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FEDERAL PROGRAM GUIDANCE 

Permissible Use of Federal Funds 

Supplement, Not Supplant 
Federal funds must supplement — add to, enhance, expand, increase, extend — programs and 
services offered with state and local funds. Federal funds must NOT supplant — take the place of, 
replace — the state and local funds used to offer those programs and services. 

Proving that Expenditures are Supplemental 
The following are examples of the types of documentation auditors may request from an LEA to 

demonstrate that an expenditure is supplemental to other federal and/or nonfederal programs: 

• fiscal or programmatic documentation confirming that in the absence of federal funds the

services/opportunities would not be available

• itemized budget histories from one year to the next and budget information

• planning documents

• actual reduction in state or local funds, evidenced by state or local legislative actions

• specific policies and procedures related to supplement, not supplant requirements

Well-Rounded Education 

Due to changes to equitable services under the Every Student Succeeds Act (ESSA), federal dollars, 

once  earmarked solely for spending on core subject areas, are now expanded to include a "well-

rounded  education” which gives districts the opportunity to leverage federal funds to support or 

enhance music,  fine arts, and career and technical training. These programs were not allowed in 

the past. 

The term “Well-Rounded Education” encompasses: 

• English, reading, or language
arts

• civics and govern-
ment

• career and technical
education

• science, technology,
engineering, mathematics

• economics • health, physical education,
and

• computer science • arts, music • others as designated by State/
Local Education Agency (LEA)

• foreign languages
(languages other than English)

• history, geography • 

Rev. 08/23/2020 1
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FEDERAL PROGRAM GUIDANCE, continued 

Priority Subjects for Titles I and II 

HISD has determined that reading, English, language arts, math, and science are priority subjects 

for the Title I and Title II, Part A federal programs. Therefore, those subjects are the primary  

focus for the use of federal funds. However, the needs of the school (based on the Campus Needs 

Assessment) will drive the actual use of funds.   

 

Title I, Part A professional development funding must focus on effective instructional strategies 

and practices  in the well-rounded subject areas. In contrast, Title II, Part A professional  

development funding can include a broader range of opportunities. 

Capital Outlay Expenditures 

HISD defines capital outlay as equipment costing $500 or more. The most commonly requested 

items are computers, laptops, and printers. 

 

United States Department of Education (USDE) has provided guidance, saying that because of 

the inability to monitor such equipment to verify that it is only used for secular purposes,  

Private Nonprofit (PNP) Schools cannot be provided with capital outlay.  (USDE is currently re-

viewing this guidance.) Moreover, HISD does not provide equipment or capital outlay to PNP 

Schools due to difficulty in tracking and monitoring equipment located at non-HISD schools.  

Title I, Part A:  

High Quality Education for Economically Disadvantaged Students 

Purpose and Beneficiaries 
The purpose of Title I, Part A is to ensure that all children have a fair, equal, and significant 

opportunity to obtain a high quality education and reach —  at a minimum — proficiency on 

challenging state academic achievement  standards and state academic assessments.  

 

The beneficiaries of the program are students who experience difficulty mastering state  

academic achievement standards.   

How Title I, Part A Works 

USDE provides supplemental federal funds to LEAs to give  financial assistance to schools with high 

percentages of students from low-income families. These funds are  intended to ensure that  

students meet the state’s challenging student performance standards, regardless  of  

economic status. By providing Title I funds, the government aims to ensure that all children receive 

a fair,  equitable, and high-quality education, and to close the achievement gap.  

Title I, Part A supports public schools in implementing either a schoolwide program or a targeted 

assistance program; however, Title I, Part A also supports PNP Schools by implementing a  targeted 

assistance program for eligible students.   

Rev. 08/23/2020 2



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

Program Overview & Participation 

 

FEDERAL PROGRAM GUIDANCE, continued 

Targeted Assistance Program 
A school participating in a targeted assistance program uses Title I, Part A funds on activities and 

services  for only HISD eligible students identified as having an academic need per the established 

criteria.  IMPORTANT: Be sure to maintain documentation demonstrating that Title I, Part A funds 

were expended solely  on these identified students.   

Targeted Assistance programs: 

• serve only students who are failing, or at risk of failing, in meeting the state’s challenging  
student academic performance standards and who reside within the attendance boundary of 
an HISD Title I school. 

• provide supplemental services designed to help participating students meet the state’s overall 
student academic performance standards. 

• use the state’s system of assessment to review the effectiveness of the program. 

Title I, Part A:  

High Quality Education for Economically Disadvantaged Students 
(continued) 

Rev. 08/23/2020 3
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FEDERAL PROGRAM GUIDANCE, continued 

PNP Schools are not Title I schools.  

They are PNP Schools with a targeted assistance Title I program. 

PNP SCHOOL PARTICIPATION REQUIREMENTS 

Student Identification 

PNP Schools must identify the eligible PNP students who: 

• Reside within an HISD Title I, Part A school attendance zone, 

       AND 

• Have an identified academic need (i.e., the students are failing, or are at risk of failing, 

to meet the state’s student performance standards). 

Campus Needs Assessment/Program Description/Comprehensive PD & Spending Plan 

(CPDSP) 

All PNP Schools’ services must align with the Campus Needs Assessment, which identifies 

student, teacher, and school needs. Title I, Part A programs require a Program Description 

that includes the design, schedule, and delivery method of services. For all grants, the 

CPDSP will outline the professional development plan (with related costs) for the entire 

grant period. 

All forms are to be submitted to HISD no later than October 30, 2020. 

Program Integration 

PNP Schools should integrate and coordinate Title I, Part A services with resources from 

the school or other organizations and agencies. 

Increased Student Assistance 

PNP Schools must provide additional assistance to students identified as needing help in 

meeting the state’s challenging student academic achievement standards. 

Communication with Parents and Families 

PNP Schools must provide information to parents and families in the languages they un-

derstand. 

Title I, Part A:  

High Quality Education for Economically Disadvantaged Students 
(continued) 

Rev. 08/23/2020 4



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

Program Overview & Participation 

 

FEDERAL PROGRAM GUIDANCE, continued 

Title II, Part A:  

Professional Development for Teachers and Principals 

Purpose and Beneficiaries 

The purpose of Title II, Part A is to increase the academic achievement of all  students by helping 

schools and districts improve teacher and principal quality.  The program provides staff develop-

ment services in effective strategies,  methods, and/or skills in the well-rounded subject areas to 

eligible teachers,  principals, and other educational personnel.   

 

Math, reading, and science are high priority content areas per HISD. Additionally, the program  

provides  opportunities for principals, teacher leaders, and administrative teams to enhance their 

skills as effective  school leaders. By effectively using these funds, LEAs and schools are better able 

to improve student  academic achievement.   

 

The beneficiaries of this program are the students who will be taught by knowledgeable and trained  

teachers (including principals and assistant principals, as well as other educational personnel).  

PNP SCHOOL PARTICIPATION REQUIREMENTS 

School Location Criteria 
The PNP School building must be physically located within the boundaries of HISD. 

Campus Needs Assessment/Comprehensive PD & Spending Plan (CPDSP) 
All PNP Schools’ services must align with the Campus Needs Assessment, which iden-
tifies student, teacher, and school needs. For all grants, the CPDSP will outline the 
professional development plan (with related costs) for the entire grant period. All 
forms are to be submitted to HISD no later than October 30, 2020. 

Program Integration 
PNP Schools must integrate Title II, Part A PD opportunities for school personnel 
with resources from other civic or community organizations and agencies. 

High Quality Professional Development 
PNP Schools must engage in PD opportunities that: 
• align with curricula and programs tied to state academic content and student 

academic performance standards; 
• are grounded in evidence-based research; 
• have a substantial, measurable, and positive impact on student academic 

achievement; and 
• are part of a broader strategy to eliminate the achievement gap between low-

income and minority students and other students. 

Rev. 08/23/2020 5
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FEDERAL PROGRAM GUIDANCE, continued 

Title IV, Part A:  

Student Support and Academic Enrichment 

Purpose and Beneficiaries 

The purpose of Title IV, Part A is to improve students’ academic achievement by increasing the 

capacity of states, local educational agencies, schools, and local communities to: 

• provide access to and opportunities for a well-rounded education for all students, 

• improve school conditions for student learning in order to provide activities which support 

safe and healthy students; and 

• improve access to personalized technology-driven student learning experiences, and 

• improve the effective use of technology for teachers through professional development. 
 

The beneficiaries of the program are all students (PreK4 – 12) enrolled at PNP Schools 

with Title I or non-Title I programs. 

PNP SCHOOL PARTICIPATION REQUIREMENTS 

Content Areas 

To improve student support and academic enrichment, private nonprofit schools are 

given the opportunity to participate in at least one of the three content areas: 

• Content Area 1: Well-rounded Education Opportunities 

• Content Area 2: Safe and Healthy Student Activities 

• Content Area 3: Effective Use of Technology 

 With regard to the effective use of technology, the purchase of technology is 

not allowed. 

 Also, the PNP School or governing entity must have a policy of Internet safety. 

Campus Needs Assessment/Comprehensive PD & Spending Plan (CPDSP) 

All PNP Schools’ services must align with the Campus Needs Assessment, which  

identifies student, teacher, and school needs. For all grants, the CPDSP will outline 

the professional development plan (with related costs) for the entire grant period. 

All forms are to be submitted to HISD no later than October 30, 2020.  

Parent and Family Engagement 

Schools must promote the involvement of parents and families in the activity  

or program. 

Program Integration 

Schools must work in coordination with other schools and community programs 

with a demonstrated record of success. 

Evidence-Based Program 

All professional development opportunities and student activities through the grant 

must have a demonstrated record of success. 

Rev. 08/23/2020 6
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PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES 

How PNP Participation Works: It’s a Partnership  

The LEA (HISD) is federally mandated to provide equitable services to eligible personnel and  

students and their families of PNP Schools. Below is a diagram illustrating the partnership that  

exists among HISD, PNP Schools, and the third-party provider (Catapult Learning) of allowable  

equitable services. All of these entities work together to comply with PNP School participation  

requirements. 

Rev. 08/23/2020 7
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PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 

Forms Submission 

HISD is responsible for coordinating equitable services to PNP Schools located within HISD bound-

aries (for Titles II and IV, Part A)  and students residing within the district’s boundaries (for Title I, 

Part A) . This is handled by the HISD  External Funding Department, which coordinates PNP School 

participation in these federal programs.   

 

PNP Schools may also participate in other federal programs. See the Resources section for a list of  

HISD departments that oversee participation in each specific program as well as corresponding 

contact  information. It is the PNP School administrator’s responsibility to contact those  

departments for additional  program information and participation details.  

How PNP Participation Works: It’s a Partnership , continued 

All forms submitted to HISD must be completed electronically. Completed forms may be sub-

mitted electronically, by U.S. mail (always call to verify receipt within 3-5 days after mailing), 

professional delivery, hand delivery, scans or faxes (with prior approval only).  

IMPORTANT: All forms must be received by the due date; if mailed, consideration is NOT given 

to the postmark date. 

 

NOTE: All forms should be submitted in the same format (e.g., Word, Excel, online fillable PDF) 

in which they were originally created. 
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Program Overview & Participation 

Stage Description 

1 HISD 
Contacts area PNP Schools via U.S. mail (certified), email or printed media, informing 
of the federal programs. 
NOTE: An email is sent as a follow-up to the certified letter.  See also page 14. 

2 PNP Schools 
Respond by sending a completed Intent to Participate form and evidence of non-
profit status.  See also page 12. 

3 HISD 
Emails a request for additional information to PNP principals and administrators. 
PNP Schools 
Complete and submit Phase ONE Documents (SCHOOL eligibility) to HISD. 

• Title I, Part A: Campus Eligibility Roster
(For schools that are currently participating, data obtained in 2019-2020 will also be 
used for 2020-2021. New participants with HISD in the 2020-2021 school year must 
submit the Phase ONE Document so that HISD has the school data.)

• Title I, Part A: PNP School’s Student Directory (required only if a Campus Eligibility 
Roster is submitted)

• Title II, Part A: Professional Development Participation Form

• Title IV, Part A: Student Support and Academic Enrichment Participation Form
See also page 99. 

4 HISD 
Hosts the mandatory Spring Consultation Meeting attended by PNP School 
principals and other school personnel.  See also page 24. 

5 PNP Schools 
Complete and submit Phase TWO Documents for Instructional Services 
(STUDENT Participation) to HISD. 

• Title I, Part A: Student Eligibility Service Roster

• Title I, Part A: Student Eligibility Checklist

• Title I, Part A: Supporting documentation representing multiple academic criteria*
* Two of any of the following: standardized test scores with National Percentile Rank 
(NPR), individual student test reports, Student Eligibility Checklist Score, report cards, 
progress reports, a principal's letter of recommendation (with work samples) 
identifying the specific academic need for each student, or another alternative 
district-approved criterion
See also page 45. 

6 HISD 

Hosts the mandatory Fall Consultation Meeting attended by PNP School 

principals and other school personnel.  See also page 24. 

7 Most services begin after completion of participation documents and coordination 
of services with the Third-Party Provider.

Participation Process Overview 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS & 
SERVICES, continued 
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Program Overview & Participation 

 

Step 1: HISD contacts area PNP Schools. 
 

HISD initiates the participation process by inviting PNP Schools to participate in the Title I, Parts  

A and C / Title II, Part A / Title III, Part A / Title IV, Part A federal programs for the 2020-2021 

school year (SY). The invitational letter is sent by US certified mail and includes information  

regarding the Spring Consultation Meeting as well as an Intent to Participate form and instruc-

tions for verifying nonprofit status. (An email with the same information is sent a few days later.)   

See samples below and on the following pages. 

INVITATIONAL LETTER (CERTIFIED LETTER - page 1) 

A Closer Look at the Process Steps 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

INVITATIONAL LETTER (CERTIFIED LETTER - page 2) 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

INSTRUCTIONS FOR PROVIDING PROOF OF NONPROFIT STATUS- page 1 

A Closer Look at the Process Steps, continued 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

INSTRUCTIONS FOR PROVIDING PROOF OF NONPROFIT STATUS- page 2 

A Closer Look at the Process Steps, continued 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

FOLLOWUP EMAIL TO CERTIFIED LETTER- page 1 

A Closer Look at the Process Steps, continued 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

FOLLOWUP EMAIL TO CERTIFIED LETTER- page 2 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

Step 2: PNP Schools respond by sending completed Intent to Participate forms and proof of non-

profit status via U.S. mail or delivery to HISD. 

 

NOTE: Private nonprofit status is confirmed through the Office of the Texas Secretary of State or 

the IRS. 
 

The Intent to Participate Form* does NOT obligate the PNP School to participate — “Intent to 

Participate” signifies the school’s intent or interest in some or all of the federal programs offered. 

After attending the informational Spring Consultation Meeting, principals can make an informed 

decision regarding the school’s participation in the federal programs. Questions about other  

federal programs can be directed to the contacts listed on each Intent to Participate form  

(see sample on next page). 

*Forms found at: 
• http://www.houstonisd.org/page/59247 
• http://bit.ly/MigrantDocs 
• http://bit.ly/CmpDocs 

           

    The three Intent to Participate Forms are shown on the following pages. 

Step Description 

1 Complete the form online (not manually) –  use the electronic 
version accessed online. 

IMPORTANT: 
The form contains fields that require a Yes or No answer: 
Select “Yes” if choosing to participate; select “No” when 
choosing not to participate. 

2 After completing the form in its entirety (top to bottom),  
print it. 

3 Have the Principal/Director sign the form (not a designee). 

4 Mail or hand deliver the completed form to HISD by the due 
date. 

NOTE: Scanned or faxed forms are not accepted – the signed 

original is required. 

Be sure to include proof of nonprofit status when submitting  

the Intent to Participate Form. 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

INTENT TO PARTICIPATE FORM – TITLES I, II & IV, PART A 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

INTENT TO PARTICIPATE FORM – TITLE I, PART C 

(For 2020-2021, there are no PNP Schools participating in this grant.) 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

INTENT TO PARTICIPATE FORM – TITLE III, PART A 

(Questions regarding this form should be addressed to Dr. Randal Jones, Multilingual Dept.) 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

Step 3: HISD emails a request for additional information to PNP principals and administrators. 

 

PNP Schools respond by completing and submitting Phase ONE Documents (Titles I, II & IV, Part A) in 

order to determine SCHOOL eligibility and participation numbers. The information provided on 

these documents determines the funding allocated to the schools for equitable services. See images 

below and on the following pages to view the request to PNP Schools for additional information. 

FOLLOW UP EMAIL – ADDITIONAL INFORMATION REQUEST (page 1) 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 

Rev. 08/23/2020 20



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

FOLLOW UP EMAIL – ADDITIONAL INFORMATION REQUEST (page 2) 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

FOLLOW UP EMAIL – ADDITIONAL INFORMATION REQUEST (page 3) 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

FOLLOW UP EMAIL – ADDITIONAL INFORMATION REQUEST (page 4) 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 

Rev. 08/23/2020 23



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

Step 4: HISD hosts the mandatory Spring Consultation Meeting attended by PNP School principals 

and  other school personnel from schools that are currently participating in the federal programs 

with HISD as well  as those interested in participating for the upcoming school year. The PNP  

principal or director is required to  attend this meeting.     

 

Consultation with officials, administrators, and other personnel from PNP Schools is a require-

ment for  participation with HISD. Consultation facilitates the effective implementation of Titles I, 

II, and IV, Part A  programs for students and their families, teachers, and administrators. During 

the meeting, HISD provides  information regarding the elements of consultation, closing out the 

current school year and opening the  upcoming school year, as well as the process for submitting 

Phase TWO documents for Title I, Part A programs  regarding STUDENT eligibility.   

The objectives of the consultation meeting are to: 

• provide a genuine opportunity for the LEA (HISD), PNP School personnel and officials, as well 

as the third-party provider to share information and express their views regarding program 

coordination and implementation, 

• establish positive and productive working relationships that make planning easier, 

• ensure that the Titles I, II, and IV, Part A services provided meet the needs of eligible PNP 

students and school personnel, and 

• address the required elements of consultation. 

Consultation Meetings 

The district is required to hold consultation meetings in the spring and fall that high-
light requirements, eligibility, participation, funding, and equitable services with the 
federal programs. 
 

Per federal guidelines, specific elements of consultation are addressed during the 
meeting.  See more information on the following page. 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

More About Consultation Meetings 

PNP school administrators meet formally with HISD twice yearly (at the Spring and Fall  

Consultation Meetings). The Third-Party Provider, Catapult Learning, also attends these 

meetings.  

 

Guidance requires ongoing consultation between the LEA and the PNP School. Therefore, 

informal consultation continues throughout the school year.  During those campus-based  

consultations, PNP school administrators work with Catapult Learning to: 

• complete the school’s Campus Needs Assessment (CNA) and Comprehensive Profession-

al Development & Spending Plan (CPDSP) and also discuss possible trainings that can 

meet those needs; 

• determine and discuss the primary focus for student activities (Titles I & IV only) and the 

primary focus for teacher PD opportunities to establish alignment; 

• identify different types of activities and opportunities available; 

• select the school personnel who will be attending PD; 

• determine the amount of funding that will be encumbered for student activities  

and PD; and 

• ask or answer any related questions. 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 

A Closer Look at the Process Steps, continued 
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Program Overview & Participation 

 

A Closer Look at the Process Steps, continued 

Step 5: PNP Schools complete and submit the following Phase TWO Documents (STUDENT  

eligibility) to HISD for Title I, Part A programs: 

• Student Eligibility Service Roster 

The Student Eligibility Service Roster is accessed from the PNP Schools website, on the Title I, 

Part A page: https://www.houstonisd.org/Page/141213. 

• Supporting documentation representing multiple academic criteria [i.e., two of any of the fol-

lowing: standardized test scores with National Percentile Rank (NPR), individual student test 

reports, Student Eligibility Checklist Score, report cards, progress reports, a principal's letter of 

recommendation (with work samples) identifying the specific academic need for each student, 

or another alternative district-approved criterion] 

Step 6: HISD hosts the mandatory Fall Consultation Meeting attended by PNP School principals and 

other school personnel.  At the Fall Consultation meeting, PNP Schools are provided with more details 

about: 

• the federal programs (i.e., guidelines, eligibility, funding, and timelines); 

• the processes and procedures of the district and of Catapult Learning; 

• the elements of consultation; and 

• information from the third-party provider. 

 

The PNP Principal or Director is required to attend this meeting. A designee may also attend — but 

not in lieu of the principal. At least one other school representative is encouraged to attend. PNP 

School administrators will complete an Affirmation of Consultation which documents that the  

consultation occurred for the grant programs in which their schools will participate. 

Step 7: The Third-Party Provider (Catapult Learning) begins providing equitable services in coordi-

nation with the PNP Schools and HISD. 

 

After successful completion and submission of appropriate forms relative to specific federal  

programs,  the Third-Party Provider coordinates the commencement of services.  

