a Title I Participation Record 

Edit/Update a Title I Participation Record 

Create a Title I Service Record 

Edit/Update a Title I Service Record 

Create a Title I School-Parent Compact Record 

Mass Code the Title I School-Parent Compact 
Record 

Edit/Update a School-Parent Compact 

Create a Parent/Family Engagement Record 

Edit/Update a Parent/Family Engagement Record 

Reports Related to the Title I, Part A Program 

Recording Title I, Part A Status 

Schoolwide Title I School 

• If a campus is designated as a Schoolwide Title I school, EVERY STUDENT enrolled in that school

will be AUTOMATICALLY coded as “6” (Title I) –  there is no need to create a Title I record.

NOTE: The record will be closed if the student transfers out.

• When a student transfers from a non-Title I school to a Schoolwide Title I school, the system

AUTOMATICALLY creates a Title I “6” record as the new student enrolls in the schoolwide Title I

school –  there is no need to create a Title I record.

Targeted Assistance School 

• When a student transfers to a Targeted Assistance Title I school: school personnel must

MANUALLY assign that student a Title I participation code “7” to create a Title I record for

this individual student.

Continued on next page... 
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CODING 

CODING FOR TITLE I, PART A — GENERAL INFORMATION, 

continued  

School-Parent Compact (Schoolwide or Individual) 

• Users can select all  students and mass-assign the School-Parent Compact. 

• When a student transfers from a Title I campus to another Title I  campus, that student should 

receive a School-Parent Compact from the new campus. The new campus can view — but not 

edit — the record created at any previous campus.   

 

Records of successive School-Parent Compacts will be retained for students, corresponding to the 

campuses they attended. 
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CODING 

TITLE I, PART A CODING PROCEDURES—ENROLLMENT  

Create a Title I Participation Record for an Individual Student  

(Targeted Assistance) 

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, on the left side of the screen, under Special Populations, click Title I. 

2 On the resulting  page, select the Title I Enrollments tab.  

Then click New. 

3 On the resulting data entry screen, enter data as appropriate.  

Then click Submit. 
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CODING 

TITLE I, PART A CODING PROCEDURES—ENROLLMENT,  

continued  

Edit/Update a Title I Participation Record for an Individual Student  

(Targeted Assistance) 

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, on the left side of the screen, under  Special Populations click Title I. 

2 On the resulting  page, select the Title I Enrollments tab.  

3 Click on the Start Date link (under Current Enrollment).  

Continued on next page... 
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CODING 

TITLE I, PART A CODING PROCEDURES—ENROLLMENT,  

continued  

Edit/Update a Title I Participation Record for an Individual Student  

(Targeted Assistance), continued 

Step Description 

4 Update the Edit Title I screen. 

5 Click Submit.  
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CODING 

TITLE I, PART A CODING PROCEDURES—SERVICES  

Create a Title I Service Record (Targeted Assistance) 

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, under  Special Populations on the left side of the screen, click Title I. 

2 On the resulting  page, select the Title I Services tab.  

Then click New.  

Continued on next page... 
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CODING 

TITLE I, PART A CODING PROCEDURES—SERVICES,  

continued  

Create a Title I Service Record (Targeted Assistance), continued 

Step Description 

3 Complete New Title I Service screen. 

 

 

 

 

 

 

 

 

Then click Submit. 
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CODING 

Edit/Update a Title I Service Record  

TITLE I, PART A CODING PROCEDURES—SERVICES,  

continued  

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, under  Special Populations on the left side of the screen, click Title I. 

2 On the resulting  page, select the Title I Services tab.  

 

3 Click the Start Date under Current Services. 

Continued on next page... 
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CODING 

Edit/Update a Title I Service Record , continued 

TITLE I, PART A CODING PROCEDURES—SERVICES,  

continued  

Step Description 

4 On the Edit Title I Service screen: 

• Update by revising data and then clicking Submit,  

or 

• Delete the service record by clicking Delete. 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY  

Create a Title I School-Parent Compact Record 

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, under Special Populations on the left side of the screen, click Title I. 

2 On the resulting page, select the Parent and Family Engagement  tab.  

Then click New. 