This involves the following: 

• scheduling and location of services, 

• tutor training and assignment,  

• access to the necessary forms for program implementation, and 

• ongoing consultation via school visits, phone calls, and emails. 

PNP SCHOOL PARTICIPATION IN FEDERAL PROGRAMS &  
SERVICES, continued 
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Program Overview & Participation 

 

FEDERAL REQUIREMENTS 

The federal requirements listed below shape the process used by HISD for PNP School participation 
in federal programs. 

District Responsibilities 

• HISD must annually contact PNP School officials located within its boundaries and outlying 

areas to determine whether they want to participate in the federal programs and receive 

equitable services for their students and staff. 

• HISD must provide a genuine opportunity for PNP Schools that choose to participate to be 

involved in the planning and design of program services and activities. 

• HISD must provide for “timely and meaningful consultation” with PNP School officials as to 

the design and development of programs. The consultation must occur prior to making any 

decisions that might affect the opportunity of PNP school students and teachers to partici-

pate. 

• HISD must exercise administrative direction and control over federal funds.  

Funds never flow directly to the PNP Schools. 

Services to PNP Schools 

• HISD must ensure that services in a private nonprofit school supplement and do not supplant 

services that would otherwise be provided by the PNP School. 

• HISD must ensure that academic services or other benefits, including materials, are secular,  

neutral, and nonideological. 

• HISD must provide services to private nonprofit school students through: 

• employees of HISD, or 

• contract with an Education Service Center (ESC), association, agency, organization, or 

another third-party entity. 

Supplies and Materials 

• HISD must ensure that the PNP School is using materials for the approved purposes of the  

federal program. 

• HISD must remove supplies from a PNP School when the supplies and materials are no longer 

needed for the federal program purposes or to avoid unauthorized use for purposes other 

than the particular federal program under which the supplies and materials were purchased. 
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Program Overview & Participation 

 

PNP SCHOOL ASSURANCES 

Assurances are pledges made by participating administrators as a condition of partnering with 

HISD for federal program services. 

 

The PNP Administrator pledges to: 

• work together with HISD so that the PNP School program will be administered in compliance 

with all applicable statutes and regulations; 

• participate in ongoing consultation; 

• identify students for funding and services; 

• ensure that all materials and services will be supplemental to what is already provided by the 

PNP School; and 

• ensure that all materials and services will be used only for secular, neutral, and  

nonideological services. 

A FINAL NOTE 
 

Due to this year’s current unique environment, TEA has indicated that it 
will be flexible as to some of the requirements governing delivery of  
equitable services to PNP Schools. For example: 2019-2020 fund usage has 
been granted an extended duration (through 2021). It is possible that TEA 
will release further guidance on additional leniency.  
 
We will provide updates as necessary.  
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TITLE I, PART A  

SERVICES & PROCEDURES 
 

Your problem is to bridge the gap which exists between  

where you are now and the goal you intend to reach. 

(Earl Nightingale)  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Written to support schools in reaching their academic 

goals for student progress and success through 

instructional services, academic counseling, parental 

involvement, and professional development. 

 

 

Building Bridges -- Breaking Barriers 
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TITLE I, PART A SERVICES 

TITLE I, PART A SERVICES FOR ELIGIBLE PNP SCHOOL 
STUDENTS,  PERSONNEL, PARENTS, AND FAMILIES 
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TITLE I, PART A SERVICES 

Overview 
Eligible Houston area private nonprofit (PNP) schools may elect to participate with Houston ISD to 

receive equitable services through the Title I, Part A federal program.  

The purpose of the Title I, Part A federal grant is to provide supplemental educational services so 

that all children (especially those failing or at risk of failing) have a fair, equal, and significant op-

portunity to obtain a high-quality education. 

Equitable services fall into the following categories:  

• Instructional Services, including Academic Counseling 

• Parent and Family Engagement 

• Professional Development 

Equitable services for students and families at PNP Schools are provided during the academic 

school year and the extended school year (summer school). 

Federal Guidance 

All components of the Title I, Part A federal program must be: 

• eligible per federal guidance.  

• student-centered to promote academic success 

• secular, neutral, and nonideological (not representative of any established or systemized  

beliefs) 

• aligned with the CNA 

 

All Title I, Part A program expenditures must be: 

• reasonable in cost  (in line with market prices for comparable activities as to duration,  

location, and choice) 

• necessary (aligned to school and student needs) 

• allocable (allowable per federal guidance) 

• sustainable (ongoing implementation) 

Equitable Services – General Information 
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TITLE I, PART A SERVICES, continued 

The PNP Schools’ campus planning allocation for equitable services is based on the number of  

eligible students enrolled in PNP Schools who are zoned to an HISD Title I school. The amount of the 

allocation determines the size and scope of the program. 

Variables that Impact the campus planning allocation for Equitable Services 

HISD receives the district planning entitlement from TEA in early June. PNP Schools that choose to 

participate with HISD must complete a Campus Eligibility Roster, used to identify eligible students 

zoned to HISD Title I schools. Using three specific variables (i.e., the district’s entitlement, the  

district’s low-income enrollment, and the data from the PNP Schools’ Campus Eligibility Rosters), 

the Private School Reservation for the PNP Schools and the PNP campus planning allocations can be  

determined. 

The planning allocation represents each school’s share of funds that can be used for equitable  

services under Title I, Part A. There are three categories of equitable services under Title I, Part A:  

Instructional Services (including Academic Counseling), Parent and Family Engagement activities, 

and Professional Development  for teachers. 

Determining Proportionate Share and campus planning allocations 
For detailed information regarding this, see the Funding chapter in this handbook. 

To calculate the proportionate share, HISD first determines the Private School Reservation by: 

 

• totaling the number of low-income residing public school students at Title I schools in the dis-

trict, and 

• totaling the number of enrolled PNP School students who reside in the attendance boundaries 

of an HISD Title I school. 

Then, using these two totals, HISD calculates the percentage of students at the PNP Schools and the 

percentage of students at the public schools, and then applies those percentages to the LEA Title I 

Entitlement to determine the proportionate share allocated to each group (public and PNP Schools).  

See example below. 

Equitable Services – Scope and Delivery 
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IMPORTANT: 
PNP Schools must follow the processes and guidelines that have been 
established by HISD and Catapult Learning. 

Equitable Services - Delivery 
Delivery of Title I, Part A services is contracted to a third-party provider, Catapult Learning. 

HISD and Catapult Learning collaborate throughout the year to meet the needs of the schools 

effectively. The Title I Program Manager for Catapult Learning meets with principals prior to 

the delivery of services to discuss the Title I program, Campus Needs Assessment, Program 

Description, program implementation, and program services. (Refer to the Third-Party  

Provider chapter to learn more about Catapult Learning, their team, their support tools, and 

resources.) 

Title I, Part A Program Duration 

The Title I, Part A grant period begins July 1, 2020 and ends June 30, 2021 Therefore, the  

delivery of equitable services to PNP Schools must be completed by June 30, 2021. The grant 

period covers the academic school year and the extended school year (summer school).  

Operating within this grant period: 

• ensures that funds are used to impact instruction for the current school year, and 

• allows for a close-out period so that HISD and Catapult Learning can complete year-end 

processing and prepare for the start-up of the following school year. 

Determining Proportionate Share and campus planning allocations, continued 

TITLE I, PART A SERVICES, continued 
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Instructional Services 

Instructional services in reading and math are provided to students with an educational need to 

increase academic achievement.   

Instructional Services include but are not limited to: 

• instructional services provided by third-party provider tutors/teachers 

• extended-day services 

• computer-assisted instruction (including distance/remote instruction) 

• extended school year services 

• intervention services 

Intervention services are provided to assist students who are struggling even though they are 

already receiving instructional services. These intervention  services may also help students 

avoid the need for extended school year services. 

Student Eligibility 

Instructional services are provided to eligible students who demonstrate an educational need.   

The requirements for student eligibility include the following: 

• Students must be zoned to an HISD Title I school. 

• Students must be failing or at risk of failing to meet the state’s academic standard evidenced by 

supporting documentation. Schools must submit two forms of supporting documentation that 

will substantiate the recommendation for instructional services. 

 

Supporting documentation requires multiple criteria to verify a student’s eligibility -- any two 

from the following should be submitted: National Percentile Rank (NPR)*, Checklist Score (CS), 

Report Card (RC), Progress Report (PR), Principal’s Letter of Recommendation (PLR) with work 

samples.  

    * For the NPR, students must score 40% or lower. 

Student Participation 

Instructional services are provided to eligible students only after obtaining parental consent. The 

PNP  School and Third-Party Provider consult to determine the student’s schedule, frequency of 

services, and assigned tutor. 

TITLE I, PART A SERVICES, continued 

Equitable Service Categories 

Rev. 08/23/2020 33



Title I, Part A—Services & Procedures 

 

HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

Tutor Information 

Prospective tutors must complete the standard Catapult Learning interview and hiring process in 

order to be considered for employment. All tutors are hired by Catapult Learning and must attend 

initial training and ongoing professional development throughout the year. As Catapult Learning 

contractors, tutors will be required to adhere to Catapult Learning policies and procedures. PNP 

School administrators may have input in selecting tutors in partnership with Catapult Learning; 

however, Catapult Learning will select the best candidate to work with students. Candidates may 

include teachers employed at the PNP School, but not administrators. Every tutor is expected to 

adhere to Catapult Learning’s professional standards and expectations, and to follow their  

established procedures — this includes tutors employed by the PNP School. 

District Requirements  

In the best interest of the students, PNP Schools, HISD, and Catapult Learning, the following  

policies apply: 

• Tutors contracting with Catapult are required to demonstrate professional behavior while 

working with students and staff at PNP Schools. This is because, as a provider of services con-

tracted through Catapult Learning, they represent both HISD and Catapult Learning and, there-

fore, unprofessional behavior may be grounds for termination. 

• Parental Consent is required for student participation in any grant activity. There is nothing in 

the ESSA PNP law which discusses parental consent. Whenever the law or guidance is silent on 

a matter, the district may elect to follow comparable practices that are in place for public 

schools. The district believes that there is a responsibility to request consent from parents 

when their child (student) is involved in a “unique” learning setting (e.g., field lessons or  

academic competitions) that is exclusive of all students and is not part of the general  

instructional program of the school.  

For student assemblies, schools should inform parents in advance of the event details,  

allowing them the opportunity to decide whether their child should attend. 

Additional Requirements 

Tutors working at faith-based schools with specific customs and/or dress code mandated by either 

culture or religion must adhere to any established standards or training.   

• Islamic Schools – Specific dress code or attire may be required 

• Catholic Schools – VIRTUS/Safe Haven training is required 

TITLE I, PART A SERVICES, continued 
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Frequency of Instructional Services 

Unlike other categories, campus planning allocations for Instructional Services are pooled from the 

beginning of the academic school year. This is because at some schools the allocation amount may 

exceed the amount that is ultimately used, while at other schools there may be a greater need 

than their smaller allocation can cover. The pooling allows schools to receive services  

according to their needs, regardless of  their allocations. 

 

Typically, students receive 30-60 minutes of tutoring twice a week; Catapult Learning determines 

actual hours using a combination of factors, including the number of students, the number of 

teachers, the frequency of services, the amount of the allocation, and HISD contract specifics. This 

calculation  encompasses services provided during the academic school year and the extended 

school year (summer school). 

Academic Counseling  
An additional optional category that HISD establishes within the Instructional Services Category is 

Academic Counseling. Catapult Learning hires only trained and licensed counselors to provide  

academic counseling services. Working under the instructional component of the grant, the  

counselors work with students in areas that affect their academics — executive function, study 

skills, and other educational aspects that influence academic success. 

 

Because this service is optional, interested schools may reallocate a district-determined percentage 

of their Instructional Services funding to provide these equitable services. This reallocation is done 

prior to the start of services for the academic school year. The funds of participating schools are 

pooled together in order to cover the cost of the counselor. Catapult Learning will balance the 

available funding against the need for services (for example, one counselor may serve several 

schools). Catapult Learning will also facilitate the creation of a schedule.  

Professional Development Opportunities 
Professional development opportunities are available to enhance eligible teachers’ knowledge and 

teaching techniques to improve instruction in specific content areas to Title I students.  Eligible 

teachers are defined as those who instruct students receiving Title I services. 
 

Professional development opportunities include but are not limited to: 

• In-state workshops 

• professional learning communities 

• online training 

Instructional Services, continued 
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Well-Rounded Education Subject Areas 

Well-rounded subject areas have broadened  the professional development opportunities for  

eligible teachers to expand their knowledge of instructional strategies. This professional develop-

ment is for those who teach Title I students only.   

 

HISD has identified specific academic subjects as priority subjects for the Title I, Part A federal 

program —reading, English, language arts, math, and science. Although those subjects will be the 

primary focus for the use of Title I funds, all well-rounded subject areas may be considered, based 

on school and student needs. 

 

Per TEA, these funds are limited to in-state PD opportunities.  

The term “Well-Rounded Education” encompasses the following (bolded items represent 

broadened subject areas under ESSA): 

 

 

• English, reading, or language arts 

• science, technology, engineering, 
mathematics 

• computer science 

• foreign languages (languages other 
than English) 

• civics and government 

• economics 

• arts, music 

• history, geography 

• career and technical education 

• health, physical education, and 

• others as designated by State/Local 
Education Agency (LEA) 

Parent and Family Engagement Activities 

Parent and family engagement activities provide  strategies that enable parents and families to help 

students increase academic achievement. These activities are only for parents and family members 

of eligible and/or participating Title I students.  

 

Parent and family engagement activities  include but are not limited to: 

• in-person and virtual workshops • resource materials and guides 

• family literacy programs • STEM Showcases 

• meetings • personal reading libraries for students and parents 

• information for parents and family members to use while working at home with  
students in content areas 

TITLE I, PART A SERVICES, continued 
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As a district, HISD must adhere to state guidelines: 

 

• In order to receive equitable services, a PNP School must complete and submit all required  

participation forms to the district, after which consultation must occur. 

This action is necessary because HISD is responsible for having all compliance documentation 

regarding participation prior to a school receiving services. The participation data is used to 

determine campus planning allocations, complete compliance reports, and affirm consultation. 

By not doing so, services may be delayed. 

• A PNP School cannot receive equitable services until all district processes are followed to  

access services.  The established request and approval processes of services must occur. This 

includes completing a Program Description that aligns with the Campus Needs Assessment 

(CNA), and the Comprehensive Professional Development and Spending Plan (CPDSP) per the 

district’s due date occurring shortly after services begin. 

TEA Requirements 

TITLE I, PART A SERVICES, continued 
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TITLE I, PART A PROCEDURES 

PROCEDURES TO OBTAIN   
TITLE I, PART A SERVICES FOR  ELIGIBLE PNP SCHOOL  

STUDENTS, PERSONNEL, PARENTS, AND FAMILIES 
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TITLE I, PART A PROCEDURES  

Processes and procedures for participation in Title I, Part A services have been established 

by the LEA (HISD) and by Catapult Learning in accordance with USDE guidance. 

Forms – General Requirements 

All forms must be completed electronically. Completed forms may be submitted in the  

following ways: 
 

• electronically 

• U.S. mail (always call to verify receipt within 3-5 days after mailing) 

• professional delivery 

• hand delivery (in lieu of U.S. mail) 

• scans or faxes (with prior approval only) 

IMPORTANT:  All forms must be received by the due date. 

NOTE: All forms should be submitted to HISD in the same format (e.g., Word, Excel, online  

fillable PDF) in which they were originally created. 

Phase ONE Forms for School Eligibility and Participation  

The process for determining campus planning allocations is dependent on the completion and 

submission of all Phase ONE forms. (Samples of required forms are provided within this  

section.) 

Title I, Part A Campus Eligibility Roster  

Why This Form is Important 
Every school that chooses to participate with HISD in the Title I, Part A federal program 

must have a Campus Eligibility Roster on file for the following reasons: 
 

1. This form helps to determine the campus planning allocation based on a per-pupil 

amount. 

2. The planning allocation determines the scope of services provided to the campus in the 

areas of Instructional Services (including Academic Counseling), Professional Develop-

ment, and Parent and Family Engagement activities. 

Completing the Campus Eligibility Roster 
This form is completed every two years – not annually. 2019-2020 data from the form will also be 

utilized in 2020-2021. 

IMPORTANT: The Campus Eligibility Roster requires an original principal’s signature on the mailed 

copy (no electronic signature or stamps). (See a sample form on the next page.) 

• This form can be found on the HISD PNP schools webpage:  
http://www.houstonisd.org/page/59247  

• PNP school officials can confirm attendance zones at the following online location:   
http://www.houstonisd.org/_selectAschool 
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Campus Eligibility Roster 2020-2021 
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Continued next page…. 

Title I, Part A—Services & Procedures 

TITLE I, PART A PROCEDURES, continued 

Student Directory 

Every school that chooses to participate with HISD in the Title I, Part A federal program must  

provide a Student Directory for the school.  Along with the Campus Eligibility Roster, this only 

needs to be provided every two years. 

Why the Directory is Important 

The PNP School Student Directory is important because it is the district’s only auditable  

documentation from the PNP School that validates the addresses on the Campus Eligibility Roster 

as the students’ addresses on file from the parent. This is critical to substantiate the planning  

allocation for a PNP School.  

How the Directory is Submitted 

The directory is submitted via U.S. mail, professional delivery, or hand delivery only. 

Phase TWO Forms for Student Eligibility 

Title I, Part A Student Eligibility Service Roster 

The Student Eligibility Service Roster contains all information necessary to recommend a 

student for instructional services.  See samples on the next page. 

Access the Student Eligibility Service Roster and the Sample on the HISD PNP Schools webpage:  

http://www.HoustonISD.org/page/59247 

In order to verify student qualification, requested supporting documentation must be submitted 

to HISD via U.S. mail,  professional delivery, or hand delivery only. Supporting  documentation 

requires multiple criteria to verify a student’s  eligibility — see page 45 for a complete list of  

acceptable documents. 
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Student Eligibility Service Roster (Blank) 

Student Eligibility Service Roster (Completed Sample) 
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Timeline for Submitting a Student Eligibility Service Roster 

Students can only be recommended for services during the designated windows shown in the table 

on the next page. 

IMPORTANT!  Once the submission window closes, other students can be 

added only during the next monthly submission window. 

• PNP School administrators should communicate this information to their staff to ensure the 

timely submission of the service roster. HISD offers open labs and the third-party provider will 

also train on completing all documents  

• IMPORTANT: Any student information received after a submission window closes will be pro-

cessed when the next window opens. Keep in mind that if new students are being recom-

mended for the following submission window, then the PNP School must submit that infor-

mation in a timely manner (per the schedule on the next page). 
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Student Eligibility Service Roster |  2020-2021 Submission Windows 

Window Month Window Dates 

August July 1- August 7, 2020 
PNP Schools may want to wait as long as possible before  submitting 
the roster in order to capture students that enrolled over the summer 
or during the first days of school. 

Schools that conducted summer school must transfer information  
from the final 2019-2020 Student Eligibility Service Roster onto a 
2020-2021 roster. The old supporting documentation does not need 
to be re-submitted (but the data does need to appear on the form). 

Schools that did not conduct summer school should follow standard 
procedures for submitting the Student Eligibility Service Roster -  For 
instructions, see the Sample form on the HISD PNP Schools website as 
well as in this handbook. 

September August 31-September 4, 2020 

October October 5-9, 2020 

November November 2-6, 2020 

December November 30-December 4, 2020 

January January 6-12, 2021 

February February 1-5, 2021 

March March 1-5, 2021 

April 
April 5-22, 2021 
(This three-week window includes the opportunity to recommend 
students for summer intervention.) 

May 

May 3-7, 2021 

(This window allows schools to recommend new students who en-
rolled in the school on or after April 22, 2021.) 
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Supporting Documentation 

Supporting documentation is used to confirm the recommendation for instructional services. 

There is a multiple academic criteria requirement. Two forms of criteria will be needed. 

Supporting documents can be the following: 

• Title I, Part A Student Eligibility Checklist (PK4 - Grade 2) 

• Title I, Part A Student Eligibility Checklist (Grades 3-5) 

• Title I, Part A Student Eligibility Checklist (Grades 6-8) 

 

These forms qualitatively evaluate the academic performance of a student. They require the 

principal’s original signature and therefore must be sent via U.S. mail, professional delivery, or 

hand delivery only. 

 

These forms can be found on the HISD PNP Schools webpage:  

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

Student Eligibility Checklist (Grades PK4-2) 
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Supporting Documentation, continued 

Student Eligibility Checklist (Grades 3-5) 
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Supporting Documentation, continued 

Student Eligibility Checklist (Grades 6-8) 

• Individual Student Test Reports (Grades 3 – 12):   Students who score at or below the 40th  

percentile in reading (ELA Total) and/or math (Math Total) on standardized tests are eligible for 

instructional services. 
 

NOTE: A non-standardized or alternative test may be accepted as supporting documentation if 

approved by HISD. 

• If there is no standardized testing at the PNP School:   Other supporting documentation can in-

clude work samples, progress reports, report cards, and/or a recommendation letter from the 

principal. All of these are part of the ESSA-required multiple academic criteria. 
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Supporting Documentation: Next Steps 

1) HISD reviews supporting documentation (2 of 5 options) to verify student eligibility.  

2) Then, HISD contacts Catapult Learning, the PNP School Principal, and the Title I Grant  

Contact via email to provide notification as to which students are eligible for services.  

The email will also address any students who do not qualify for services. These students 

either do not meet the assessment criteria, are missing supporting documentation, or do 

not attend an HISD Title I school.  

3) Catapult Learning will coordinate the start-up of services at the PNP School. 

 

IMPORTANT NOTE:  

For students who cannot be verified because of insufficient documentation, the PNP School 

must provide that information before the submission window closes. If the documentation is 

not received at HISD by that time, the student is ineligible to receive services. However, the 

student can be considered for the following submission window period once all information is 

provided. 
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Federal Guidance and HISD Guidelines 

Federal Guidance – If a PNP School participates in Title I, Part A, there must be direct instruction 

(tutoring) provided to eligible students during the regular academic school year in order to receive 

other Title I, Part A services of the grant (Parental Involvement, Professional Development, and 

Academic Counseling). 

HISD Guidance – HISD has established that Title I, Part A services begin after the Fall Consultation 

Meeting and after the established start date of the district (typically the week of Labor Day).  
 

Although the grant period begins on July 1, HISD requires -- as an internal control to the federal 

guidance -- that if a PNP School participates in Title I, Part A but delays instructional services 

beyond the week of Labor Day (either by choice or by not submitting required forms to determine 

student eligibility), the PNP School cannot receive other Title I, Part A services until these issues 

causing delay are addressed to allow direct instruction to begin. 

Supplemental Instructional  Services 
Within the instructional services category, there are supplemental services that, when paired with 

direct instruction, will benefit eligible students. These are listed below:  

• Push-In Services (Academic School Year) – Push-in services are a benefit to students because 

they are receiving real-time support as the classroom teacher provides instruction.  This is sup-

port provided by Catapult, but not intervention.  The model for direct instruction requires ei-

ther the district, an ESC (like Region 4), or a third-party provider to provide and be responsible 

for the instruction.  Therefore, the curriculum content is their direct responsibility.  The pull-

out model holds the provider accountable for the results.  The pull-out model is also in a small 

group setting versus the large classroom.  There are benefits to push-in services when provid-

ed in addition to pull-out services.  That means that direct instruction with Catapult must still 

take place. 

• Summer Services (Extended School Year) – Summer instructional services are supplemental to 

direct instructional services received during the academic school year.  The only time there 

would be students receiving summer services without receiving services during the regular 

school year would be those who enrolled in the school on or after the close of the April  

submission window (April 22, 2021).   Remember, schools are given a three-week window in 

April as an opportunity to recommend students for summer intervention.  Summer Title I, Part 

A instructional services (including STEM instruction) cannot be received during the extended 

year, if students did not participate during the academic year because extended year implies 

there was a year to extend making it supplemental to the regular school year.   

 

NOTE:  STEM instruction utilizing Title IV, Part A funds (under Content Area 1:  Well-Rounded  

Educational Opportunities) does not fall under the #2 guideline above because Title IV  

services are part of the Student Support and Academic Enrichment Grant.  Another key 

difference is that Title I, Part A services are for eligible Title I students only, whereas all 

students are eligible to participate in Title IV, Part A grant services. 
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Instructional Services — Shaped by Campus Needs Assessment 

A PNP School’s need for instructional services is detailed in the Campus Needs Assessment. 

Those needs define the services received to help eligible at-risk students to obtain instruction 

and intervention support in reading and math. Intervention can be offered during the academic 

school year and extended school year. Services are provided based on the PNP School’s request, 

student needs, and the feasibility of providing services. The receipt of instructional services can 

be influenced by a number of factors. There may be times when PNP Schools do not utilize their 

total planning allocation because the allocation exceeds the need. Each specific PNP School’s 

program implementation should be detailed in their Program Description. 

 

Campus planning allocations provide a specific amount for each school for services. 

However, the allocations are actually pooled collectively among participating PNP Schools. This 

means that the funds for services are shared by all participating PNP Schools. Since the funding is 

pooled, Catapult Learning carefully assigns instructional service hours to match student needs 

and teacher-student ratios to ensure that funding is available for services throughout the  

academic and extended school year. 

 

A program is available to participating Jewish schools that offers an additional instructional  

service to students who are studying Hebrew.  In Title I, Part A, a foreign language is  

designated as a Well-Rounded Educational Subject Area. For the Jewish student, studying  

Hebrew is comparable to a student studying English at a public school and is culturally significant 

to his or her pursuit of education. This program is limited to reading Hebrew and related  

components of the language.  Since HISD prioritizes math and reading, this program is deemed 

to be in line with this focus. 
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Process for Receiving Instructional Services - Academic School Year  

This is the school-level process for receiving instructional services during the academic school 

year. 

Stage Description 

1 Catapult Learning and PNP administrator/team -  

Meet for a consultation with the following agenda: 

• Create a program description outlining the Title I program implementation. 

• Determine the subject areas and grade levels to receive services. 

• Develop a service plan to maximize the planning allocation (for services). 

• Develop a tutor schedule and determine the on-site location for services. 

• Confirm the START and END dates of services. 

2 Catapult Learning -  Hire tutors. 

Hiring stipulations include: 

• criminal background check 

• fingerprinting - FAST PASS 

• completion of VIRTUS/Safe Haven training (if working at the Catholic Schools) 

• adherence to specific customs and/or dress code mandated by either culture or religion of 
the school (e.g., Islamic schools) 

• professional business conduct at all times in order to best represent the district and Catapult 
Learning 

3 Catapult Learning Tutors - 

Provide services, monitor student achievement, and review program documentation (which is 
maintained by the PNP School). 

• Administer and evaluate beginning-of-year diagnostic assessments or standardized testing, as 
well as end-of-year growth assessments on each student. 

• Provide tutoring services and complete lesson logs, including student schedules. 

• Retain student sign-in sheets. 

• Provide quarterly progress parent reports in the subject area(s) in which tutoring is provided. 

Catapult Learning Counselors (Optional) 

Provide academic counseling, evaluate student progress, and review program documentation  
(which is maintained by the PNP School). This service is provided only to schools that have reallo-
cated funds for counseling. 

Counselor responsibilities: 

• Accept students based on teacher referrals. 

• Provide academic counseling and complete and maintain related supporting documentation. 

• Provide progress reports to parents in the area(s) for which counseling is provided. 
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Parental Consent is Required 
Parents must grant written consent for students to participate and receive counseling and  

direct instruction services per HISD guidelines. The Parental Consent forms are available on the 

Catapult Learning website for Federal Programs –  

www.catapultlearning.com/hisd-professional-development/ 

Grouping Students for Instructional Services 

When the number of eligible Title I students receiving services is small (1-3 students), HISD and 

Catapult will support multi-grade-level instructional services across two grade spans  

(e.g., PK/1st, 1st/2nd, etc.).   

 

If students cannot be grouped because the gap in the qualifying student’s grades are greater 

than one grade level, services will be provided separately. This is because grouping students 

who are academically dissimilar would not be an effective use of instructional time – either for 

student success or for teacher success – due to the varied curriculum requirements in reading 

and math. As other eligible students are identified, these micro-groups will hopefully  

expand to include other students.   

 

Typically, intervention services have been available to students even during the summer  

regardless of the campus planning allocation. This is because the pooling of allocations from 

schools where the student need is not as great helps to make this possible.    

 

Because of the potential increase in tutor hours (or possible increase in number of tutors), 

schools with micro-groups of 1-3 students may have to consider a modified weekly schedule of 

services in order to maintain consistent direct instruction throughout the academic school year 

(in the event funding becomes limited).  Moreover, school administrators may have to consider 

if the balance of their funding can support Title I, Part A extended school year services  

(i.e., summer school). It has always been the school’s decision whether to offer summer school 

for their students. As a reminder, summer school affords students the opportunity to benefit 

from intervention services and retain the momentum from the academic school year.   
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Student Interventions Throughout the Year 

Student Intervention takes place during both the academic school year and the extended 

school year.  Intervention is provided through instructional services (i.e., additional tutoring) 

to students. 

 

Coordinating Student Intervention requires consultation between Catapult Learning and the 

PNP School.  

Parent and Family Engagement Throughout the Year 

Parent and Family Engagement takes place during both the academic school year and the extended 

school year. Coordinating Parent and Family Engagement activities requires consultation between 

Catapult Learning and the PNP School. Together, options are planned for involving parents and  

families through meetings, workshops, and activities. Parental involvement activities provide  

strategies for parents to help their children increase academic achievement.  

 

NOTE: These activities are only for parents of eligible and/or participating Title I students. 
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Process for Receiving PD Services Throughout the Year  

This is the school-level process for receiving professional development services during the  

academic school year:. 

Stage Description 

1 PNP School -  

• Examine school data for student and teacher needs. 

• Complete the school's CNA. 

2 PNP School and Catapult Learning:   

PNP School & Catapult: Consult with Catapult's Professional Development Manager  

regarding school needs based on the Campus Needs Assessment. Options are explored 

for enhancing knowledge of instructional techniques in the classroom for teachers who 

instruct eligible Title I students. 

RESULT: Plan for in-state PD choices (in-person or virtually) for the upcoming year. 

3 PNP School -  

Completes the CNA and the Comprehensive Professional Development & Spending Plan 

(CPDSP)- Submit both to the Catapult PD Manager by October 30, 2020. 

(These documents are living documents and can be modified as necessary.) 

4 PNP School - Implement the PD plan.  

In the course of implementation, the PNP School completes and submits all required  

documentation related to professional development (e.g., Request Approval for School 

PD, Reimbursement & Receipt Submission Form, and a Materials Request Forms).  

NOTE: Purchasing materials for training purposes only is allowable. However, materials 

must be shared: They cannot be ordered for individual use. 
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Receiving Instructional Services During the Extended School Year 

Extended School Year Services (Summer School) at a PNP School 

When a PNP student plans to attend the extended school year (summer school) program at the 

PNP School, the same process applies for receiving services offered during the academic school 

year: Schools recommend students, HISD verifies eligibility based on supporting documentation 

(see page 45), and  Catapult Learning coordinates the beginning or continuation of services.  

Attending summer school at a PNP School is free to students eligible for services. 

Extended School Year Services (Summer School) at a Public School 

A private school (whether for profit or nonprofit) may choose not to offer extended year  

services during the summer. In those cases, private students may wish to attend the HISD 

summer school programs for promotion, to recover credits, or to accelerate credits.  

Attending summer school at a public school in HISD is not free to students who did not attend 

an HISD school during the regular academic school year, nor is it guaranteed to any student 

who did not attend HISD. Attendance is not guaranteed to private school students, and a pub-

lic school principal may deny admission based on space availability, staffing, or limited subject 

offerings. Parents or guardians of private school students are required to pay the in-district or 

out-of-district fees established by the district. Attending summer school at a public school is 

NOT free and NOT guaranteed to students. Payment is made according to the guidelines  

established by the district. Because tuition is being paid, students can attend any HISD school  

(if approved by the principal). 

There are some private nonprofit schools that participate with HISD and receive equitable 

services through the Title I, Part A federal grant. There is no guaranteed placement for those 

students because of that relationship. Should they attend HISD summer school, district  

guidelines still apply. 

Tuition Payment  — Payment of Summer School tuition must be made by cash, cashier’s check, 

or money order made payable to Houston Independent School District.  

The tuition payment is given to the principal at the public school who in turn submits it to the 

appropriate office in HISD. This information is subject to change. 

How Much Might It Cost? — The following options are based on the previous school year. 

This information is subject to change. Current information regarding cost and other details can 

be found on the HISD Summer School website. 
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Public School Options for Summer School 

Public school options for extended year programs include: 

• The Virtual School Network – Secondary students only ($200.00 per Non-AP and $250 

per AP courses). 

• Districtwide Tuition-Based Summer School Program (at $260 per course for HISD resi-

dents). If elementary or middle school students are taking two courses (e.g., reading 

and math) there will be a charge for both courses. 

The fees listed above are subject to change. 

Late Registration Fee 

Students registering late will be charged a $35 late fee. 
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Wisdom is not a destination; wisdom is just a bridge.   

It takes you from a misty world and takes you to a sunny world  

where you can see everything clearly! 

(Mehet Muran Ildan)  

 

 

 

 

 

 

 

 

 

 

 

 

 

Written to guide schools through providing effective 

professional development to teachers, paraprofessionals, 

administrators, and other educational personnel that will 

clearly meet the needs of students to brighten their future 

due to impactful teaching and learning.  

Building Bridges -- Breaking Barriers 
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TITLE II, PART A SERVICES 

TITLE II, PART A SERVICES FOR ELIGIBLE 
PNP SCHOOL PERSONNEL 
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TITLE II, PART A SERVICES 

The purpose of the Title II, Part A federal program is to help PNP Schools increase student achieve-

ment in well-rounded education subjects by improving teacher effectiveness in the classroom and 

leadership effectiveness of campus administrators. Improved teacher and principal quality has 

been proven to make a difference in the academic performance of students.  

Eligible Houston area PNP Schools may elect to participate with HISD to receive equitable services 

through this federal program. Equitable services under Title II, Part A consist of professional  

development (PD) for teachers, paraprofessionals, administrators, and other school personnel with 

an instructional responsibility to the students at the PNP School. 

Purpose and Beneficiaries 

Equitable Services Related to Travel 

Travel-related Expenditures 

Equitable services for personnel at PNP Schools include travel-related expenditures when attend-

ing professional development out-of-town  (depending on location) or out-of-state. All out-of-

state professional  development and related expenses must be approved by HISD and the Texas 

Education Agency (TEA) prior to travel taking place. 

 

International travel (to any country outside of the United States, including U.S. Territories) is not 

allowed.  

Hotel, meals, and incidental rates are based on the General Services Administration (GSA) per 

diem rates found on the www.GSA.gov webpage. Other travel-related expenses include airfare, 

car rental and  gasoline, mileage, hotel, meals, and other incidentals. 

Federal Guidance 

All components of the Title II, Part A federal program must be: 

• eligible per federal guidance.  

• student-centered to promote academic success 

• secular, neutral, and nonideological (not representative of any established or systemized  

beliefs) 

• aligned with the CNA 

 

All Title II, Part A program expenditures must be: 

• reasonable in cost  (in line with market prices for comparable activities as to duration,  

location, and choice) 

• necessary (aligned to school and student needs) 

• allocable (allowable per federal guidance) 

• sustainable (ongoing implementation) 
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TITLE II, PART A SERVICES, continued 

Well-Rounded Education Subject Areas 

For the use of Title II funds, HISD prioritizes reading, English, language arts, math, and science – 

the same priority subjects as for the Title I, Part A federal program. Expanded well-rounded  

subject areas have broadened the professional development opportunities for teachers and other 

relevant school personnel. 

 

The term “Well-Rounded Education” encompasses the following (boldface items represent  

broadened subject areas under ESSA):  

 

 

• English, reading, or language arts 

• science, technology, engineering, 

mathematics 

• computer science 

• foreign languages (languages other 

than English) 

• civics and government 

• economics 

• arts, music 

• history, geography 

• career and technical education 

• health, physical education, and  

• others as designated by State/Local Ed-

ucation Agency (LEA) 
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Funding Information 

The district receives the planning entitlement from TEA.  Using this and the Title II Professional 

Development Participation Form,  the PNP School’s campus planning allocation is determined.  

This planning allocation covers professional development opportunities for  

teachers, principals, and other educational personnel.  For detailed information regarding  

calculating the Title II campus planning allocation, see the Funding chapter in this handbook.  

Catapult Learning   

Delivery of Title II equitable services is contracted to a third-party provider, Catapult Learning. 

HISD and Catapult Learning collaborate throughout the year to coordinate professional  

development opportunities for   the PNP Schools. To handle the needs of the schools  

effectively,   Catapult Learning has a local professional development manager.  Catapult Learn-

ing’s professional development manager begins meeting with  principals prior to the delivery of 

services to  discuss the Title II program, the Campus Needs Assessment, and PD opportunities 

listed on  the CPDSP.   

 

IMPORTANT: PNP Schools must follow the processes and guidelines that have been established 

by HISD and Catapult Learning.   

(Refer to the Third-Party Provider chapter to learn more about Catapult Learning, their team, 

their support tools, and resources.) 

Equitable Services—Scope and Delivery 

TITLE II, PART A SERVICES, continued 
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Title II, Part A Program Duration 

The Title II, Part A grant period begins July 1, 2020 and ends June 30, 2021. Therefore, delivery 

of equitable services to PNP Schools must be completed by June 30, 2021. PNP Schools may 

take advantage of PD opportunities during the grant period. The grant period covers the  

academic school year and the extended school year (summer school). This ensures that: 
 

• funds are used to impact instruction for the current school year, and 

• allows a close-out period so that HISD and Catapult Learning can complete year-end  

processing and prepare for the start-up of the following school year. 

Important Dates 
Campus planning allocations for professional development  

(all grants)  must be encumbered by PNP Schools no later than 

April 2, 2021.  The pool date is April 5, 2021 – on this date, the  

remainder of PD planning allocations are combined unless  

encumbered (obligated for use).  

 

Encumbering ensures that funds will impact instruction at a  

specific PNP School for the current school year. Pooling ensures 

that funds impact instruction for all schools for the current school 

year.  Professional development that takes place on or after  

July 1, 2021 will be deducted from the following year’s campus 

planning allocation. 

TITLE II, PART A SERVICES, continued 
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Eligible Personnel and Activities  

Title II, Part A equitable services are for teachers, principals, and other educational  
personnel employed at the PNP School.    
 

Selecting Participants for the Title II, Part A Program 
 

Below are questions to consider when determining  who should participate in professional  
development: 

Campus needs: 

• What are your areas of deficit or weakness? 

• Is this identified in your Campus Needs Assessment? 

• Is this part of the CPDSP? 

• Is there a need for administrators to strengthen leadership skills 

Student needs: 

• What populations of students are showing achievement gaps? 

• Are there behavior concerns? 

• Have you recently received an influx of a particular student group – migrant, gifted and tal-

ented, etc. 

Teacher needs: 

• Is this teacher having a challenging year? 

• Is this a new teacher? 

• Is this an experienced teacher with a new assignment? 

Administrator needs: 

• Is this administrator/leader knowledgeable regarding leadership and/or instructional  

strategies? 

• Is this a new administrator/leader? Does the administrator/leader know how to interpret 

student data? 

• Does the administrator/leader know their role in creating a culture and climate for other 

school professionals? 

Paraprofessional needs: 

• Does this paraprofessional work alongside the teacher in the classroom providing  

instructional support  that is supervised by the teacher? 

• Does this person need exposure to content area strategies, small group management skills, 

etc.? 
Continued next page…. 
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Eligible Personnel and Activities, continued 

Careful consideration of the factors on the previous page will help to ensure that the appropriate 

people are selected to attend professional development opportunities.  

To further ensure that the right professional development opportunity as well as the right person 

is being selected to attend, decision-makers should examine data sources (e.g., test results,  

classroom management information, student enrollment data, etc.) that support their selections. 

PNP Schools should allow a variety of teachers, paraprofessionals, administrators, 

and other school leaders to attend PD opportunities so that all have a fair chance 

to participate and grow professionally. 

Eligible Activities 

Each school must complete a Campus Needs Assessment (CNA) which determines the PD needs.   

PD activities to be carried out for PNP School personnel (i.e., teachers, paraprofessionals,  

administrators, and other educational personnel) must be backed by evidence-based research, 

and must be sustainable (non-isolated, have follow-up activities) by the school. With these checks 

and balances in place, eligible activities will align with instructional goals for improving student  

academic achievement as established in the CPDSP. All services to PNP School personnel must be 

secular, neutral, and nonideological. 

 

All professional development opportunities must promote the following:  

• Improving the knowledge of teachers, principals, and other educational personnel in one or 

more of the core academic subjects and in effective instructional teaching strategies,  

methods, and skills; 

• Training in effectively integrating technology into curricula and instruction; 

• Training in how to teach students with different needs, including students with disabilities or 

limited English proficiency, and gifted and talented students; 

• Training in methods of improving student behavior, identifying early and appropriate  

interventions, and involving parents more effectively in their children’s education; 

• Leadership development and management training to improve the quality of principals and 

superintendents; and 

• Training in the use of data and assessments to improve instruction and student outcomes. 