 

 

 

 

 

 

 

RESULT: The Add Title I Compact & Engagement screen displays. 

 

 

Continued on next page... 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Create a Title I School-Parent Compact Record, continued 

Step Description 

3 Choose the correct School-Parent Compact. 

Then click Submit. 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Mass Code Title I School-Parent Compact Record 

Step Description 

1 Select all enrolled students by clicking “All” at the top of the Start Page. 

Then click the right-most button on the bottom, which should be entitled 

Title I - Parent Engagement Compact. 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  If this button does not display that title, you can select it from a 

menu by clicking the down arrow. 

Follow the steps below to mass code a Title I School-Parent compact record for all enrolled students  

at one time.   

Continued on next page... 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Mass Code Title I School-Parent Compact Records, continued 

Step Description 

2 Complete the Title I-Mass Assign Parent & Family Engagement screen. 

Click Submit. 

3 Then click Confirm Submit. 

 

 

 

RESULT: The selected School/Parent Compact is applied to all  

enrolled students. 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Edit/Update a School-Parent Compact Record 

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, under Special Populations on the left side of the screen, click Title I. 

2 On the resulting page, select the Parent and Family Engagement tab.  

 

 

3 Click the Current School Year (under "Current Engagements"). 

 

 

Continued on next page... 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Edit/Update a School-Parent Compact Record, continued 

Step Description 

4 On the resulting Edit Title I Compact & Engagement screen, either: 

• Make edits and click Submit, 
or 

• Click Delete to eliminate the record  
(this should only be done if the student never received Title I services). 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Create a Parent & Family Engagement Record 

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, under Special Populations on the left side of the screen, click Title I. 

2 On the resulting page, select the Parent and Family Engagement tab. 

3 Choose the Parent/Family Engagement Activity(ies). 

NOTE:  See PFE Coding Checklist on page 303. 

Then click Submit. 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Edit/Update a Parent & Family Engagement Record 

Step Description 

1 Select the student on the Start Page (his or her schedule will display). 

Then, under Special Populations on the left side of the screen, click Title I. 

2 On the resulting page, select the Parent and Family Engagement tab.  

 

 

3 Click the Current School Year (under "Current Engagements"). 

 

 

Continued on next page... 
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CODING 

TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  

Edit/Update a Parent & Family Engagement Record, continued 

Step Description 

4 On the resulting Edit Title I Compact & Engagement screen, either: 

• Make edits/updates and click Submit, 
or 

• Click Delete to eliminate the record  

 

 

 

 

 

 

 

 

 

 

NOTES: 

You may only code one occurrence per category.   

Example: If parents attended several Parent Literacy events, you can only 

code it once. 

 

See also the PFE Coding Checklist on the next page. 
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TITLE I, PART A CODING PROCEDURES—PARENT & FAMILY,  

continued  
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REPORTS RELATED TO THE TITLE I, PART A PROGRAM  

Report Location(s) / 

Name 
PURPOSE 

Start Page > sql Reports 

> Title I > District Title I  

Participation  

 

Click Submit to view  

the report. 

Title I Participation (DISTRICT) 

This report displays district Title I Participation numbers for each 

campus. 

 

Start Page> sql Reports 

> Title I > Campus Title I 

Participation  

 

Click Submit to view  

the report. 

Title I Participation (CAMPUS) 

This report displays  campus Title I Participation for each student. 

Continued on next page... 
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REPORTS RELATED TO THE TITLE I, PART A PROGRAM,  

continued  

Report Location(s) / Name PURPOSE 

Start Page > sql Reports >  

Title I > District Title I Services  

Click Submit to view the  

report. 

Title I Services (DISTRICT) 

This report displays the Title I services that students received 

at the campus level. 

 

Start Page> sql Reports > Title I > 

Campus Title I Services 

Click Submit to view the report. 

Title I Services (CAMPUS) 

This report displays Title I services provided to students. 

Continued on next page... 
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REPORTS RELATED TO THE TITLE I, PART A PROGRAM,  

continued  

Report Location(s) / Name PURPOSE 

Start Page> sql Reports > Title I > 

District Parent and Family  

Engagement 

Click Submit to view the report. 