TITLE II, PART A SERVICES, continued 
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Eligible Activities, continued 

Allowable Professional Development (per ESSA) consists of: 

• Assessment and Data Analysis 

• Career Readiness Education 

• Child Sexual Abuse Prevention 

• Early Childhood Instruction 

• Effectively Teaching Children with Disabilities 

• Effectively Teaching English Learners 

• Evaluation and Support Systems 

• Supporting Students Affected by Trauma and/or Mental Illness 

• STEM-focused Professional Development 

• Other Evidence-Based Professional Development 

 

 

Evidence-Based professional development is defined as having rigor and relevance of evidence, a 

local capacity to implement, and there is evidence in content when considering this  

professional development. 

Allowable ESSA Professional Development 

Activities ARE: 

Allowable ESSA Professional Development 

Activities DO NOT: 

• Sustained 

• Intensive 

• Collaborative 

• Job-embedded 

• Data-driven 

• Personalized or based on  

information from an evalua-

tion and support system,  

and 

• Classroom-focused 

• Stand alone 

• Connect to a larger schoolwide or  

individualized plan 

NOTE: Professional development opportunities for PNP Schools are not offered directly by HISD. 

TITLE II, PART A SERVICES, continued 
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Examples of Eligible Activity Types/Locations 
 

Below are examples of acceptable PD activity types and locations. 

 

PNP Schools may take advantage of a variety of activity types such as: 
 

• customized workshops 

• workshops hosted through Catapult’s Alliance PD 

• conferences 

• book studies 

• online trainings with contracted site license for specific user needs 

• webinars 

• coaching 

• DVD Series 

• offerings through established educational entities (e.g., Rice University, the ESCs, Neuhaus 

Education Center) 

PNP Schools may take advantage of a variety of activity locations such as:   

• the school 

• within the city and surrounding areas (local) 

• in-state 

• out-of-state 

Non-Secular Professional Development 

For training that is non-secular (i.e., related to religion or faith-based), PNP School personnel will be 

reimbursed a percentage of the cost for the training or conference.  This percentage is based on 

the total number of sessions offered at the PD event. “Total number of sessions” consists of ALL 

sessions offered at a conference, including the pre-conference.  

 

To calculate the percentage that can be reimbursed if attending a conference where there are  

non-secular sessions offered: Divide the number of eligible (secular) sessions by the total number 

(secular plus non-secular) of sessions.  

 

An agenda, brochure, or conference website must be supplied to Catapult Learning by the  

individual(s) requesting to attend. 

TITLE II, PART A SERVICES, continued 
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TITLE II, PART A PROCEDURES 

PROCEDURES TO OBTAIN TITLE II, PART A SERVICES  
FOR ELIGIBLE PNP SCHOOL PERSONNEL 
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TITLE II, PART A PROCEDURES  

Procedures for participation in Title II, Part A services provide systematic and uniform  

standards of operation. These procedures and processes have been established by HISD, the 

Local Education Agency (LEA), and by Catapult Learning in accordance with USDE guidance. 

Forms – General Requirements 

All forms must be completed electronically. Completed forms may be submitted in the  

following ways: 

• electronically 

• U.S. mail (always call to verify receipt within 3-5 days after mailing) 

• professional delivery 

•  hand delivery (in lieu of U.S. mail) 

• scans or faxes (with prior approval only) 

IMPORTANT:  All forms must be received by the due date. 

NOTE: All forms should be submitted to HISD in the same format (e.g., Word, Excel, online fill-

able PDF) in which they were originally created. 

Phase ONE Form for School Participation 

The process for determining campus planning allocations is dependent on the completion 

and submission of the Phase ONE form (Title II, Part  A Professional Development  

Participation Form). 

Title II, Part A Professional Development Participation Form 

Why This Form is Important 

Every school that chooses to participate with HISD in the Title II, Part A  federal program must 

have a Title II, Part A Professional Development  Participation Form on file. This form helps 

determine the campus planning allocation for professional development opportunities for 

eligible  school personnel.  

Completing the Professional Development Participation Form 

This form is completed annually. Instructions for completion are on the form itself.  
 

The Professional Development Participation Form requires an original principal’s signature on 

the mailed copy (no electronic signature or stamps).  See sample form on the next page. 
 

Access this form on the HISD PNP Schools webpage:  

http://www.HoustonISD.org/page/59247 
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Title II, Part A Professional Development Participation Form  2020-2021 

TITLE II, PART A PROCEDURES, continued 
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Continued next page…. 

Professional Development  – Via Third-Party Provider 

HISD uses Catapult Learning as the third-party provider of equitable services to PNP Schools 

that participate in the Title II, Part A federal program. HISD and Catapult Learning collaborate 

to offer professional development opportunities that will increase students’ academic 

achievement in well-rounded education subject areas by helping schools improve teacher and 

principal quality.  

Catapult Learning handles PD requests, eligibility, reimbursements, and submissions of 

documents for out-of-state travel.  

Professional Development Requests 

Criteria for Professional Development Requests 

Requests to attend professional development (PD) are handled by Catapult Learning. 

Requested PD must meet federal requirements (see page 27). 

Supplies, Materials and Equipment 

Supplies, materials, and equipment specifically related to the implementation of a PD activity 

(such as books for a book study) may be obtained for the PD event.  

Delivery Models 

Some Title II professional development delivery models include book studies, use of consult-

ants and coaches, attendance at on-site trainings, and web-based online training (requiring a 

site license). 

For a more complete list of PD delivery models, see Examples of Eligible Activity Types/

Locations on page 63. 

TITLE II, PART A PROCEDURES, continued 
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Submitting Requests for In-State Professional Development  
Use this procedure to submit a request for professional development that will take place within 

Texas (local, surrounding, and outlying areas). You must submit the request at least 30 days in  

advance of the event. 

Procedures and Forms 

Step Description 

1 Access the HISD Title IIA Request Approval for School Professional  

Development - 2020-2021 form at  

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

(See a sample of this form on the next page.) 

2 Complete the form electronically. (A separate form is required for each 

attendee.) 

Fill out all information accurately and completely for timely processing. 

Incomplete forms will be sent back to participants for full completion. 

3 Save the completed HISD Title IIA Request Approval for School Professional 

Development Form to your computer. 

4 Email the completed form (as a Word document) to the Title II Professional 

Development Manager at Catapult Learning. To verify that the PD is Title II-

eligible, the email must include a description of the event (e.g., a link to an 

agenda, brochure, or website may also be included). For Catholic schools,  

Catapult Learning will notify the Catholic Schools Office  of the request. 

RESULT: Catapult Learning will: 

• Check for eligibility per Title II federal guidelines.

• Contact HISD if eligibility is questionable.

• Email school personnel regarding the status of the request

(e.g., Approved, Not Approved, or Pending/More Information Needed)

• Prepay the registration fees and encumber other travel or material costs.

For more details regarding reimbursements for same-day trips, see page 82. 

For more information, see: 

• Catapult Learning’s website for Federal Programs

• Catapult Learning’s catalog for an extensive listing and descriptions of workshops available

through Catapult Learning

• Third-Party Provider chapter in this handbook

TITLE II, PART A PROCEDURES, continued 
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2020-2021 Request Approval for School Professional Development 
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Submitting Requests for Out-of-State PD 

Initial requests can be made at the time the district submits the ESSA Consolidated Federal Grant 

Application to TEA. However, there will be other times (during the grant period) to submit out-of-

state travel requests per the schedule established by the district. PNP Schools will find those  

submission dates in the Calendar & Timeline chapter of this handbook. 

Use this procedure to request professional development (PD) that will take place out of the state. 

IMPORTANT!  All out-of-state travel must be requested and approved by HISD/TEA 

prior to the event. Attendance at out-of-state PD opportunities requires forethought 

and planning. Comparable PD opportunities that are available in-state should be giv-

en serious consideration to save costs – potentially increasing the number of PD 

events attended and the number of educational personnel trained.  

Step Description 

1 Go to http://www.houstonisd.org/page/59247 and access the following two 
forms: 

• TEA Justification of Specific Expenditure: Program-Related Out-of-State 
Travel School Year 2020-2021 

• TEA Request for Approval of Participant Support Costs School Year 2020-
2021 — See samples of these forms on the following pages. 

2 Complete these online fillable PDF forms electronically. Save the two  
completed forms to your computer. 

3 Email the completed PDF forms (no scans) to the Title II Professional Develop-
ment Manager at Catapult Learning. To verify that the PD is Title II-eligible, 
the email must include a description of the event (e.g., an agenda, brochure, 
or website). 

RESULTS (chronological): 

1) Catapult Learning reviews the paperwork for eligibility, accuracy, and com-
pleteness. If any changes are needed, Catapult Learning will request the 
PNP Schools to edit the documents and re-submit. 

2) Catapult Learning submits the paperwork on behalf of the PNP School to 
HISD by the designated dates. 

3) HISD reviews the submissions as part of the approval process. 

4) After approval is granted, HISD notifies the PNP School via email. Some re-
quests require additional information and therefore approval may be pend-
ing. Other requests may be denied. HISD will send an email regarding the 
status of each request. 

Continued next page…. 
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Submitting Requests for Out-of-State Professional Development, continued 

Step Description 

4 Once approved, travelers may attend and submit all approved costs from the 
PD opportunity for reimbursement by emailing to  
reimbursements@catapultlearning.com. Costs consist of related travel ex-
penses (i.e., airfare, mileage, car rental and gas, hotel parking, cab/shuttle, 
hotel, and food). 

• For approved PD that is 100% secular, participants may attend and may be 
reimbursed for 100% of the costs. 

• For approved PD that is a combination of secular and non-secular, partici-
pants may attend and may be reimbursed for a pre-determined percentage 
of the costs. 

• If PD is not approved, participants must use a funding source other than 
Title II, Part A to pay for the PD if they still wish to travel and attend.  

TITLE II, PART A PROCEDURES, continued 

Receipt of Equitable Services 
 

This protocol differs for schools that are new  

participants to this federal grant (services cannot 

be received until after the fall consultation 

meeting in August). 
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INSTRUCTIONS for Completing the Justification of Specific Expenditure: Program-Related Out

-of-State Travel School Year 2020-2021 
The information in this form should have enough detail so that TEA or an auditor can clearly see 

how personnel will benefit from the activity. 

 

The Justification of Specific Expenditure: Program-Related Out-of-State Travel School Year 2020-

2021 (see sample on the next page), is accessed on HISD’s PNP Schools webpage:  

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

Continued next page…. 
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2020-2021 TEA Justification of Specific Expenditures: Program-Related Out-of-State Travel 

TITLE II, PART A PROCEDURES, continued 

About Reimbursement for Out-of-State PD  

Travelers are not named on the TEA forms so that if a traveler is unable to attend for any reason, 

another person can travel in his/her place without any changes to the request. However, this 

could result in changes to reimbursement. If a traveler cannot attend the PD but has already paid 

some of the costs, those costs will not be reimbursed unless there is a substitute traveler who 

could benefit from costs that are transferable (e.g., registration fees). In such cases, the person 

who paid the initial cost can be reimbursed per stipulations of the transaction. For costs incurred 

by substitute travelers, standard reimbursement procedures must be followed upon their return.  
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INSTRUCTIONS for for Completing the Request for Approval of Participant Support Costs 

School Year 2020-2021 
The information in this form should have enough detail so that TEA or an auditor can clearly see 

how personnel will benefit from the activity. 

The Request for Approval of Participant Support Costs Form (see sample on the following page) is 

accessed on the HISD PNP Schools webpage: http://www.houstonisd.org/page/59247  

Continued next page…. 
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Request for Approval of Participant Support Costs  

TITLE II, PART A PROCEDURES, continued 
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each Catholic school’s: 

• 2020-2021 campus planning allocation,

• PD request(s), including dates of those opportunities, and

• current balance with encumbered amounts.

The CSO may follow up on any of this information. 

Who Can Receive Reimbursement? 
Reimbursement cannot be paid to the school under any circumstances. Per federal guidelines, 

money cannot flow to the schools from HISD.   

Reimbursement can only be paid to an individual – either: 

• the person attending, OR

• the person at the PNP School who was authorized to sign the check or use the credit card

that paid for the professional development

For tracking purposes, all reimbursement checks for the person attending the PD event will 

normally be sent to the PNP School, not to their home address. 

Continued next page…. 

TITLE II, PART A PROCEDURES, continued 

Reimbursements 

Professional development-related costs can be reimbursed only for PD opportunities that were 

approved  by HISD/TEA. Travel expenses related to professional development can be reimbursed 

after the PD activity has been completed and the appropriate documentation submitted.  

To ensure timely reimbursement, appropriate documents must be submitted accurately, along 

with requisite supporting information, to reimbursements@catapultlearning.com within 30 days 

after completion of the PD event. Catapult Learning should reimburse the individual within 30 

days after receipt of all required documentation. This gives a maximum period of 60 days for  

reimbursement following the end of the PD event. 

For more detailed information regarding the  timeline and  workflow involved in processing 

reimbursements, see page 85.

NOTE: Once a month Catapult Learning emails the Catholic  Schools Office (CSO) to inform them of 
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Overview of Reimbursable Expenditures  

Expenditures that can be reimbursed include:  

• appropriate reimbursement percentage for all expenses (fees, registration, travel, etc.) 

related to non-secular training (faith-based/religious) 

• all travel-related expenses for out-of-town PD (i.e., airfare, hotel, rental car and gas,  

mileage, meals, transportation – cabs/Ubers/Lyfts, shuttles) 

IMPORTANT:  HISD wants to ensure the best use of federal funds; therefore, airline tickets 

should be purchased at least 3 weeks in advance of the PD event because flight costs  

increase substantially if purchased closer to the date of travel. 

• parking costs related to business travel and attendance at PD opportunities (i.e., airport 

parking, hotel parking, parking at conference-related events/sites, restaurant parking) 

• courses at colleges and universities – to meet Title II federal guidance, a single college 

course taken as PD must be: 

• tied to the professional development plan for the campus, 

• an eligible activity/eligible content per guidance, and 

• reasonable as well as eligible. 

IMPORTANT: Courses at colleges and universities: cannot be used to accumulate  

credits for acquiring a degree. Individuals may only take one course per one school 

year (August – July) per one university per HISD guidelines.. 

Continued next page…. 
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Per Diem Cut-Off Times 

Per diem cut-offs may not always be the same. Consideration must be given to what is  

reasonable and necessary, depending on foreseen factors such as when the PD event ends, the  

availability of flights, the safety of the traveler, and unforeseen factors such as inclement weather, 

flight cancellations, or pubic health emergencies, etc. 
 

For example, where a conference ends in the early afternoon, it would not be reasonable or  

necessary for a traveler to stay the additional night - the traveler would be expected to return after 

the conference ends. If a conference ends in the late afternoon, an additional night of lodging might 

be justified if there were no flights available at a reasonable time that evening. However, documen-

tation corroborating that decision would be required and the traveler would be expected to return 

on a morning flight (or provide documentation that there were no flights available). This would also 

affect the meal per diem, allowing a morning meal.  
 

Modifications to lodging, flights, and meals are subject to what is reasonable and necessary. This 

standard also applies when driving to and from a PD event, although the affected per diems may 

differ (e.g., mileage, gasoline, or other travel-related aspects). In any case, HISD does not expect a 

traveler to leave professional development early in order to return home the same day.   
 

Because of the per diem cut-off stipulations, advance planning will be required to prevent  

travelers from forfeiting allowable reimbursements. 

NOTE:  In such cases, the traveler would be expected to contact HISD/Catapult Learning via email as 

soon as practicably possible upon return. 

TITLE II, PART A PROCEDURES, continued 
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Mileage Reimbursement  
 

Per TEA: 

In reference to guidance regarding travel, there are times when guidance is silent as to 

specific matters. Though guidance does not provide specific information regarding mile-

age reimbursement for PNP Schools, Title II, Part A and the PNP Guidance provide general 

overviews on PD related activities. When specifics are not provided, the district may re-

vert to its own policy on reimbursement of travel expenses for PD activities in general as it 

relates to public schools and apply the same rules for a PNP School. 

HISD policy and practices are equitable relative to what is done for public schools. 
 

For travel-related expenses on a group trip, HISD only reimburses one person for mileage per vehicle. 

That one person is the one who is designated to drive and who provided the vehicle for the trip.  

If receiving  mileage reimbursement, a person does not also receive gasoline reimbursement.   
 

Getting to a designated pick up point is a common practice when traveling as a group and is not  

reimbursable. Passengers on the trip are NOT reimbursed  for mileage for the distance driven  

between their home and a designated pick up point. 
 

Traveling as a group requires planning and coordination. For same-day or   overnight trips, about three 

or four travelers and their luggage can fit   comfortably in one vehicle — therefore, multiple requests 

for mileage/rental  and gas reimbursement related to the same trip originating from the same  school, 

are discouraged and reimbursement may not be granted.  

Vehicle Rental and Gasoline Reimbursement  

When a rental vehicle is utilized: 

• HISD will reimburse the cost of the rental car plus the cost of gasoline used. It is strongly  
recommended that the rental vehicle is fueled up prior to its return to the rental facility. This is 
because the cost of refueling at a rental facility is typically higher than at gas stations. 

• Compact to mid-size automobiles may be used by all travelers on business. Minivans may be 
rented when used by four or more persons. 

• Luxury vehicles may not be rented. 

• SUV-class vehicles may not be rented without prior approval from HISD/Catapult Learning. A 
statement of the need for the rental of a vehicle other than a mid-size car or minivan must be 
attached to the request for approval. 

• There are no distance restraints regarding vehicle rentals; use good judgment to determine 
what is necessary and reasonable.. 
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When airfare is combined with vehicle rental, reimbursement is permitted only under the following 

specific circumstance: The only airport accessible to the PD opportunity location is many miles away 

AND both of the following conditions apply:  

• there is no available shuttle (e.g., hotel shuttle or Super Shuttle), and 

• the cost of a cab/Uber/Lyft (round trip) would exceed the cost of renting a vehicle 

Same Day Trip Reimbursement 
HISD policy and practices are equitable relative to what is done for public schools.   

 

Day trips are defined as those trips where an overnight stay is not required. Therefore, day trips  

can include trips within Harris County as well as trips outside of Harris County. Travel policies for day 

trips are the same   as those for overnight trips except that no per diem is allowed.  

To clarify: There can be no meal allowance, no hotel allowance – but transportation expenses are  

allowed (e.g., mileage, reasonable rental car with gasoline, and airfare costs). There are no distance 

constraints with respect to   the location of the same day PD opportunity; however, best judgment 

should be exercised (e.g., taking into consideration   the vehicle’s return, lateness of travel, etc.).  

If there is a   question about the reasonableness of vehicle rental costs, check with HISD or Catapult 

Learning if expecting to be reimbursed.   

 

Parking costs at locations related to the PD and the per diem expenses can be reimbursed. Also, the 

cost of fuel is reimbursable (see Vehicle Rental and Gasoline Reimbursement above).  Travelers are 

expected to return on the same day that the PD opportunity ends, but consideration is given to the 

time and/or location of the PD opportunity, as well as any extenuating circumstances. 

In such cases, the trip will become an overnight trip subject to the appropriate guidelines, and   proof 

of the extenuating circumstance will be required.  Also, contacting HISD and/or Catapult Learning at 

the earliest opportunity is strongly advised. 
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Extended Trip Reimbursement 

An extended trip is one that lasts a week or longer.  
 

If the extended trip is at a location that is out of town, this time period encompasses weekends 

for reimbursement purposes. As such, weekend meals and lodging are reimbursable since it 

would be unreasonable to expect a traveler to return home for meals and lodging, and then travel 

back for the remainder of the PD opportunity. 
 

If the extended trip is in Houston or surrounding areas (requiring 45 minutes or more of local  

travel), then mileage, meals and lodging during the business week are reimbursable. This allows 

the traveler to attend daily PD sessions without worrying about travel time, traffic, early-morning 

session times, etc.  Additionally, it affords the PD participant enough time in the evenings to  

complete “homework” that is typically required by extended-duration PD opportunities. 

Lodging Reimbursement 

The following guidelines apply to lodging: 

• Reimbursement is not allowed for same day trips. 

• Hotels are reimbursable based on the GSA per diem rate. 

• In addition to hotels, travelers can use other lodging options (e.g., an Airbnb or dormitory).  
 

Travelers who stay at hotels or other lodgings which are not affiliated with the conference will be 
subject to the rates applicable to federal or state employees.  

Food Reimbursement 

The term “food” includes meals, snacks, or non-alcoholic beverages. The following reimburse-

ment guidelines apply to food: 

• Reimbursement is not allowed for same day trips. 

• Food is reimbursable based on the GSA per diem rate during overnight trips (an overnight 
trip is one that lasts two or more days). 

• Food receipts are required for reimbursement and specific rules apply 
(see Documents Required for Reimbursement on the next page). 

Non-Reimbursable Expenses 

The following expenditures are not reimbursable: 

• Any reimbursable expenses without receipts 

• Local food expenditures (e.g., any food purchases in Houston or its environs, 
whether at the  airport or en route and still within the city limits) 

• Non-business-related expenditures (e.g., pharmaceuticals, newspapers,  
alcoholic beverages, etc.) 

GSA per diem rates can change 
based on date of travel, destination 
city, etc. Be sure to obtain the cur-
rent GSA per diem rate based on 
each opportunity to travel. 
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When requesting reimbursement, attendees must email the following documentation to Catapult 

Learning at reimbursements@catapultlearning.com: 

TITLE II, PART A PROCEDURES, continued 
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Processing of Reimbursements: Workflow 

Catapult Learning’s processing of reimbursement requests will follow the sequence of events as 

shown below and on the following page: 
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Reimbursements— FAQs 
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Prepayment Option for Professional Development 

Allowable Expenses for Prepayment 

The option to prepay through Catapult Learning is only available for payment to vendors who  

accept the American Express Card, and only for the following:  

• registration fees for secular trainings* 

• supplies and materials for PD purposes only 

(e.g., book studies, software for professional development [e.g., DVD / DVD series]) 

• online eCourses 

 

* Non-secular trainings are reimbursed on a percentage basis; they cannot be prepaid. 

Prepayment is Non-Refundable 

Once prepayment is made by Catapult Learning, all costs are immediately applied against the PNP 

School’s campus planning allocation. Changes by the participant (e.g., non-attendance, change of 

mind, change in the number of participants, etc.) are not permitted after this occurs.  

EXCEPTION: If the change/cancellation originated with the vendor, your campus planning  

allocation should not be affected, and fair and appropriate adjustments will be made. 

 

Submitting Expenses for Prepayment 

The individual completes specific steps to request prepayment of upcoming PD registration fees 

and supplies/materials used for PD. See procedure on the following page. 

A Word About Book Studies 

Books for book studies are purchased exclusively from Amazon. Use  the 

2020-2021 Workshop Materials Request Form (on Catapult Learning’s web-

site) and include necessary information (e.g., title,  author, ISBN number).  

As with all professional development, documentation regarding  book  

studies must be maintained as evidence for audit purposes. Acceptable  

documentation might include an agenda showing book study discussions, 

sign-in sheets showing participants, written  reviews from participants, etc. 

A Word About Online Professional Development  
When purchasing software for professional development, use  

the 2020-2021 Workshop Materials Request Form (on Catapult Learning’s 

website) and include any necessary information. 

As with all professional development, documentation regarding online PD 

must be maintained as evidence for audit purposes.  Acceptable documenta-

tion might include an agenda showing the  PD as an agenda item, sign-in 

sheets showing participants, written reviews from participants, etc. 
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Step Description 

1 At least 30 days prior to the PD opportunity, contact the vendor and ask if they ac-
cept American Express. 

• If YES, go to the next step. 
• If NO, then you cannot process this transaction as a prepayment –the  

transaction must be completed on a reimbursement basis. 

2 Complete all paperwork required to request and obtain approval for the PD. 
• 2020-2021 Campus Needs Assessment 
• 2020-2021 Title IIA Request Approval for School Professional Development  

On the form, enter the following under the DOCUMENTATION section: 

• a detailed description of the conference or workshop, 

• notation that the PNP School would like this PD registration to be  
prepaid by Catapult Learning, and 

• that this vendor accepts American Express. 

• Registration form for the workshop/conference 

(All forms are found on the Catapult Learning website for Federal Programs:   
http://www.catapultlearning.com/hisd-professional-development/) 

Email the completed forms to the Title II Professional Development Manager  
at Catapult Learning. 

3 Ask the vendor if Catapult Learning will be invoiced directly or if they will send the 
invoice directly to the PNP School. Provide the vendor with instructions to include 
the following on the invoice: 

• “Houston Independent School District” 

• name of the private nonprofit school 

• participant’s name (if applicable) 

NOTE:  If the vendor invoices Catapult Learning directly, it is important that the  
requester (the individual requesting the prepayment) is copied on the email. 

Verify that the vendor’s invoice to Catapult Learning contains only charges that are 
Title II eligible for payment. Anything else must be billed separately to the school or 
individual. (Catapult Learning will NOT split or pay a portion of an invoice.) 

Invoice Not Available? 

If an invoice is not available (i.e., online purchase request), print and submit the 
shopping cart page – showing final cost – to the Title II Professional Development 
Manager at  Catapult Learning. 

Continued next page…. 
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SUBMITTING EXPENSES FOR PREPAYMENT , continued 

Step Description 

4 If the vendor invoices the PNP School employee, email the vendor’s invoice to the 
Title II Professional Development Manager at Catapult Learning.  

RESULT: 
After receiving the invoice, Catapult Learning does the following: 

• Processes payment for the invoiced amount and notifies the requester when
payment has been made.

• Applies the cost against the PNP School’s campus planning allocation.
• Retains the invoice with other auditable documents.
• Maintains financial information to include in the budget reports to HISD, CSO,

Jewish Federation of G-H, and the PNP School.

Once prepayment is made, all costs are immediately applied against the PNP 
School’s campus planning allocation.  

REMINDER: Money cannot flow to PNP Schools. If a PNP School pays for  
professional development with a business credit card or company check, neither 
the school nor the signer on those forms of payment can be reimbursed. 
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SERVICES & PROCEDURES 
 

Greatness is not measured by the walls we build, but by the bridges. 

(DaShanne Stokes) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Written to address great student support and academic 

enrichment activities that will enhance the whole student in 

well-rounded educational subject areas, safe and healthy 

activities including social emotional counseling, and the 

effective use of technology.  There can be great professional 

development available to teachers that will heighten their 

effective use of technology in the classroom.  

Building Bridges -- Breaking Barriers 
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TITLE IV, PART A SERVICES FOR ALL 
PNP SCHOOL STUDENTS, PERSONNEL, PARENTS, 

AND FAMILIES 
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TITLE IV, PART A SERVICES 

The purpose of Title IV, Part A (Student Support and Academic Enrichment) is to improve students’  

academic achievement by increasing the capacity of states, local educational agencies, schools, 

and local communities to: 

• Provide access to and opportunities for a well-rounded education for all students, 

• Improve school conditions for student learning in order to create a healthy and safe school 

environment; and 

• Improve access to personalized, technology-driven learning experiences for students 

and Professional Development (PD) for teachers about the effective use of data and  

technology. 

 

Services fall into three content areas: (1) Well-Rounded Educational Opportunities, (2) Safe and 

Healthy Student Activities, and (3) Effective Use of Technology.   

Title IV, Part A services are intended for the benefit of all students at PNP Schools in the areas of 

student support and academic achievement. 

Purpose and Beneficiaries 
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Federal Grant Description 

The Title IV, Part A federal grant focuses on: 

• Well-Rounded Educational Opportunities 

• Safe and Healthy Student Activities 

• Effective Use of Technology 

TITLE IV, PART A SERVICES, continued 

In accordance with program requirement assurances, all services must: 

• Occur after consultation with HISD, the Third-Party Provider, and the PNP school officials/

administrators 

• Align with the Campus Needs Assessment 

• Apply Internet safety practices 

(The PNP School must have a policy of Internet safety for minors that includes the opera-

tion of a technology protection measure with respect to any of its computers with  

Internet access that protects against access through computers to visual depictions that 

are obscene, pornographic, or harmful to minors, and is enforcing the operation of such 

technology protection measure during any use of such computers by minors.) 

• Supplement, and not supplant 

• Coordinate with other schools and community-based services and programs 

• Be properly documented for tracking and compliance purposes 

• Be evaluated for continuous improvement 

• Be secular, neutral, and non-ideological 

Additionally, if providing services related to specific Content Areas, such services must: 

• Provide Well–rounded Educational Opportunities (Content Area 1) 

• Conducted in partnership with an institution of higher education, business, nonprofit 
organization, community-based organization or other public or private entity with a 
demonstrated record of success with implementing activities 

• Provide support for Safe and Healthy Students (Content Area 2) 

• Fostering safe, healthy, supportive, and drug-free environments that support student 
academic achievement 

• Promoting the involvement of parents/families in the activity or program 

• Apply Effective Use of Technology (Content Area 3) 

• Consisting of activities for students that expand their knowledge of technology 

• Consisting of professional development opportunities for teachers that expand their 
knowledge/expertise of technology 

Rev. 08/23/2020 93



Title IV, Part A—Services & Procedures 

 

HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

Eligible Activities/Opportunities 

TITLE IV, PART A SERVICES, continued 

Content Area 1 -  Well-Rounded Educational Opportunities: 
• College and career guidance and counseling programs 

• Arts and music programs that promote problem solving, conflict resolution, and 

constructive student engagement 

• STEM programming and activities, including computer science 

• Accelerated learning programs 

• History, civics, economics, geography, and government education 

• Instruction, programs, or activities in foreign languages (other than English), or en-

vironmental education 

• Programs and activities that promote volunteerism and community involvement 

• Educational programs and activities that support integration of multiple disciplines, 

such as those combining arts and mathematics 

• Other LEA-approved opportunities 

• Social-emotional learning 

• Academic counseling 

• Local field experiences related to Well-Rounded Educational Opportunities 

Content Area 2 -  Support for Safe and Healthy Student Activities 
• Drug and violence prevention 

• School-based mental health services 

• Programs or activities that:  

a) integrate health and safety practices into school or athletic programs, 

b) support a healthy, active lifestyle,  

c) prevent bullying and harassment, d) improve instructional practices for  

     developing relationship-building,  

e) provide mentoring and school counseling to all students,  

f) prevent student dropout and facilitate re-entry, and  

g) establish learning environments that are essential for school readiness and  

     academic success 

• Other LEA-approved activities 

• Activities related to current social concerns (e.g., drug abuse, violence, 

trafficking, suicide, vaping, and traumatic events, etc.) 

• Social-emotional counseling 

• Local field experiences related to Safe and Healthy Student Activities 

Continued next page…. 
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Eligible Activities/Opportunities, continued 

TITLE IV, PART A SERVICES, continued 

Content Area 3 -  Support for Effective Use of Technology Opportunities: 
• Providing students in rural, remote, and underserved areas with the resources 

to take advantage of high-quality digital learning experiences, digital  

resources, and access to online courses taught by effective educators 

• Student blended learning projects 

• Building technological capacity by providing educators, school leaders, and 

administrators with professional learning tools, content, and resources 

• Professional development for teachers to increase student achievement in the 

eligible subject areas 

• Developing effective teaching strategies for the delivery of specialized or  

rigorous academic courses and curricula through the use of technology 

• Other LEA-approved opportunities 

• Local field experiences related to the Effective Use of Technology 

Title IV, Part A—Funding Information 

Participation Criteria: 

• The school must be physically located within the HISD attendance boundaries. 

• All students enrolled at the school in grades K–12 are counted in order to apply a per pupil 

allocation. 

• Determining participation criteria is an annual process. 

Determining the Campus Planning Allocation 

The district receives the planning entitlement from TEA. Using this and the Title IV Student Support 

and Academic Enrichment Participation Form, the PNP campus planning allocation is determined. 

This planning allocation covers student support for  the Title IV Content Areas. 

 

For detailed information regarding calculating the Title IV campus planning allocation, see the 

Funding chapter in this handbook. 
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TITLE IV, PART A SERVICES, continued 

Travel-Related Expenditures 

Professional development for teachers and student experiences are allowable under specific Title IV 

Content Areas . Consequently, there may be travel-related expenditures such as: 

• Field Lessons (transporting students to pre-approved field lessons in local or surrounding  

areas - no overnight or out-of-town travel) 

• UIL Academic Competition (transporting students to pre-approved academic competitions in 

local or surrounding areas - no overnight or out-of-town travel) 

• Professional Development (costs of PNP school personnel attending professional development 

locally or out-of-town) 

 

IMPORTANT: Out-of-state or international travel (to any country outside of the 

United States or U.S. territories) for PD is not allowed. 

Hotel, meals, and incidental rates are based on the General Services Administration (GSA) per diem 

rates found on the www.GSA.gov webpage. Other travel-related expenses include airfare, car rental 

and gasoline, mileage, hotel, meals, and  other incidentals. 

 

NOTE: 

Professional development opportunities for PNP Schools are not offered directly by HISD. 

Delivery of Services 

Delivery of Title IV, Part A equitable services is contracted to a third-party provider. HISD and the 

third-party provider collaborate  throughout the year to coordinate professional  development 

opportunities for the PNP Schools.  

 

To handle the needs of the schools effectively, the third-party provider has a Title IV, Part A team 

dedicated to providing services. The third-party  provider’s Title IV, Part A team meets with  prin-

cipals prior to the delivery of services to  discuss the Title IV program, the Campus  Needs Assess-

ment, PD opportunities, and topics related to other content areas.  

(Refer to the Third-Party Provider chapter to learn more about Catapult Learning, their team, 

their support tools, and resources.) 

IMPORTANT:  

PNP Schools must follow the processes and guidelines that have been 

established by HISD and the Third-Party Provider. 
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TITLE IV, PART A SERVICES, continued 

Title IV, Part A Program Duration 

The Title IV, Part A grant period begins July 1, 2020. The grant period ends June 30, 2021 –  

therefore, delivery of equitable services to PNP Schools must be completed by that date.   

The grant period covers the academic school year and the extended school year (summer 

school).   

This ensures that: 

• funds are used to impact instruction for the current school year, and 

• allows a close-out period so that HISD and the Third-Party Provider can complete year-end 

processing and prepare for the start-up of the following school year. 
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TITLE IV, PART A PROCEDURES 

PROCEDURES TO OBTAIN TITLE IV, PART A SERVICES 
FOR ALL PNP SCHOOL STUDENTS, PERSONNEL,  

PARENTS, AND FAMILIES 
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TITLE IV, PART A PROCEDURES  

Processes and procedures for participation in Title IV, Part A services have 

been established by the LEA (HISD) in accordance with USDE guidance. 

Forms – General Requirements 

All forms must be completed electronically. Completed forms may be submitted in the  

following ways: 

• electronically 

• U.S. mail (always call to verify receipt within 3-5 days after mailing) 

• professional delivery 

• hand delivery (in lieu of U.S. mail) 

• scans or faxes (with prior approval only) 

IMPORTANT:  All forms must be received by the due date. 

NOTE: All forms should be submitted to HISD in the same format (e.g., Word, Excel, online fill-

able PDF) in which they were originally created. 

Phase ONE Form for School Participation: Title IV, Part A Student Support and 

Academic Enrichment Participation Form 

The process for determining campus planning allocations is dependent on the completion 

and submission of the Phase ONE form (Title IV, Part A Student Support and Academic  

Enrichment Participation Form). 

Why This Form is Important 
Every school that chooses to participate with HISD in the Title IV, Part A federal program must 
have a  Title IV, Part A Student Support and Academic  Enrichment Participation Form on file. This 
form  helps determine the campus planning allocation  for Title IV, Part A activities/opportunities   
for all students. 
 
This form is completed annually. Instructions for completion are on the form itself.  

The Student  Support and Academic Enrichment Participation Form requires an original principal’s 

signature (no electronic signature or stamps) on the mailed or delivered copy.  

 

Accessing the Form 
Access this form on the HISD PNP Schools webpage:  
http://www.HoustonISD.org/page/59247 

An image of the Student Support and Academic Enrichment Participation Form is shown on the 

following page. 
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TITLE IV, PART A PROCEDURES, continued 

Title IV, Part A Student Support and Academic Enrichment Participation Form 
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Third-Party Provider – Catapult Learning 

HISD uses Catapult Learning as the third-party provider of equitable services to PNP Schools 

that participate in  the Title IV, Part A federal program. HISD and  Catapult Learning collabo-

rate to offer Student Support  and Academic Enrichment opportunities. 
 

Catapult Learning handles requests for student activities and opportunities plus professional 

development for teachers. 

TITLE IV, PART A PROCEDURES, continued 

Student Support and Academic Enrichment 

Federal Guidance 

All components of the Title IV Part A federal program must be: 

• eligible per federal guidance.  

• student-centered to promote academic success 

• secular, neutral, and nonideological (not representative of any established or systemized  

beliefs) 

• aligned with the CNA 

 

All Title IV Part A program expenditures must be: 

• reasonable in cost (in line with market prices for comparable activities as to duration,  

location, and choice) 

• necessary (aligned to school and student needs) 

• allocable (allowable per federal guidance) 

• sustainable (ongoing implementation) 

Program Requests 

All requests must be made 30 days prior to the activity/PD opportunity. 

Supplies, Materials, and Equipment 

Supplies, materials, and equipment specifically related to the implementation of a Title IV, Part A 

activity may be obtained through Catapult Learning or another vendor. Regardless, all of these 

transactions must be handled by Catapult Learning. 

All related costs will be applied to the campus planning allocation of the PNP School. 

Delivery Models  

Title IV professional development is only allowable to promote student achievement through the 

effective use of technology. Possible delivery models for this include book studies, use of  

consultants and coaches, attendance at on-site trainings, and web-based online training (requiring 

a site license). Possible delivery models for student activities and opportunities include student 

body assemblies, cooperative and blended learning opportunities, counseling, digital learning, 

field lessons (and more). 

See information regarding TEA flexibility in the Overview chapter. 
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Receiving Title IV, Part A Services (Process) 
This is the high-level process for receiving Title IV, Part A services: 

Stage Description 

1 The PNP School submits a Request Approval for School Professional Development 

Form indicating content areas for the grant along with a description of planned 

activities to the Third-Party Provider. (A Materials Request Form may also be  

required for activities.) 

2 The Third-Party Provider verifies eligibility per guidance and, if appropriate, 

approves the activities/opportunities. 

3 The Third-Party Provider notifies the PNP School of approval. 

4 The eligible PNP School employee or Catapult Learning makes the necessary  

purchases and/or transactions.   

• If an employee purchase, then he or she must submit receipts to the  

Third-Party Provider for reimbursement within 30 days after the activity/

opportunity.   

• If a Catapult Learning purchase, then the cost is automatically applied to 

the campus planning allocation. 

5 The Third-Party Provider either applies the costs to the Campus Planning  

Allocation of the school or reimburses the eligible employee for the student  

activity expenditure or travel-related PD expenses within 30 days of receiving 

the reimbursement request. 

Thus, the total time between reimbursement submission and payout could be 

up to 60 days. 

TITLE IV, PART A PROCEDURES, continued 

Availability of Forms 

All forms can be found on the Catapult Learning website for Federal Programs: 

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

Availability of Funding 

All funding must impact students for the current school year. PNP Schools 

should plan effectively to ensure that all Title IV, Part A funds are utilized or 

encumbered by the pool date. 

Receipt of Equitable Services 

This protocol differs for schools that are new  

participants to this federal grant (services cannot 

be received until after the fall consultation 

meeting in August). 
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TITLE IV, PART A PROCEDURES, continued 

Submitting Requests for Field Experiences  

Use this procedure to submit a request for field experiences that will take place within local and 

surrounding areas. You must submit the request at least 30 days in advance of the event. 

Step Description 

1 Access the PNP School Request for Approval of Field Lesson/Field Lesson   

Implementation Plan form (which includes the Field Lesson Implementation Plan for 

PNP Schools) on the Catapult Learning website for Federal Programs. 

2 Complete the form electronically. A separate form is required for each field  

lesson/experience. (Fill out all information accurately and completely for timely 

processing — Incomplete or incorrect forms will be sent back to the requestor for 

editing. ) 

Save the completed form to your computer. 

3 Access the TEA Justification of Specific Expenditure: Educational Field Trips form from 

the HISD PNP Schools website or the Catapult Learning website for Federal  

Programs. 

Complete the form electronically and save it to your computer.  

4 Email the completed forms (from Steps 2 & 3) to the designated Catapult Learning 

contact. 

RESULT: Catapult Learning will: 

• Check for eligibility per Title IV federal guidelines. 

• Contact HISD if eligibility is questionable. 

• Email school personnel regarding the status of the request 

(e.g., Approved, Not Approved, or Pending/More Information Needed). 

• Prepay the registration fees and encumber other related costs (if PD). 

5 If approved by Catapult, do the following: 

a) Distribute the Parent Consent and Medical Release form (to be completed  

either manually or electronically by parents). 

b) Ensure that that all Parent Consent and Medical Release forms – with  

signatures –have been collected and are on file at the PNP School within 3 

business days prior to the date of the Field Lesson/Experience. 
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TITLE IV, PART A PROCEDURES, continued 

PNP SCHOOL REQUEST FOR APPROVAL OF FIELD LESSON - PAGE 1 

Forms 
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TITLE IV, PART A PROCEDURES, continued 

PNP SCHOOL REQUEST FOR APPROVAL OF FIELD LESSON - PAGE 2 
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TITLE IV, PART A PROCEDURES, continued 

CONSENT AND MEDICAL RELEASE FORM / PNP SCHOOLS 
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TITLE IV, PART A PROCEDURES, continued 

TEA EDUCATIONAL FIELD TRIP FORM 2020-2021 
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TITLE IV, PART A PROCEDURES, continued 

INSTRUCTIONS for Completing the TEA Justification of Specific Expenditure:  Educational 

Field Trips (2020-2021) 

The information in this form should have enough detail so that TEA or an auditor can clearly 

see how students will benefit from the activity. 
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TITLE IV, PART A PROCEDURES, continued 

Where to Look in This Handbook re Requests for PD or Reimbursement, and Prepayment Options: 

• To submit a request for professional development that will take place within Texas (local, 
surrounding, and outlying areas) – refer to information in the Title II, Part A Procedures 
section of this handbook.