Parent and Family Engagement (DISTRICT) 

This report displays Parent and Family Engagement activities 

per campus. 

 

Start Page> sql Reports > Title I > 

Campus Parent and Family  

Engagement 

Click Submit to view the report. 

Parent and Family Engagement (CAMPUS) 

This report displays Parent and Family Engagement activities 

per student. 
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CODING FOR SOCIOECONOMIC STATUS—BACKGROUND  

Collecting Socioeconomic Information 

For the 2022-2023 school year, Houston ISD will offer free meals to all students in the Community Eligibility 

Provision Program (CEP). HISD is required to collect the socioeconomic status of each such student as a  

performance indicator for student achievement (TEC § 39 for Texas state requirements and ESEA §§1111 and 

1116 for U.S. Department of Education requirements) and for use in disbursement of federal funds (ESEA 

§1113). This information is not shared with outside agencies.

It is very important for HISD to obtain socioeconomic information on these CEP students in order for schools 

to receive Title I and State Compensatory Education funding. Students’ parents or guardians must provide  

specific socioeconomic information to the campus.  

Socioeconomic information forms are collected either as: 

• Hand-completed blue paper Socioeconomic Information Forms (SIFs)
or

• Online SIFs completed by parents/guardians on the HISD Parent Portal

(The completed online forms must be printed for documentation.)

See pages 311 and 312 for a description of how parents access/complete online SIFs 

through the HISD Parent Portal and how school personnel can retrieve those completed 

online forms.
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CODING FOR SOCIOECONOMIC STATUS—BACKGROUND  

continued  

How Socioeconomic Information is Processed in HISD Connect 

1. First, the parent or guardian provides specific information regarding the family’s socioeconomic status.

The information goes into the HISD Connect system.

2. After the information is entered into HISD Connect, the system assigns a Socioeconomic code for the

student (based on the current Income Eligibility Chart, which is embedded in the system’s logic).

3. The system-assigned code must be handwritten on the student’s SIF -- either on the blue paper SIF or on

a printed copy of the online SIF.  (These documents are stored for five years.)

See a list of system-assigned codes on the following page.

NOTE: Although pre-certified students are not coded manually, you must still write the “A,”  “1,” “2”or “3”

code on the SIF.

4. Aggregated socioeconomic data is used for reporting and funding purposes.

IF socioeconomic information is 

provided by parents/guardians 

this way: 

THEN this information is entered into HISD Connect in the 

following manner… 

Completed on the blue paper SIF 

Manually entered into the system by the Student Information 

Representative (SIR) or the campus registrar. 

EXCEPTION:  Students who are pre-certified by Food Services 

do NOT need to be coded manually. 

For instructions, see page 314. 

Input online via the HISD 

Parent Portal 

Transferred into the system automatically. 

What the Food Services Codes Mean 

• A - Pre-certified

• 1 - Free Meals under the National School Lunch & Child Nutrition Program

• 2 - Reduced Meal under the National School & Child Nutrition Program

• 3 - PAID

Deadline for Input of Socioeconomic Data 

As a general rule, all socioeconomic information must be entered into the system by the PEIMS snapshot 

date —the last Friday in October.  For the current school year, that date is October 28, 2022. 
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CODING FOR SOCIOECONOMIC STATUS—BACKGROUND  

continued  

How Socioeconomic Information is Processed in HISD Connect,  

continued 

Socioeconomic Codes  

The following are codes that may be assigned as a result of entering socioeconomic data into the HISD 
Connect system.  These codes are auto-assigned by the system. 

 

NOTE:  

“Not Received” (NR) data input should only be used after efforts to obtain information from the parent/
guardian have proven unsuccessful. 

Campus 

ECO Code 
Description 

Corresponding State 

PEIMS Code 

0 

Returned form but declined to provide  

information. Use this code when parents did not  

enter any information on the SIF. 

00 

NQ 

Not Qualified – Household income entered on the SIF 

does not qualify as economically disadvantaged per the 

Income Eligibility Chart. 