• To submit a request for reimbursement – refer to information in the Title II, Part A Procedures 
section of this handbook.

• For information regarding the prepayment option for PD – refer to information in the Title II, 
Part A Procedures section.

For prepayment of materials for student activities, complete the Materials Request Form

(see Third-Party Provider chapter in this handbook). 

Handbook References (PD/Reimbursement Requests &  Prepayment Options) 

Campus Needs Assessment 
Services are provided based on the PNP School’s request, student needs, and the feasibility of 
providing services. Poor planning will adversely affect the receipt of services:  Examples include 
not submitting requests in a timely manner or not keeping track of funds usage. To ensure that 
funding is available for services throughout the academic and extended year, PNP Schools need 
to plan carefully for the entire grant duration period.  

The CPDSP captures this information. 

Parental Consent is Required 

Parents must grant written consent for activities involving student participation. 

Promoting the Involvement of Parents 

The PNP School must promote the involvement of parents in Content Area 2 (Support for Safe 
and Healthy Students) activities or programs.  

Professional Development  

Coordinating professional development  opportunities requires collaboration between  

the Third-Party Provider and the PNP School.  Together, options are explored for enhancing 

eligible subject areas and the effective use of technology.  

Grant Opportunities and Activities 
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Don’t blame your challenge, rather get up and  

see it as a bridge to your success.   

(Bruce Mbanzabugabo) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Written to explain the many facets of funding – 

successfully calculating the Private School Reservation, 

campus planning allocation, and accessing equitable 

services with the grant funding allocations. 
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FUNDING OVERVIEW 

Campus planning allocations are used to plan for: 

• Title I, Part A services: Instructional, Academic Counseling (if funds are reallocated), Parental  

Involvement, and Professional Development 

• Title II, Part A services: Professional Development 

• Title IV, Part A services: Student Support and Academic Enrichment for Well-Rounded  

Educational Opportunities, Safe and Healthy Student Activities, Support for Effective Use of 

Technology, and Social-Emotional Counseling (if funds are reallocated) 

In order to calculate the campus planning allocations for a PNP School, the district  considers the 

school and student eligibility information provided by the PNP School for participation.   

NOTE: Per pupil amounts used in the campus planning allocations are equal for public schools and 

PNP Schools.  

Funding the Federal Grants 

First, calculate the Private School Reservation. 

TITLE I - DETERMINING THE PRIVATE SCHOOL RESERVATION AND PROPORTIONATE SHARE 

OF EQUITABLE SERVICES 

1. ADD the total number of low-income residing public school students at Title I 

schools in the district to the total number of enrolled PNP School students who 

reside in the attendance boundaries of an HISD Title I school.  

RESULT: Total number of public and private school students used in determining 

the PNP School’s Proportionate Share. 

2. DIVIDE the LEA’s current year Title I allocation by the RESULT in Step #1. 

RESULT: The Per Pupil Allocation (PPA) for the LEA and PNP Schools. 

3. MULTIPLY the total number of enrolled PNP School students residing in the 

attendance boundaries of an HISD Title I school by the RESULT in #2 (per pupil 

amount). 

RESULT:  The Private School Reservation. 

Continued next page…. 

NOTE: After determining the Private School Reservation, a negotiated  

percentage is SUBTRACTED off the top as administrative fees for the Third-Party 

Provider. 
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FUNDING OVERVIEW, continued 

Then, apportion the Private School Reservation for each equitable service category. 

TITLE I - DETERMINING THE PRIVATE SCHOOL RESERVATION AND PROPORTIONATE SHARE 

OF EQUITABLE SERVICES, continued 

1. MULTIPLY the total (pre-admin fee) Private School Reservation by 1%.

RESULT: The Parents & Families Proportionate Share.

2. SUBTRACT the RESULT in Step #1 from the reduced (post-admin fee) Private

School Reservation.

RESULT: The Instructional Services & Professional Development Proportionate

Share.

3. Determine (from the RESULT in #2) the separate shares for Instructional Services

and Professional Development.

To do this:

a) MULTIPLY the RESULT in Step #2 by 5%.

RESULT: The Professional Development Proportionate Share.

b) SUBTRACT the RESULT from Step #3a from the RESULT in Step #2 .

RESULT: The Instructional Services Proportionate Share.

(PNP Schools have the option to later reallocate district-defined percentages to 

Academic Counseling using the Reallocation to Counseling form accessed from 

the HISD PNP Schools website.)   

See sample form on page 114. 

Continued next page…. 

At this point, aggregate amounts for all three service categories have been determined. 
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FUNDING OVERVIEW, continued 

Now calculate the campus planning allocation for each school:   

TITLE I - DETERMINING THE PRIVATE SCHOOL RESERVATION AND PROPORTIONATE SHARE 

OF EQUITABLE SERVICES, continued 

1. DIVIDE the monetary amount for each equitable services share (Parental 

Involvement, Instructional Services, and Professional Development) by the 

total number of enrolled PNP School students who reside in the attendance 

boundaries of an HISD Title I school (identified on the Campus Eligibility  

Roster)  

RESULT: The Per Pupil Allocation (PPA) per category 

2. MULTIPLY the Per Pupil Allocation (PPA) for each proportionate share by the 

number of students identified on the Campus Eligibility Roster. 

RESULT: The campus planning allocation 

TITLE II - DETERMINING THE PRIVATE SCHOOL RESERVATION 

1. ADD the total student enrollment in the LEA to the total student enrollment in  

participating private schools.  

RESULT: Total enrollment in the LEA and participating  private schools. 

2. DIVIDE the LEA’s current year Title II allocation by the RESULT in Step #1. 

RESULT: The Private School Reservation. 

3. DIVIDE the RESULT in Step #2 by the RESULT in Step #1. 

RESULT:  The Per Pupil Allocation (PPA) 

To calculate the Private School Reservation for Professional Development Services: 

Now calculate the campus planning allocation for each school: 

4. MULTIPLY the RESULT in Step #3 by the number of students identified on the 

Professional Development Participation Form for the specific PNP School. 
 

RESULT: The campus planning allocation for Professional Development  

services. 
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First, calculate the Private School Reservation for Student Support and Academic Enrichment. 

TITLE IV - DETERMINING THE PRIVATE SCHOOL RESERVATION  

1. ADD the total student enrollment in the LEA to the total student enrollment in

participating private schools.

RESULT: Total enrollment in LEA and participating private schools.

2. SUBTRACT the LEA’s direct administration costs from the LEA’s Title IV allocation.

RESULT: The Private School Reservation.

3. DIVIDE the RESULT in Step #2 by the RESULT in Step #1.

RESULT: The Per Pupil Allocation (PPA).

FUNDING OVERVIEW, continued 

Now calculate the campus planning allocation for each school: 

4. MULTIPLY the RESULT in Step #3 by the number of students identified on the

Student Support and Academic Enrichment Participation Form for the specific PNP

School.

RESULT: The campus planning allocation for Student Support and Academic

Enrichment services.

Then, apportion the Private School Reservation for each Content Area. 

1. DIVIDE the Private School Reservation by 3.

RESULT: Content Area 1 equitable services

RESULT: Content Area 2 equitable services

RESULT: Content Area 3 equitable services

2. DIVIDE the Content Area 3 equitable services amount in half to determine the 
separate service amounts for Student Services and Professional Development. 
RESULT: Professional Development amount for teachers

RESULT: Student Activities amount

(PNP Schools have the option to later reallocate student activity amounts to Social-

Emotional Counseling according to district-defined percentages using the 
Reallocation to Counseling form accessed from the HISD PNP Schools website.) See 

sample form on page 114. 

At this point, predetermined amounts for all three Content Areas have been established. 
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FUNDING OVERVIEW, continued 

PNP Schools Reallocation for Counseling Form 
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FUNDING OVERVIEW, continued 

Planning Amount 

These federal funds are provided to the district  by the U.S. Department of Education (USDE).  

Each federal grant has a specific purpose and intent. The Texas Education Agency (TEA) awards 

these funds to districts to support the academic programs of schools. The Planning Amount is the 

preliminary award to allow districts to plan for the school year. It is from this Planning Amount 

that the Private School Reservations are determined. 

Maximum Entitlement  

Sometimes there may be an increase or decrease in the planning amount.  Districts receive notifi-

cation of such only if there is a change. This revised amount is called maximum entitlement and 

such adjustment usually occurs mid-year. Should there be a change, then the PNP Campus  

Planning Allocation is updated based on the PPA.  

Final Entitlement  

Before the grant end date, any remaining funds with USDE for each ESSA grant is sent to TEA for  

distribution to districts that receive an entitlement for those grant(s).  PNP Schools will then  

receive funding to expend for additional equitable services. 

Federal to State to Local Funding 
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Title I, Part A: Eligibility and Funding 

Under Title I, Part A, schools and students must meet the eligibility  

criteria listed below. 
 

Schools, in order to participate and receive funding, must: 

• be private and nonprofit,  

• be physically located in Houston or the surrounding areas,  

• have students enrolled that reside in the HISD attendance boundaries of Title I schools, and 

• must have a kindergarten grade level as part of their grade span. 

School and Student Eligibility  

Funding data is collected from schools using the Title I, Part A Campus Eligibility Roster.   

Schools must: 

• enter the addresses for all students on their campus from grades K–12 who were enrolled at the 

PNP School on the last Friday in October of the previous school year (district PEIMS snapshot 

date), 

• identify the HISD Title I school corresponding to each student's address, and 

• provide supporting documentation that verifies each student address by submitting a 

Campus Student Directory. 

Funding Data Sources 

Students, in order to receive services, must be: 

• failing or at risk of failing (scoring at or below 40% on standardized testing), 

• zoned to a Title I school in HISD, and 

• in grades PreK4 –12. 

Proportionate Share 

By calculating the proportionate share, PNP Schools are given their appropriate percentage of  

funding from the Private School Reservation for each equitable service category. 

. 

NOTE:   

Under ESSA — for Title I, Part A only — the administration fee is subtracted from the Private School 

Reservation prior to determining the proportionate share for the various service categories.  

In essence, the private nonprofit schools’ administration fee (i.e., Third-Party Provider cost) for  

equitable services is taken “off the top” of the Private School Reservation. 
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Title I, Part A: Eligibility and Funding, continued 

Title I, Part A Reservations 

With federally funded grants, there are often allowable reservations that may affect the actual 

monies allocated to schools. Reservations are set-asides that are authorized by USDE.  

One in particular is deducted “off the top” from the Private School Reservation – prior to all other  

calculations. 

For 2020-2021, there are two Title I reservations: 

• Taken off the top are Administration fees (negotiated between HISD and the Third-Party  

Provider). Administration fees represent the cost of providing support to PNP Schools  

participating with HISD, such as: 

• payroll 

• travel 

• telephone usage 

• office supplies 

• postage 

• end-of-year program evaluation 

• other support functions 

• Not taken off the top is the Parent and Family Engagement proportionate share  

(1% of the private school reservation) 

Campus  Eligibility Roster 

PNP School personnel complete the Campus Eligibility Roster to provide data to HISD in order to 

determine the Private School Reservation. 

 

The information on the Campus Eligibility Roster allows HISD to determine the number of K-12th 

grade students who are enrolled at participating PNP Schools zoned to HISD Title I schools.  

Data extracted from the Campus Eligibility Roster is used for a period of two years. Thus, the  

numbers used to determine proportionate share for 2019-2020 will continue to be used through 

the 2020-2021 school year. Another two-year cycle begins with the  2021-2022 school year.  

 

EXCEPTION: Schools that enter participation in the second year of a two-year cycle must complete  

the Campus Eligibility Roster for two consecutive years in order to “sync up” with the cycle followed 

by all schools.   

 

See sample form on the following page. 
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Title I, Part A: Eligibility and Funding, continued 

Campus Eligibility Roster 2020-2021 
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Title II, Part A: Eligibility and Funding 

School and School Personnel Eligibility 

Schools, in order to participate and receive funding, must : 

• be private and nonprofit,  

• be physically located within the attendance boundaries of HISD, and 

• must have a kindergarten grade level as part of their grade span. 
 

School personnel, in order to receive services, must: 

• be  teachers, paraprofessionals, administrators, or other educational support personnel, 

• instruct in the well-rounded subject areas for grades PreK4 –12 (teachers), 

• assist in the classroom working with students under the direct supervision of the teacher 

(paraprofessionals), 

• function as principals, directors, or teacher leaders on campus (administrators), or 

• be seeking professional development related to an academic outcome (e.g., other  

educational personnel such as a school nurse seeking professional development in order to 

provide health education to students). 

Funding Data Sources 

The Title II, Part A Professional Development Participation Form provides the following information: 

• number of elementary and secondary students per each grade level on the campus, ranging 

from grades K –12, enrolled on the last Friday in October of the previous school year  

(district PEIMS snapshot date), 

NOTE:  HISD uses this information to determine the Private School Reservation for professional  

development for PNP Schools.  

• number of teachers who teach in well-rounded subject areas, and 

• number of eligible staff members (other than teachers) who will participate in professional  

development (e.g., principal, assistant principal, instructional paraprofessional, etc.). 

 

The Title II, Part A Professional Development Participation Form  is completed annually by PNP 

School personnel. 

Title II, Part A Reservations 
With this federally funded grant, there is an allowable district reservation which does not affect the 

actual monies allocated to PNP Schools.  

 

It is a district reservation for direct administration which is subtracted from the district's total Title 

II, Part A allocation. This direct administration cost is the amount that is paid to the Third-Party  

Provider for administration fees, mailing certified letters, the cost of handbook production, and  

legal notices with media outlets regarding participation with HISD in federal grants.  
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Title II, Part A: Eligibility and Funding, continued 

Administration Fee 

The Administration Fee (negotiated between HISD and the Third-Party Provider) represents the cost 

of providing support to PNP Schools participating with HISD, such as: 

• payroll 

• travel 

• telephone usage 

• office supplies 

• postage 

• end-of-year program evaluation 

• other support functions 

Professional Development Participation Form  

The purpose of the Professional Development Participation Form is to identify the total number of  

students who are enrolled at PNP Schools in grades K-12 as well as the number of personnel eligible 

for Title II equitable services.  

 

HISD uses this information to determine the Private School Reservation for PNP Schools. This form 

is completed annually by PNP School personnel. (See sample below.) 
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Title IV, Part A: Eligibility and Funding 

School and School Personnel Eligibility 

Schools, in order to participate and receive funding, must : 

• be private and nonprofit,  

• be physically located within the attendance boundaries of HISD, and 

• must have a kindergarten grade level as part of their grade span. 
 

School Personnel, in order to receive services, must be teachers seeking professional development 

opportunities under Content Area 3 (Effective Use of Technology). 

Funding Data Sources 

The Title IV, Part A Student Support and Academic Enrichment Participation Form provides the  

following information: 

• the number of elementary and secondary students per each grade level on the campus, ranging 

from grades K–12, enrolled on the last Friday in October of the previous school year (district 

PEIMS snapshot date),  

NOTE: HISD uses this information to determine the Private School Reservation for Student  

Support and Academic Enrichment for PNP Schools.  

• the total number of eligible staff members who will participate in professional development. 

 

The Title IV, Part A Student Support and Academic Enrichment Participation Form is completed  

annually by PNP School personnel. 

Title IV, Part A Reservations 
With this federally funded grant, there is an allowable district reservation which does not affect the 

actual monies allocated to PNP schools.  
 

It is a district reservation for direct administration which is subtracted from the district's total Title 

II, Part A allocation. This direct administration cost is the amount that is paid to the Third-Party  

Provider for administration fees, mailing certified letters, the cost of handbook production, and  

legal notices with media outlets regarding participation with HISD in federal grants. 

Administration Fee 

The Administration Fee (negotiated between HISD and the Third-Party Provider) represents 

the cost of providing support to PNP Schools participating with HISD, such as: 

• payroll 

• travel 

• telephone usage 

• office supplies 

• postage 

• end-of-year program evaluation 

• other support functions 
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Title IV, Part A: Eligibility and Funding, continued 

Title IV, Part A Student Support and Academic Enrichment Participation Form 

The purpose of the Student Support and Academic Enrichment Participation Form is to identify the 

total number of  students who are enrolled at PNP Schools in grades K-12 as well as the number of 

personnel eligible for Title IV equitable services.  

 

HISD uses this information to determine the Private School Reservation for PNP Schools. This form 

is completed annually by PNP School personnel. 

 

(See sample form below.) 
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Expenditure Timelines: Titles I, II & IV 

For the 2020-2021 school year, TEA granted 2019-2020 participating PNP Schools an extended 

use of the ESSA funds (similar to carryover) through September 2022 due to the COVID-19 public 

health crisis. In addition, a year's extension was granted for 2020-2021 federal funding — also 

through September 2022. As a reminder, there are some PNP Schools with 2018-2019  

CARRYOVER for professional development that should be expended by the same target date 

(September 2022). 

 

This means that for the 2020-2021 school year, PNP Schools will have a greater amount of  

federal funding to expend on equitable services for the three school year allocations mentioned 

above.  Be advised that expenditures during the 2020-2021 school year will be charged against 

campus planning allocations in the following order:  

1) 2018-2019 CARRYOVER for professional development (if applicable);  

2) 2019-2020 funds (if applicable);  

3) 2020-2021 funds 

 

Robust planning is definitely in order to utilize these funds in meeting the needs of the students, 

families, teachers, and administrators at the PNP school. 

 

Meeting expenditure timelines should be a priority to ensure that the equitable services impact 

student achievement . 

Extended Period for Grant Fund Usage 

Refer to the timeline on the following page and in the Calendar and Timeline chapter to stay on 

track. 
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Expenditure Timelines: Titles I, II & IV, continued 

2020-2021 TIMELINE:  Grant Fund Usage 

DATE ACTION 

December 11, 2020 
50% of campus planning allocations have been utilized for Instructional 

Services, Professional Development, and Student Support Activities 

March 15, 2021 
75% of campus planning allocations have been utilized for Instructional 

Services, Professional Development, and Student Support Activities  

April 2, 2021 

100% of campus planning allocations have been utilized or  

encumbered for Professional Development (PD for all grants) and  

Student Support 

May 17, 2021   

Check your remaining balances to ensure that all funds are on track to 

be fully utilized per your Comprehensive Professional Development  

and Spending Plan. 

June 30, 2021 
GRANT END DATE — 100% of campus planning allocations have been 
utilized and/or encumbered for all grants and services (both academic 
school year and extended school year). 

Extended Use of Funds and Additional Funding 

Extended Use of Funds 

Equitable services provided with the campus planning allocation are available for the duration of 

the academic school year and extended school year (Summer School). PNP Schools should plan 

and exercise good judgment, ensuring that all campus planning amounts are utilized within the 

extended time period.  EXCEPTION: 2018-2019 CARRYOVER for professional development is  

expected to be fully exhausted by this year's initial grant period end date (June 30, 2021). 

Additional Funding 

When initially awarded a federal grant, districts receive a planning amount as the entitlement.  

Additional funding may be added to the district’s entitlement by the state from the U.S.  

Department of Education (USDE). 
 

This added amount is called maximum entitlement. If TEA provides a maximum entitlement to the 

district, then the PNP campus planning allocations are updated. Later in the year, a final entitle-

ment is determined for school districts, which may result in an increase or decrease in funding. 

After this, the PNP campus planning allocations are updated accordingly. 
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Bridges are made with intention.  They make it possible to go  

between two places that were previously difficult to access. 

(Gudjon Bergmann) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Written to highlight the ease of turning funding 

into equitable services by completing the correct 

forms and knowing the appropriate grant  

source that should be utilized. 

 

 

Building Bridges -- Breaking Barriers 



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

THIRD-PARTY PROVIDER 

 

CATAPULT LEARNING: OVERVIEW 

For the 2020-2021 school year, Catapult Learning is the third-party provider for HISD. They are  

contracted to provide equitable  services for Titles I, II, and IV, Part A. PNP Schools must follow the  

procedures set forth by HISD and Catapult Learning.  

Catapult Learning has a webpage dedicated specifically to PNP Schools participating with HISD in 

all the federal programs.  

 

Visit: http://www.catapultlearning.com/hisd-professional-development/ 

 

PNP School personnel can access important information, forms, and other documents quickly 

and efficiently at this location. Becoming familiar with this website — which should be book-

marked as a favorite — will help PNP school personnel utilize this resource to the greatest  

capacity. All forms found on the Catapult Learning Federal Programs webpage are shown in this 

chapter.  

Catapult Learning’s Website 

The Catapult Learning Team 

CONTACT POSITION EMAIL ADDRESS AND PHONE 

Annette Charles 
Territory  Vice-President -  

South Operations 
annette.charles@catapultlearning.com 

Randi Jones Regional Director 
randi.jones@catapultlearning.com 

404-734-0026 

Sally Paz 
TX Area Manager – Student  

Services –Titles I & IV 

sally.paz@catapultlearning.com 
713-301-5993 

Dana Foughty 
Professional Development  

Manager 

dana.foughty@catapultlearning.com 
317-503-5197 

Evaluating a Third-Party Provider 
Beginning July 1, 2017, Catapult Learning was awarded the contract to provide equitable services 

to PNP Schools participating with HISD in the Titles I, II, and IV, Part A federal programs. This was a 

one-year award with the option to renew annually for four additional years ending June 30, 2022. 

Input from PNP Schools is provided to HISD via mid-year and end-of-year evaluations of equitable 

services provided. 
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A Word From    

Catapult Learning is currently the largest and most experienced provider of contracted educational services to 

schools and school districts nationwide. Catapult is led by its mission of creating brighter futures for students, 

regardless of the learning barriers or other challenges they may face. For more than 40 years, Catapult Learn-

ing and our predecessor companies have partnered with education institutions, government agencies, and 

community groups to provide outcomes-based learning programs that are tailored to  individual student needs 

to produce positive academic results. 
 

Our team works to achieve sustained academic gains and build teacher and leadership capacity through evi-

dence-based programs that include student instruction and family support services, professional development, 

special education and alternative education programs. Utilizing a suite of proprietary,  research-based pro-

grams, Catapult Learning works with students and teachers in public and nonpublic  schools throughout the 

country and around the globe. We are happy to partner with HISD and the participating PNP Schools to provide 

equitable services. 

Title I, Part A Instructional Program  
The instructional program includes reading intervention, math intervention, STEM, and ELL support. 
 

Catapult Learning’s intervention programs use a proven-effective instructional model that provides systematic 

instruction. Our Core Instructional Model guides our programs and combines a diagnostic and prescriptive ap-

proach with a gradual release of responsibility. 
 

Academic counseling services are also available. Our counseling staff will provide counseling for eligible  Title I 

students who need extra support for behavioral, academic, social, emotional, and family problems that are 

interfering with the student’s success at school. Students must meet the same eligibility criteria  as those  

identified to participate in the Title I intervention program. 

Title II, Part A - Professional Development 
Our Alliance professional development builds the capacity of teachers and leaders to raise and sustain  student 

achievement. Delivered by our nationwide team of experienced coaches, our Alliance solutions  feature best 

practices directly informed by research and our long-standing involvement with schools and districts across the 

country. Our holistic, research-based model is built upon five interrelated areas of focus that are integral to a 

learning organization’s development. The five focus areas or “strands”— Leadership, Pedagogy & Curriculum, 

Assessment for Learning, Learning Environment, and Student & Family Support—serve as the foundation for our 

Alliance professional development solutions and are all essential to  promoting behaviors intended to increase 

and successfully maintain student achievement. 

STEM: Our STEM program develops students’ critical thinking and problem-solving skills through engaging, hands-

on activities. The STEM curriculum is based on the engineering design process and  leverages our 40+ years of 

experience working with over 500 school districts across the country. Our supplemental STEM curriculum is  

modular in design, able to be implemented during and after-school, or as a summer program. 

Title IV, Part A Student Support and Academic Enrichment Programs 
Our support of student-driven activities allows students to experience growth in the three content areas of this 

grant. Through our coordination and provision of professional development, teachers can learn to effectively 

integrate technology in the classroom.  
 

Our social-emotional counseling program supports students in reaching their full academic potential.   

Our credentialed, committed, master’s level counselors provide counseling for students or groups of students 

who need extra support for behavioral, academic, social, and emotional challenges. Through our program, school 

counselors work as a team with the school staff, parents, and the community to create a caring  

environment where students become healthy, competent, and confident learners. 
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CATAPULT LEARNING: OVERVIEW, continued 

Third-Party Provider’s Responsibilities 

GRANT/RECIPIENT CATAPULT LEARNING’S RESPONSIBILITIES 

 

Title I, Part A 
• Participates in regular and ongoing consultation 

• Coordinates instructional services (including academic counseling) 

 Hires tutors and counselors 

• criminal background check 

• fingerprinting – FAST PASS 

• VIRTUS/Safe Haven Training for Catholic Schools 

 Trains tutors 

• Catapult Learning and district processes 

• curriculum for student instruction 

 Provides online curriculum 

 Provides direct instruction and support for indirect instruction 

 Provides student progress reports to parents 

• Coordinates parent and family engagement activities/workshops 

 Provides literacy materials 

 Provides workshops 

 Provides monthly parent and family engagement newsletters 

• Coordinates professional development events/opportunities 

• Coordinates student instructional and academic interventions 

• Coordinates extended-year (summer school) instructional services 

• Submits monthly billing to HISD for all services 

• Provides a link to each PNP School for real-time budget information 
showing service expenditures and remaining grant balance 

• Provides end-of-year report to HISD 

Title II, Part A 

• Participates in regular and ongoing consultation 

• Coordinates professional development opportunities 

 Processes requests, approvals, and reimbursements for PD 

 Submits paperwork for approval of out-of-state PD to HISD 

 Coordinates PD events 

• Submits monthly billing to HISD for all services 

• Provides a link to each PNP School for real-time budget information 
showing service expenditures and remaining grant balance 

• Provides end-of-year report to HISD 

Title IV, Part A 

• Participates in regular and ongoing consultation 

• Coordinates student support and academic enrichment services to 
PNP Schools 

• Submits monthly billing to HISD for all services 

• Provides a link to each PNP School for real-time budget information 
showing service expenditures and remaining grant balance 

• Provides end-of-year report to HISD 
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END-OF-YEAR REPORTS 

Summative data regarding equitable services provided to PNP Schools is made available to the 

External Funding and Research and Accountability Departments of HISD via an End-of-Year (EOY) 

Report for each federal grant. As a result of participation in the Titles I, II, and IV, Part A federal 

programs, HISD expects to see evidence of improvement in: 

• student performance in the classroom and on standardized testing; 
• teacher and school leader effectiveness; and 
• student support and academic enrichment. 
 
These reports provide information about the success of the programs at all PNP Schools. 

Title II, Part A 

To measure the effectiveness of the Title I, Part A service categories, Catapult  Learning compiles an 

End-of-Year Report that includes an overview of services in three areas: 

• Instructional Services (including Academic Counseling) 

• Parent and Family Involvement 

• Professional Development 

 

This EOY Report also documents achievement results for reading and math, professional  develop-

ment overview of services with workshops and evaluations, parent and family engagement activities, 

and principal and teacher satisfaction  survey results. Instructional hours, student demographics, 

program timelines, and service descriptions are also reported. 

Title I, Part A 

To measure the effectiveness of the Title II, Part A service category, Catapult  Learning compiles an 

End-of-Year Report that includes an overview of professional development services (e.g., workshops, 

institutes, some web-based professional  learning applications, consulting, and coaching). 

Also reported are Professional Development evaluation results. 

Title IV, Part A 

To measure the effectiveness of the Title IV, Part A service categories, Catapult  Learning compiles an 

End-of-Year Report that includes an overview of services in three areas:  

• Content Area 1 - Opportunities for Well-Rounded Educational Opportunities 

• Content Area 2  - Activities to Support Safe and Healthy Students (including social-emotional  

                              counseling services) 

• Content Area 3 - Effective Use of Technology (including student activities and professional  

                              development for teachers that will enhance classroom instruction) 
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THIRD-PARTY PROVIDER FORMS 

2020-2021 HISD TITLE IIA GUIDELINES 
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THIRD-PARTY PROVIDER FORMS, continued 

2020-2021 HISD TITLE IIA GUIDELINES—OVERVIEW 
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THIRD-PARTY PROVIDER FORMS, continued 

PROCEDURES FOR REQUESTING PD SERVICES 
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THIRD-PARTY PROVIDER FORMS, continued 

CONSORTIUM CONTACT INFORMATION 
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THIRD-PARTY PROVIDER FORMS, continued 

ESSA TECHNOLOGY GUIDANCE 
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THIRD-PARTY PROVIDER FORMS, continued 

CAMPUS NEEDS ASSESSMENT—PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

CAMPUS NEEDS ASSESSMENT—PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

CAMPUS NEEDS ASSESSMENT—PAGE 3 

Rev. 08/23/2020 136



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

THIRD-PARTY PROVIDER 

 

THIRD-PARTY PROVIDER FORMS, continued 

CAMPUS NEEDS ASSESSMENT—PAGE 4 
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THIRD-PARTY PROVIDER FORMS, continued 

2020-2021 PROGRAM DESCRIPTION (ASY) - PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

2020-2021 PROGRAM DESCRIPTION (ASY) - PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

2020-2021 PROGRAM DESCRIPTION (SUMMER SCHOOL) - PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

2020-2021 PROGRAM DESCRIPTION (SUMMER SCHOOL) - PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

TITLE I COMPREHENSIVE PD & SPENDING PLAN - PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

TITLE I COMPREHENSIVE PD & SPENDING PLAN - PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

TITLE II COMPREHENSIVE PD & SPENDING PLAN - PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

TITLE II COMPREHENSIVE PD & SPENDING PLAN - PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

TITLE IV COMPREHENSIVE PD & SPENDING PLAN - PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

TITLE IV COMPREHENSIVE PD & SPENDING PLAN - PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

REIMBURSEMENT REQUEST - PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

REIMBURSEMENT REQUEST - PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

REIMBURSEMENT REQUEST INSTRUCTIONS PAGE 1 
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THIRD-PARTY PROVIDER FORMS, continued 

REIMBURSEMENT REQUEST INSTRUCTIONS PAGE 2 
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THIRD-PARTY PROVIDER FORMS, continued 

WORKSHOP MATERIALS REQUEST FORM 
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THIRD-PARTY PROVIDER FORMS, continued 

REQUEST APPROVAL FOR SCHOOL PROFESSIONAL DEVELOPMENT 

Rev. 01/08/2021 153



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

THIRD-PARTY PROVIDER 

THIRD-PARTY PROVIDER FORMS, continued 

REQUEST APPROVAL FOR STUDENT SERVICES 
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THIRD-PARTY PROVIDER FORMS, continued 

PARENTAL CONSENT—INSTRUCTIONAL SERVICES 
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THIRD-PARTY PROVIDER FORMS, continued 

PARENTAL CONSENT—COUNSELING 

Rev. 08/23/2020 156



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

THIRD-PARTY PROVIDER 

 

THIRD-PARTY PROVIDER FORMS, continued 

PARENTAL CONSENT— STUDENT SERVICES 
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THIRD-PARTY PROVIDER FORMS, continued 

FIELD LESSON: REQUEST FOR APPROVAL 
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THIRD-PARTY PROVIDER FORMS, continued 

FIELD LESSON: IMPLEMENTATION PLAN 
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THIRD-PARTY PROVIDER FORMS, continued 

FIELD LESSON: PARENTAL CONSENT & MEDICAL RELEASE 
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COMPLIANCE 

Effort and hard work construct the bridge that  

connects your dreams to reality. 

(Daisaku Ikeda) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Written to simplify the organization and 

maintenance of records through a standard 

system for all schools in order for the school (and 

district) to be in compliance with local, state,  

and federal guidelines. 

 

Building Bridges -- Breaking Barriers 
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DOCUMENTATION 

Documentation is required as evidence of compliance with federal/state guidance and district 

guidelines. It provides a condensed yet comprehensive overview of the school's federal programs 

for a particular school year. 

Grant Documentation 

Maintaining grant documentation at the school is a PNP School responsibility as a participant in 

the Titles I, II, and IV, Part A federal programs.   

In HISD, documentation is kept for seven years.  PNP school administrators should adhere to a 

process for proper documentation management and destruction that includes HISD’s seven (7) 

year documentation with assistance from the Third-Party Provider. 

Documentation is retained in order to: 

• chronicle compliance with the federal program per USDE, TEA, and LEA (district) guidelines, 

• provide evidence that substantiates the implementation of the activities and strategies that 

lead to academic success, and 

• preserve a record of the dynamic work taking place at that school that leads to student 

achievement for that particular school year. 

Documentation Bins 
The documentation required for PNP participation in the federal programs should be kept in an 

organized bin. The External Funding Department of HISD provides a plastic bin with formatted la-

bels, hanging file folders, and manila folders to each PNP School for the purpose of organization. 

HISD also provides a sturdy box for storing files at the end of the year.   

 

Documentation bins are provided for use as an easy and efficient tool for record keeping.  Because 

schools are responsible for maintaining documentation for compliance purposes, ongoing docu-

mentation bin reviews will be conducted for all grants during the school year. 

 

This documentation is auditable and should therefore be organized, complete, and thorough. 

Your documentation should be organized enough to “speak for you” 

in your absence (such as in an audit). 
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DOCUMENTATION, continued 

General Bin Organization 

• The documentation bin must be clearly labeled. Include the school name, school year, 

federal program, and a destroy date. 

• Tabbed, hanging file folders separate the bin into major sections. This enables easy ac-

cess to specific documents. 

• Manila file folders group together documents into categories within the major sections. 

Recommendations 

• For documents comprised of two or more pages: 

 DO use staples to hold related sets of information together. 

 DO use binder clips for very bulky stacks of paper. 

 DO NOT use paper clips or have loose sheets in a file folder (unless the docu-

ment is a single page). 

• If information is disseminated in multiple languages, staple corresponding English and 

translated documents together (e.g., parent and family involvement announcements 

and invitations). 

• Organize papers chronologically in the file folder. 

• Highlight any text in a document which merits special attention. 

• Duplicate documents are not necessary; only one set is needed in the file. 

• For empty folders, insert a “fly sheet” in the folder (i.e., “Not Applicable” or “No 

Meetings at this Time”). 

Always Be Prepared for an Audit 
At any time, there is the possibility of a full audit or random  

validation conducted either externally (by USDE, TEA, or a private 

entity) or internally (by HISD). 

 

To prepare for that possibility, PNP staff should be educated on 

the Titles I, II, and IV, Part A federal programs. Being informed en-

ables school staff to respond appropriately to audit questions. If a 

PNP School is selected for an on-site visit from TEA, the principal 

will be interviewed. Additionally, school personnel may be inter-

viewed and share in roundtable discussions, or receive a class-

room visit. Parents may be interviewed as well. 
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DOCUMENTATION, continued 

Sample Bin Review Documentation Checklist 

The sample  checklists below and on the following pages will be used to review all compliance docu-

ments, ensuring that schools have the necessary documentation on file that meets ESSA require-

ments. These checklists mirror the order of the files in each bin.  Full-size checklists can be accessed 

on the HISD PNP Schools website. 

DOCUMENTATION BIN REVIEW: TITLE I - page 1 
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DOCUMENTATION, continued 

Sample Bin Review Documentation Checklist, continued 

DOCUMENTATION BIN REVIEW: TITLE I - page 2 
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DOCUMENTATION, continued 

Sample Bin Review Documentation Checklist, continued 

DOCUMENTATION BIN REVIEW: TITLE I - page 3 
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DOCUMENTATION, continued 

Sample Bin Review Documentation Checklist, continued 

DOCUMENTATION BIN REVIEW: TITLE II  

Rev. 08/23/2020 166



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

COMPLIANCE 

 

DOCUMENTATION, continued 

Sample Bin Review Documentation Checklist, continued 

DOCUMENTATION BIN REVIEW: TITLE IV - page 1 

Rev. 08/23/2020 167



HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

COMPLIANCE 

 

DOCUMENTATION, continued 

Sample Bin Review Documentation Checklist, continued 

DOCUMENTATION BIN REVIEW: TITLE IV- page 2 
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DOCUMENTATION, continued 

Sample Bin Review Documentation Checklist, continued 

DOCUMENTATION BIN REVIEW: TITLE IV- page 3 
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COMPLIANCE MONITORING 

HISD regularly conducts announced site visits at PNP Schools to review program implementation for 

Titles I, II, and IV, Part A federal programs. Catapult Learning moni-tors the school programs also.  

During such visits, HISD may: 

• Observe instructional services (Title I) 

• Review professional development requests (Title II) 

• Discuss student projects (Title IV) 

• Check documentation bins (All grants) 

• Make inquiries regarding general program implementation (All grants) 

As the LEA receiving the federal grants, HISD must comply with USDE guidance. HISD is responsible 

for ensuring that: 

• the federal programs at PNP Schools are implemented according to the grant guidelines, and 

• funds are used appropriately for allowable and eligible activities. 
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TEXAS EDUCATION AGENCY (TEA) AND DISTRICT COMPLIANCE 
DOCUMENTS 

PNP School.......Completes the Intent to Participate Form (see below and on the next page). 
 

HISD................. Retains the form as a record of the PNP School’s participation and grant selection(s). 

Intent to Participate 

INTENT TO PARTICIPATE FORM 
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TEXAS EDUCATION AGENCY (TEA) AND DISTRICT COMPLIANCE 

PNP School.......Provides information about student participation per the criteria defined on the form. 
 

HISD.................Verifies information received from PNP Schools in order to complete the ESSA  

Compliance Report that is submitted to TEA. 

ESSA Compliance Report 

CONSOLIDATED COMPLIANCE REPORT—TITLE I, PART A (HISD) 
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TEXAS EDUCATION AGENCY (TEA) AND DISTRICT COMPLIANCE 

PNP School......Following the Fall Consultation Meeting, the principal completes the Affirmation of 

Consultation form affirming that the required timely and meaningful consultation has 

occurred and that the federal program is equitable (though not always equal). Also, 

principals confirm their school’s participation in each federal grant. 
 

HISD................. Scans and uploads the forms through the ESSA Reports Application on the  TEA Login 

(TEAL) Portal and provides a copy of the affirmation to the school. 

Affirmation of Consultation with PNP School Officials  

TEA AFFIRMATION OF CONSULTATION 
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CALENDAR & TIMELINE 

Action is the bridge between thought and reality. 

(Richie Norton) 

 

 

 

 

 

 

 

 

 

 

 

 

Written to serve as a reminder to schools of all 

due dates that coincide with the services and 

fiscal calendars.  Additionally, to remedy 

forgetfulness of mind by providing a very real and 

tangible tool to utilize for effectively planning the 

access and use of funds for equitable services.  

 

Building Bridges -- Breaking Barriers 



Calendar & Timeline 

 

HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

HISD 2020-2021 ACADEMIC CALENDAR 

Rev. 08/23/2020 174



Calendar & Timeline 

 

HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

2020-2021 PNP SCHOOLS CALENDAR 

It is important to adhere to calendar due dates (see below) so that services can continue on 

schedule for students, parents, teachers, principals, and all educational support personnel.  

7/1 Title I grant begins for 2020-2021.-  Per HISD,  
schools can access only PD services at this time.  

7/1 Title II grant begins for 2020-2021.  - Per HISD,  
schools can access PD services at this time. 

7/1 Title IV grant begins for 2020-2021.—Per HISD,  
schools can access only PD services at this time. 