00 

NR SIF not returned. 00 

SIF 

Socioeconomic Information form qualified – Use this 

code if parents return this form and qualify as econom-

ically disadvantaged based on household income. 
99 
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CODING FOR SOCIOECONOMIC STATUS—BACKGROUND  

continued  

Socioeconomic Information Form (SIF) 
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CODING FOR SOCIOECONOMIC STATUS—ONLINE FORMS  

How Parents/Guardians Access and Complete Online SIFs 

To complete online Socioeconomic Information forms from the HISD Parent Portal, parents would follow the 

steps below after logging in:  

Step Description 

1 The parent clicks on                        (on the left side of the screen).   

2 

On the resulting screen, the parent scrolls down and clicks on 

Socioeconomic Information Form (this opens the page where 

data is entered). 

3 

The parent/guardian enters information and then clicks SUBMIT. 

RESULT:  Socioeconomic data entered online is automatically 

transferred into HISD Connect and the system assigns an eco  

code for this student. 
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CODING FOR SOCIOECONOMIC STATUS—ONLINE FORMS  

continued  

How to Retrieve/Print Completed Online SIFs 

This procedure should be performed 2-3 times per week. 

Step Description 

1 Select Reports > Form Reports from the left side of the HISD Connect screen. 

2 
Click [Houston] Socioeconomic Information Form on the resulting screen. 

RESULT: A list of online SIFs completed by parents/guardians displays . 

3 
Open each SIF by clicking on the Student Number for that row.. 

RESULT: The completed SIF for this student displays. 

4 
Click Ctrl-P to open the Print dialog box (verify that print destination is your 

PRINTER) and click Print. 

5 Following the steps above, print each online SIF. 

6 
Save the pile of printed SIFs so that you can handwrite the eco code on each one. 

(See steps 7-9). 

7 Go to Reports > District Reports. 

8 
Under the PEIMS section, click on Student Economic Disadvantage Report.  

RESULT: An alphabetical list of students displays, together with relevant data. 

9 

Find each student and write their assigned eco code on the printed SIF –  

either from the Meal code column (students pre-certified by Food Services) or 

the Campus ecocode column (system-assigned eco code). 
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CODING 

CODING FOR SOCIOECONOMIC STATUS FOR PAPER SIFs  

Getting Ready to Code Socioeconomic Status 

To streamline the process of coding paper SIFs, do the following: 

1. Collect the blue paper SIFs.

2. Run the Student Economic Disadvantage Report located under District Reports > PEIMS  > Student

Economic Disadvantage Report.

   Note that listed student records will have various codes: 

• A , 1, 2 & 3— These  students have already been coded by Food Services.

No coding needed, but you still need to write the code on the SIF.

• P , blank (-) — These students must be coded.

3. For students pre-coded as A, 1, or 2:

No coding is required — You can simply write the assigned code on the blue SIF and set it aside. 

For students who display P or blank: These students must be coded.

See coding instructions beginning on page 314.
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CODING 

CODING FOR SOCIOECONOMIC STATUS FOR PAPER SIFs  

continued  

Who Inputs Socioeconomic Data into HISD Connect? 

These instructions apply to campus personnel who are inputting data based on paper SIFs submitted by  

parents/guardians.  The campus role that is required to input economic disadvantaged coding is the  

R/E/W role (Registration/Enroll/Withdraw). 

Coding Socioeconomic Data into HISD Connect 

Follow the steps below to code a student’s socioeconomic data into HISD Connect based on  

information provided on the blue paper Socioeconomic Information Form. 

IMPORTANT—If the student is coded as A, 1, or 2, you do not need to perform this procedure BUT you must 

write that code on this student’s SIF. 

Step Description 

1 Access HISD Connect, on the Start Page and select your campus. 

2 On the Start page, select the grade level and then select the student.  

3 On the left-hand green panel, click Special Populations, and then  

Economic Disadvantage.  

Continued on next page... 
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CODING 

CODING FOR SOCIOECONOMIC STATUS FOR PAPER SIFs  

continued  

Coding Socioeconomic Data into HISD Connect, continued 

Step Description 

4 On the Economic Disadvantage page for this student, click on the New button. 

 

 

 

 

 

 

 

 

 

RESULT:  A pop-up data entry screen (“Add Econ Dis Campus”) displays. 