8/7 Title I initial submission of Student Eligibility Service 
Roster (ESSA-required multiple academic criteria) 

8/25 PNP Schools Fall Consultation Meeting at HISD  
Administration Building 

8/17-
9/4 

Catapult Teacher PD/Prep Days 

8/31 - 
9/4 Title I submission window (September) 

9/1 Submission of Affirmation of Consultation to TEA 

9/9 Title I services begin (student and parent) 

9/9 Title IV student services begin 

9/23 Catapult Teacher PD 

9/30 Title I Program Description due 

JULY 2020 

AUGUST 2020 

SEPTEMBER 2020 
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10/5 - 
10/9 

Title I submission window (October) 

10/2-
11/2 

Title II Requests for Out-of-State PD due to Catapult 
Learning 

10/12 Catapult Teacher PD 

10/30 Titles I, II & IV Campus Needs Assessment due 

10/30 Titles I, II & IV Comprehensive PD and Spending Plan 
due 

11/2  - 
11/6 Title I submission window (November) 

11/30 -
12/4 Title I submission window (November) 

12/7 Mid-Year Evaluation of HISD & Catapult Learning 

12/11 Mid-Year Consultation with PNP officials (optional) 

12/11 50% of campus planning allocations utilized for  
Instr. Svcs, PD (all grants), and Student Support 
Services 

12/16 Catapult Teacher PD 

DECEMBER 2020 

NOVEMBER 2020 

OCTOBER 2020 
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1/6—
1/12 Title I submission window (January) 

1/11 Certified letter mailed  out for participation with 
HISD 

1/13 Follow up email to certified letter 

1/22 -
2/22 

Title II Request for Out-of-State PD due to Catapult 
Learning 

2/1  – 
2/5 

Title I submission window (February) 

2/2 - 2/6 Media solicitation for PNP Schools to participate in 
federal grant programs with HISD 

2/15 Catapult Teacher PD 

2/19 Intent to Participate form due to HISD (all grants) 

3/1  – 
3/5 Title I submission window (March) 

3/15 75% of campus planning allocations utilized for In-
str. Svcs, PD (all grants) and Student Support  
Services 

3/29 Catapult Teacher PD 

3/31 Title I Phase ONE document due:  
Campus Eligibility Roster 

3/31 Title II Phase ONE document due: 
PD Participation Form 

3/31 Title IV Phase ONE document due: SSAE 
Participation Form 

JANUARY 2021 

MARCH 2021 

FEBRUARY 2021 

Rev. 03/05/2021 177



Calendar & Timeline 

HISD |  2020-2021 PRIVATE NONPROFIT SCHOOLS HANDBOOK 

2020-2021 PNP SCHOOLS CALENDAR, continued 

4/5  – 4/22 Title I submission window (April) - includes 
Summer School students 

4/1 Titles I and IV - PNP Schools confirm participation 
for summer services 

4/1 – 4/30 Parents register for summer services 

4/2 Encumber Date—100% of campus planning  

allocations must be encumbered for Title IV 

Student Support Services 

4/5 Pool Date—the remainder of planning  

allocations  for Title IV Student Support Services 

are combined unless encumbered 

4/8  – 5/10 Title II Requests for Out-of-State PD due to 
Catapult Learning 

4/23 Encumber Date—100% of campus planning alloca-

tions must be encumbered for PD (all grants)  

4/26 Pool Date—the remainder of planning  

allocations  for PD (all grants)  are combined 

unless encumbered 

4/29 Spring PNP Schools: Consultation Meeting 
(Location and actual date TBD) 

5/3  – 5/7 Title I submission window (May) - only students 
new/just enrolled to the school since 4/22 

5/12 Catapult Teacher PD 

5/7 Hiring event of Catapult Teachers for Summer Ser-
vices (Kingdom Builders’ Center) 

5/14 Title I ESSA Compliance Report information due 

5/17 Check remaining balances to ensure that all funds 
are on track to be fully utilized per your CPDSP 

5/19 End-of-Year Evaluation of HISD & Catapult  Learning 

5/21 Instructional services end for ASY 

TBD Catapult Teacher PD - for Summer School 

MAY 2021 

APRIL 2021 
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2020-2021 PNP SCHOOLS CALENDAR, continued 

6/1 – 
6/29 

Extended Year Services (Summer School/Summer 
Programs) 

6/30 Title I grant ends for 2020-2021. 
Per HISD, use of funds ends (unless pre-
encumbered). 

6/30 Title II grant ends for 2020-2021. 
Per HISD, use of funds ends (unless pre-
encumbered). 

6/30 Title IV grant ends for 2020-2021. 
Per HISD, use of funds ends (unless pre-
encumbered). 

JUNE 2021 
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FISCAL TIMELINE 

PNP Schools should follow the fiscal timeline below to impact student achievement during the 

current school year.  

EQUITABLE SERVICES END DATES 

Counseling services must be completed in May (by the close of the academic school year). 

 

Instructional Services, Professional Development, Parent and Family Engagement, and Student  

Support Activities to PNP Schools must be utilized and/or encumbered by June 30, 2021 when the 

grant period ends for that school year. This ensures that funds are used to impact instruction for 

the current school year.   

DATE ACTION 

December 11, 2020 
50% of campus planning allocations utilized for Instructional Services, 

Professional Development, and Student Support Activities 

March 15, 2021 
75% of campus planning allocations utilized for Instructional Services, 

Professional Development, and Student Support Activities 

April 2, 2021 
100% of campus planning allocations encumbered for Professional  

Development (PD for all grants) and Student Support 

May 17, 2021   

Check your remaining balances to ensure that all funds are on track  

to be fully utilized per your Comprehensive Professional  

Development and Spending Plan. 

June 30, 2021 

100% of campus planning allocations utilized and/or encumbered for 

all grants and services (both academic school year and extended 

school year) 
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RESOURCES 

For too long, information, opportunities, and resources have been 

constraints, they need to be bridges. 

(Sharad Vivek Sagar) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Written to supply resources that will support 

schools by providing links to websites, contact 

information, and more for HISD, Catapult Learning 

(the Third-Party Provider), TEA, and other entities.   

Building Bridges -- Breaking Barriers 
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ACRONYMS 
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OMBUDSMAN—PNP CONCERNS 

General Information about the PNP Ombudsman 

To help ensure equitable services and other benefits for eligible private school  

children, teachers and other educational personnel, and families, an SEA must  

designate an ombudsman to monitor and enforce ESEA equitable services  

requirements under both Title I and Title VIII. (ESEA sections 1117(a)(3)(B) and  

8501(a)(3)(B))  

What are the roles and responsibilities of an ombudsman? 

An ombudsman should serve as an SEA’s primary point of contact for addressing questions and 

concerns from private school officials and LEAs regarding the provision of equitable services under 

Titles I and VIII. In addition, the ombudsman is required to monitor and enforce the equitable ser-

vices requirements under Titles I and VIII and, thus, should have a significant role in the State’s 

monitoring process. Furthermore, the ombudsman should ensure that private school officials 

know how to contact the ombudsman. 
 

The following are examples of activities the ombudsman could undertake in fulfilling the roles and 

responsibilities of the position: 

Serve as a general resource regarding equitable services requirements for both LEAs 

and private school officials, which may include conducting initial outreach to define the 

contours of the ombudsman’s responsibilities. 

Develop, in partnership with other relevant SEA staff, monitoring protocols applicable to 

the provision of equitable services and participate in a sample of any monitoring  

activity.  

Provide technical assistance regarding equitable services requirements for SEA staff ad-

ministering applicable programs, LEA staff, and private school officials. 

Establish a process for receiving documentation of agreement from LEAs consistent 

with the consultation requirement that the results of such agreement shall be  

transmitted to the ombudsman. (ESEA section 1117(b)) 

Participate in the State’s Title I Committee of Practitioners (ESEA section 1603(b)) and, 

as applicable, nonpublic schools working group. 

What responsibilities does an ombudsman have with respect to monitoring and enforcement? 

The primary responsibilities of an ombudsman are to monitor and enforce the equitable services  

requirements in Titles I and VIII. 

To ensure that monitoring protocols are being followed, the ombudsman should take an active role in 

the monitoring process, particularly with respect to the resolution of any findings regarding equitable 

services requirements under Titles I and VIII. The ombudsman also should serve as the primary point of 

contact for responding to and resolving any complaints regarding equitable services that the SEA  

receives under its  ESEA complaint procedures. 
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STAFF: 
• Director & PNP Ombudsman:   LaNetra Guess    

• Executive Assistant:     Gean Wilkerson 

• Private School Services State Coordinator:  LaNetra Guess 

 

 

EMAIL AND TELEPHONE: 
Email:  PNPombudsman@tea.texas.gov   

Phone:  (512) 463-6939 

OMBUDSMAN—PNP CONCERNS, continued 

Contact Information 
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FREQUENTLY ASKED QUESTIONS 

ALL GRANTS 

What is ESSA? 

The No Child Left Behind (NCLB) Act was reauthorized as of December 10, 2015. The No Child 

Left Behind Act became the Every Student Succeeds Act (ESSA) with changes implemented in 

the 2017-2018 school year. 

 

What is an off-the-top reservation? 

A reservation is taken “off-the-top” of the LEA’s entitlement and not from the funds allocated 

to campuses for services. Campus planning allocations are calculated after the “off-the-top” 

costs are determined. 

TITLE I 

When do Title I, Part A services begin? 

For schools that participated in a previous year, the projected start date is shortly after Labor 

Day. For newly participating schools, the start date must be after the Fall Consultation 

Meeting and after students are first verified. Services can be delayed due to other factors 

(e.g., timely paperwork submission, timely Title I parental consent, timely TEA approval for 

Title II out-of-state PD opportunities). 

 

What are the well-rounded subject areas? 

Well-rounded subject areas have broadened the professional development opportunities for 

teachers to expand their knowledge of instructional strategies. This professional development 

is for Title I teachers only. HISD has identified specific academic subjects as priority subjects 

for the Title I, Part A federal program -- reading, English, language arts, math, and science. 

Therefore, those subjects will be the primary focus for the use of Title I funds.  

(20 U.S. Code § 7117) 

Continued next page... 
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FREQUENTLY ASKED QUESTIONS, continued 

TITLE I, continued 

If PNP Schools use the Common Core State Standards and not the TEKS, can professional 

development be provided for Common Core training with Title II funds if that need has been 

expressed by the schools? 

Response from TEA: 

HB 462 (the bill that addressed this issue) is silent as to how districts spend Title II, Part A 

funds. For districts, it only prohibits them from using Common Core Standards in lieu of TEKS 

or as the method to satisfy TEKS requirements. It does not restrict the use of Title II, Part A 

funds. So, HB 462 does not prevent the use of Title II, Part A funds for professional  

development based in Common Core. 

TITLE II 

If PNP Schools use the Common Core State Standards and not the TEKS, can professional 

development be provided for Common Core training with Title II funds if that need has been 

expressed by the schools? 

Response from TEA: 

HB 462 (the bill that addressed this issue) is silent as to how districts spend Title II, Part A 

funds. For districts, it only prohibits them from using Common Core Standards in lieu of TEKS 

or as the method to satisfy TEKS requirements. It does not restrict the use of Title II, Part A 

funds. So, HB 462 does not prevent the use of Title II, Part A funds for professional  

development based in Common Core. 

Continued next page... 

As a participating PNP School, can I serve any student at my campus needing support? 

For Title I, Part A, students served must be zoned to an HISD Title I school. For Title IV, Part A, 

all students at the school may be served utilizing these funds. 

NOTE: Title II, Part A funds do not serve students directly. This grant offers administrators, 

teachers, and educational personnel at the school an array of eligible PD opportunities. 

 

Can Title I, Part A funds be used to support Common Core State Standards (CCSS) for private 

schools? 

 Response from TEA: 

Title I funds may not be used to support Common Core State Standards (CCSS) in public or  

private schools. PNP Schools may use their private funds to support any other program they 

wish. 
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TITLE II, continued 

Are degree programs allowable under Title II, Part A? 

Response from TEA: 

The issue isn’t whether or not degree programs are allowable under Title II  A – they can be if 

they are used by the public ISD as a method to recruit and  retain highly qualified teachers in 

core academic areas. This would need to  be in alignment with your needs assessment, howev-

er.  The issue is that paying for degree programs isn’t considered professional  development, 

which is why they are not allowed under an equitable services  arrangement with a PNP. Those 

equitable services are only for professional  development, not for recruiting/retaining highly 

qualified teachers. And since  paying for a degree program isn’t professional development, 

then it can’t be a  use of PD funds for a PNP under equitable services.  So they are allowed for 

public ISDs because they can use Title II A for more than PD.  They aren’t allowed for PNPs be-

cause they can only have equitable access to  professional development, which paying for a 

degree program is not.  HISD Guidelines (Based on TEA’s response):  Courses at colleges and 

universities cannot be used to accumulate credits for acquiring a degree;  however, individuals 

may take only one course per one school year (August-July) per one university.     

 

 

Can teachers participate in alternative certification programs under Title II, Part A? 

 Response from TEA: 

This would be a benefit to the teacher (alternative certification) and not the student. For that 

reason… Title IIA could not support a PNP’s alternative certification request. 
 

Response from HISD: 

Pursuing alternative certification for eligible Title I (non-certified) teachers and eligible person-

nel using Title II funds cannot be considered as professional development equitable services for 

PNP schools.   Per our State Ombudsman, alternative certification has a benefit to the teacher 

primarily and not the student.  With all grants for equitable services, the student must be the 

primary beneficiary and purpose of the services.   

FREQUENTLY ASKED QUESTIONS, continued 

Continued next page... 

When do Title II, Part A services begin? 

For schools participating in the previous year, the projected start date is at the beginning of the 

new grant period (July 1st).  For newly participating schools, the start date must be after the Fall 

Consultation Meeting. Services can be delayed due to other factors (e.g., timely paperwork sub-

mission, timely parental consent, timely HISD/TEA approval for out-of-state PD opportunities). 
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TITLE II, continued 

 

When PNP Schools select a coach independent from Catapult Learning what documentation is 

required to verify that the instructional coach is qualified to provide this type of PD? 

Adequate documentation requires a biography, brochure, website, or any other relevant in-

formation about the Coach – not just the name of the person/business.  

As documentation of the scope of work, the district also requires that any agreement, con-

tract, or confirmation email include: 

• Names of teachers and grade levels, etc., with whom the coach will be working.  

If using Title I PD funds, there must be an affirmation or assurance that the teachers being 

supported are teaching eligible Title I students who are actively receiving instructional 

services. 

• Date(s) and total hours of services provided 

• Cost of services  

Pre-payment for coaching services is not an allowable use of federal funds.  

When using federal funds, payment for services or goods can only be made after they are 

received. 

Direct payment for coaching services by the Third-Party Provider is allowable if:  

 The Coach accepts American Express,  

 The services have been rendered 

Reimbursement is an allowable payment method if standard procedures are followed. 

The reimbursement must be paid to an individual because federal funds cannot flow di-

rectly to the PNP School. 

FREQUENTLY ASKED QUESTIONS, continued 

Continued next page... 

I do not want to give a W-9 to Catapult Learning. Can I still be reimbursed for attending 

a workshop? 

 No, that information is required. If you do not want to provide the information, you are  

responsible for the cost of the PD event. 
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TITLE II, continued 

How early should a request for professional development be submitted? 

Requests must be submitted at least 30 days in advance of the event (of course, it is always 

better to allow ample time for getting professional development approved because of the 

number of schools that participate with HISD).  These 30 days are calendar days but do not 

include extended holiday periods. When the district is closed for the 2-week Winter Break 

and 1-week Spring Break, it is not reasonable to consider these days as part of the 30  

calendar days.  In such cases, the days off during those holidays are added to the professional 

development request timeline.  

One-day holidays do not add to the professional development request timeline. 

(This answer applies to professional development for Title I and Title IV as well.) 

TITLE IV 

When do Title IV, Part A services begin? 

For schools that participated in a previous year, the projected start date is at the beginning of 

the new grant period (July 1st). For newly participating schools, the start date must be after 

the Fall Consultation Meeting. Services can be delayed due to other factors (e.g., timely pa-

perwork submission, timely parental consent, timely HISD/TEA approval for out-of-state PD 

opportunities). 

 

When a consultant comes to the school to address the students, is that considered to be a field 

lesson? 

No. Field lessons are events that take place away from the school.  Whenever a consultant 

comes to the school to address the students, it is considered to be a student assembly.  

Continued next page... 

FREQUENTLY ASKED QUESTIONS, continued 

What is the policy regarding mileage reimbursement if not using a personal vehicle? 

HISD’s policy does allow for mileage reimbursement when using a personal vehicle – the  

reimbursement amount takes into account the wear and tear on the vehicle as well as  

gasoline costs.  

However when operating  “business-owned” vehicles (e.g., rental or chartered vehicles, or 

those owned by the school), drivers cannot be reimbursed for mileage but can receive  

reimbursement for gasoline. 

Remember: Funds cannot flow directly to PNP Schools; therefore, drivers/passengers must 

pay for all  fuel costs out-of-pocket and will be reimbursed as part of their overall  

travel-related expenses. 
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What do I do when I encounter challenges completing the HISD and Catapult Learning 

online forms? 

This is most likely an equipment-related issue. Perhaps your computer is not running the lat-

est  version of the Microsoft software (e.g., Word, Excel, etc.) or Adobe Acrobat. The best  

solution is  to update your software by purchasing the latest version.  An alternative would be 

to use a computer that has the more up to date programs loaded. If such  a computer is not 

available at your school (e.g., in the computer lab, office, or classroom), you will  need to  

locate a computer off-campus (e.g., at home, at the local library, etc.).  As of the 2015-2016 

school year, all forms must be completed  electronically. Handwritten forms or those  

completed electronically  but altered or otherwise manipulated will not be accepted.            

 

Do private nonprofit school officials have the right to complain? 

Yes. Private school officials have the right to complain to the State Education Agency (SEA) if 

they believe that a Local Education Agency (LEA) did not engage in timely and meaningful 

consultation or did not consider their views. TEA (the SEA) has an ombudsman to address 

complaints as well as concerns about PNP Schools, the district (the LEA), the third-party  

provider, etc. 

FREQUENTLY ASKED QUESTIONS, continued 

GENERAL INFORMATION 

What is required of the PNP School administrators for participation in the Title I, Part C and 

Title III, Part A LEP/IMM federal programs? 

Contact the HISD Department of Multilingual Programs regarding their specific federal  

programs. The contact person for a specific grant cannot provide guidance for other federal 

programs. See the contact list in the appendix for all other federal programs’ district  

representatives. This contact information is also on the Intent to Participate form. 
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HOW TO ACCESS THE PNP SCHOOLS’ WEBSITE—PAGE 1 
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HOW TO ACCESS THE PNP SCHOOLS’ WEBSITE—PAGE 2 
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HOW TO ACCESS THE PNP SCHOOLS’ WEBSITE—PAGE 3 
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HOW TO ACCESS THE PNP SCHOOLS’ WEBSITE—PAGE 4 
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HOW TO ACCESS THE PNP SCHOOLS’ WEBSITE—PAGE 5 

How to Access the PNP Schools Website 

Go directly to the following pages:  

PNP Homepage - http://www.houstonisd.org/Page/59247  

Title I, Part A - http://www.houstonisd.org/Page/141213  

Title II, Part A - http://www.houstonisd.org/Page/141214  

Title IV, Part A - http://www.houstonisd.org/Page/161270 
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LINKS AND WEBSITES 

CATAPULT LEARNING WEBPAGE FOR FEDERAL PROGRAMS 

www.catapultlearning.com/hisd-professional-development/ 

 

HISD PNP SCHOOLS’ WEBPAGE  

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

 

HOUSTON ISD WEBPAGE (GENERAL)  

http://www.houstonisd.org 

 

OFFICE OF NON-PUBLIC EDUCATION  

http://www2.ed.gov/about/offices/list/oii/nonpublic/index.html 

 

REGION 4 EDUCATION SERVICE CENTER  

www.esc4.net 

 

TEXAS EDUCATION AGENCY  

http://tea.texas.gov 

 

TEXAS EDUCATION AGENCY - OMBUDSMAN 

Email: PNPombudsman@tea.texas.gov 

 

U.S. DEPARTMENT OF EDUCATION  

www.ed.gov 

 

U.S. GENERAL SERVICES  ADMINISTRATION  

www.GSA.gov 
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PNP PARTICIPATING SCHOOLS—PAGE 1 
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PNP PARTICIPATING SCHOOLS—PAGE 2 
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PNP PARTICIPATING SCHOOLS—PAGE 3 
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PNP PARTICIPATING SCHOOLS—PAGE 4 
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HISD/CATAPULT LEARNING — RESPONSIBILITY CHART 
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LIST OF HISD TITLE I SCHOOLS (2020-2021) - PAGE 1 
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LIST OF HISD TITLE I SCHOOLS (2020-2021) - PAGE 2 
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CONTACTS FOR HISD AND CATAPULT LEARNING 
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Click on the page number to access the revised page. 

Chapter Page Description Date 

Calendar & Timeline 176 
Corrected dates for October 2020 
Title I submission window 

10/6/2020 

Title II, Part A Procedures 71 
Replaced outdated image of 
“Request Approval for School 
PD” form 

1/08/2021 

Third-Party Provider Forms 
153-
154 

Replaced outdated images of 
“Request Approval” forms 
(School PD & Student Services) 

1/08/2021 

Calendar & Timeline 
177-
178 

Revised dates in March and  
April 2021 

03/05/2021 
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An Expression of Fortitude 

Building Bridges ● Breaking Barriers 

 

Bridges. 

Breaking the impasse. 

 
Amid our current reality, it is easy to become anxious. 

How will we educate our children?  How will we ensure our students are not left 
behind academically?  How will we protect their future success?   

How in the midst of a pandemic? 
 

This is how. 
We will build bridges to break the educational impasse.  

Bridges that join, connect, and reach the other side to break the barriers. 
School administrators are willing to do what has not been done before.  

Teachers are flexible, determined, and ready to close the gaps.   

Parents with unprecedented concerns are seeking answers for their children.  
Students are thrust into a new learning environment and expected to adjust. 

Remote learning. 

Safer face-to-face learning. 
Hybrid learning. 

 

With tenacious will power, relentless strength, and an unwavering hope, 

we must build bridges that will make the menacing barriers passable 
because we must get to the other side. 

   
(Carla Lewis) 

 

~ Fortitude is strength in the face of adversity. ~ 


	01-OVERVIEW
	02-Title1-Procs-Svcs
	03-Title2-Procs-Svcs
	04-Title4-Procs-Svcs
	05-FUNDING-Svcs
	06-3rd-PARTY
	07-COMPLIANCE
	08-CALENDAR
	09-RESOURCES