5 Enter the requested date: 

• Transaction Date – This is auto-populated with today’s date. 

• Effective Date – Enter the date that the parent signed the SIF.  

Continued on next page... 
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CODING 

CODING FOR SOCIOECONOMIC STATUS FOR PAPER SIFs  

continued  

Coding Socioeconomic Data into HISD Connect, continued 

Step Description 

6 If applicable, checkmark one of the boxes shown below on the form.   

After marking any of these boxes, click SUBMIT.   

 

 

 

 

 

 

 

 

X  STOP -- You are finished with this student and the system will assign the  

                   appropriate code. (in this example, 0).  Go to Step 9. 

If not applicable, go to the next step. 

7 Does this family receive federal assistance (Step 2 on the SIF)? 

• If YES (either SNAP or TANF—or both—are YES), checkmark YES as appropriate.  

Then click SUBMIT. 
 

X  STOP -- You are finished with this student. The system will assign  

                   an “SIF” code.  Go to Step 9. 

 

 

 

 

 

 

 

 

• If NO (i.e., both SNAP and TANF are marked NO), go to the next step.  

Continued on next page... 
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CODING 

CODING FOR SOCIOECONOMIC STATUS FOR PAPER SIFs  

continued  

Coding Socioeconomic Data into HISD Connect, continued 

Step Description 

8 If no federal assistance is being received, then enter total members in the household 

and total yearly income (Step 3 of the SIF). 

NOTE: If the parent/guardian has left this blank, you may need to return to Step 6 

and checkmark “Parent declined to provide information.” 

Then click SUBMIT. 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT:   

System assigns the appropriate code based on the data entered (i.e., SIF, NQ). 

Go to Step 9. 

9 Write the system-generated socioeconomic code on the blue SIF . 

 

You have now coded this student — proceed to the next student. 
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CODING 

REPORTS RELATED TO SOCIOECONOMIC DISADVANTAGE  

Report Location(s) / Name PURPOSE 

Reports > Form Reports 

[Houston] Socioeconomic In-

formation Form 

This screen is the repository of online SIFs completed by  

guardians/parents. Print each one in preparation for coding. 

 

 

 

Reports > sql Reports >  

Economic Disadvantaged 

-and- 

Reports >  

District Reports > PEIMS 

 

District Campus Coding  

Completed Report 

This report displays a list of campuses and their completed coding 

percentage. 

 

 

 

 

 

NOTE: This report displays only the percentage, based on what the 

campus has coded. 

Continued on next page... 
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CODING 

REPORTS RELATED TO SOCIOECONOMIC DISADVANTAGE  

continued  

Report Location(s) / Name PURPOSE 

Reports > sql Reports >  

Economic Disadvantaged 

-and- 

Reports > District Reports > 

PEIMS 

• Economic Disadvantage 

Survey – Campus 

• Economic Disadvantage 

Survey - District 

Economic Disadvantage Survey 

The report displays a count of students eligible for each coding 

under economic disadvantage. 

 

 

 

Reports > District Reports > 

PEIMS 

 

Student Economic  

Disadvantaged Report 

Student Economic Disadvantaged Report 

This report lists socioeconomic status information for each student. 
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2022-2023 Title I Handbook: Corrections and Updates  

 

 

 

HISD | 2022-2023 Title I, Part A Program 

 

Click on the page number to access the revised page.   Updated pages / chapters will reflect latest “Rev” date. 

Chapter Page Description Date 

ESSA Requirements 54 
Requesting Approval for a Field Lesson 
Added link and image for Purchasing Dept. 
ProCard Exception Request Form. 

8/17/2022 

Coding 283 
1-View Mandatory Online Training 
Corrected the online course that is required to be 
taken for HISD Connect security access. 

8/17/2022 

Campus Contact 
Responsibilities 

71 
Stipend for Title I Campus Contacts 
Added list of campus positions that are NOT 
eligible for stipend. 

8/22/2022 

Budget Information 94 
Allowable Title I Stipends 
Re Opportunity Culture Stipend:  Added 
parentheses (RISE Transformation Campuses). 

8/29/2022 
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