HOUSTON INDEPENDENT SCHOOL DISTRICT

Opening of School Preparations
Federal and State Compliance
Tuesday, August 15, 2023

Thursday, August 17, 2023

Wanda Thomas, Senior Manager
Irma Hasnain, Senior Manager




Introductions

Dr. Allison Matney, Executive Director,
Assessment, Accountability, and Compliance

Isabel Hovey, Director, Data Science and
Compliance

Wanda D. Thomas, Senior Manager FSC
Irma Hasnain, Senior Manager FSC
Agenda:

* 8:00-12:00 AM - Morning Session

« 12:00 PM — 1:00 PM - Lunch

* 1:.00 PM - 4:30 PM Afternoon Session
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FEDERAL AND STATE COMPLIANCE DEPARTMENT
RESPONSIBILITIES

Data Monitoring and Problem Ildentification

» Monitor data related to funding eligibility, accreditation, and
compliance to determine that appropriate documentation is being
maintained and to identify discrepancies, errors, or omissions of
data that impact these issues. Monitor speC|aI|zed student-related
reporting such as attendance, discipline, leavers, and dropouts, etc.
to ensure compliance with all reporting specifications.

Data Quality

* Improve the quality of student data which impacts funding,
accreditation and compliance through increased extensive, on-site
campus monitoring. Interface with HISD departments to get input on
required documentation for their area of responsibility and identify
potential data problems in that area. Implement or initiate standard
procedures to verify that student data meets all state requirements.
Train and monitor school staff in this process.
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SENIOR COMPLIANCE ANALYST

This team reviews manual / data for Discipline and PEIMS Leavers/Dropouts,
collaborates with special populations departments to ensure data integrity, conducts
training and assists the State Reporting Team by overseeing the campus data
correction process.

Senior Compliance Phone Email

Analyst

Rachel FrancoBetancourt 713-556-6756 rachel.francobetancourt@houstonisd.org
Dachundralyn Palmer 713-556-6774 dpalmer4d@houstonisd.org

Cynthia Morales-Santiago 713-556-6753 cmorale3@houstonisd.org

Lisa Shannon 713-556-6766 Lshanno1@houstonisd.org

Latonya Smith 713-556-7657 Ismith3@houstonisd.org
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Compliance Specialist - TBD

This team monitors official ADA attendance, reviews ADA and OFSDP attendance by 6-week
period to ensure the data is accurate, maintains attendance accounting records, reconciles
student membership and absences and monitors campus PEIMS data to ensure compliance with
TEA requirements.

Email Specialist Email Specialist
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FSC DATA MANAGEMENT TEAM

This team reports the district data to the state, works with the Senior Analysts,
Sr. Student Information Representatives, and departments to ensure that TSDS
PEIMS data is accurate and that all data requests are fulfilled in an accurate
and timely manner.

Irma Hasnain, Sr. Manager, State Report 713-556-6759 ihasnain@houstonisd.org

Nancy FigueroaTorres, Sr. Compliance Analyst 713-556-6767 Nancy.FigueroaTorres@houstonisd.org

Marina Tejada, Sr. Compliance Analyst 713-556-6768 mtejada@houstonisd.org

Gail Paschall, Sr. Compliance Analyst

Sylvia Guerrero, Student Information and 713-556-6773 Sylvia.Guerrero@houstonisd.org
Reporting Analyst
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Objectives

* Participants will be provided with an overview of Opening
School Day Procedures:

— Enrollment

— Membership

— Attendance

— TSDS Unique ID

— Scheduling

— Student Records

— Special Populations

— Health and Medical Information
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DATA INTEGRITY

e Attendance clerks, data entry clerks and SIR’s
play an essential role in HISD’s efforts to
ensure that all data is timely, accurate and
properly documented.

* |[n no case should paraprofessional personnel
be responsible for determining students
coding information for attendance, program
placement or special services.
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DATA INTEGRITY

* Consequences for inaccurate records:
- Lowering of HISD’s accountability record
- Lowering of a school’s accountability rating

- Loss of funds to HISD which could impact
jobs, salaries, and programs for students

- Students may be retained inappropriately
- Reprimands from the state
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DATA INTEGRITY

* Security Access
- You must not give your passwords to others
- You must always prevent unauthorized
access from your computer when you are
away from your desk
- You must not accept the password from
others
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Taking and Recording Student
Attendance

« ltis your district's responsibility to ensure that the basis used to
record and process attendance accounting data meets the standard
set forth in the Student Attendance Accounting Handbook.

» District personnel must create the original documentation of
attendance at the time of attendance. Original documentation may
not be created after the fact. Original documentation that is not
created at the time of attendance will not be accepted by agency
auditors. If auditors determine that original documentation was
not created at the time of the attendance it is intended to
support, the TEA will retain 100% of your district's FSP
allotment for the inappropriately documented attendance for
the school year(s) for which records have been requested. The
TEA will either assess an adjustment to subsequent allocations of
state funds or require your district to refund the total amount of the
adjustment when the audit is finalized.

- 19 TAC §129.21(f) and §129.1025
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The Family
Educational
Rights and
Privacy Act
(FERPA)

The Family Educational Rights and Privacy Act (FERPA) (20
U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that protects the
privacy of student education records. The law applies to all schools
that receive funds under an applicable program of the U.S.
Department of Education.

FERPA gives parents certain rights with respect to their children's
education records. These rights transfer to the student when he or
she reaches the age of 18 or attends a school beyond the high
school level. Students to whom the rights have transferred are
"eligible students."

Parents or eligible students have the right to inspect and review the
student's education records maintained by the school. Schools are
not required to provide copies of records unless, for reasons such
as great distance, it is impossible for parents or eligible students to
review the records. Schools may charge a fee for copies.

Parents or eligible students have the right to request that a school
correct records which they believe to be inaccurate or misleading.
If the school decides not to amend the record, the parent or eligible
student then has the right to a formal hearing. After the hearing, if
the school still decides not to amend the record, the parent or
eligible student has the right to place a statement with the record
setting forth his or her view about the contested information.
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The Family

H Generally, schools must have written permission from the
Equcatlonal parent or eligible student in order to release any information
R|ghts and from a student's education record. However, FERPA allows

. schools to disclose those records, without consent, to the
Prlvacy Act following parties or under the following conditions (34 CFR §
(FERPA) 99.31):

School officials with legitimate educational interest;
Other schools to which a student is transferring;
Specified officials for audit or evaluation purposes;

Appropriate parties in connection with financial aid to a
student;

Organizations conducting certain studies for or on behalf of
the school;

Accrediting organizations;
To comply with a judicial order or lawfully issued subpoena;

Appropriate officials in cases of health and safety
emergencies; and

State and local authorities, within a juvenile justice system,
pursuant to specific State law.
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The Family

Schools may disclose, without consent,

H - "directory" information such as a student's
EducathnaI nghts name, address, telephone number, date and
. place of birth, honors and awards, and dates

and PrlvaCy ACt of attendance. However, schools must tell
FERPA parents and eligible students about directory

( ) information and allow parents and eligible

students a reasonable amount of time to
request that the school not disclose directory
information about them. Schools must notify
parents and eligible students annually of their
rights under FERPA. The actual means of
notification (special letter, inclusion in a PTA
bulletin, student handbook, or newspaper
article) is left to the discretion of each school.
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HISD DATA QUALITY
2023-2024 Guidelines and Resources

e Solution Center Site Page for HISD Connect (HISD
Employee Portal)

* Project SIS News Line (via email)

* Academic Service Memos (HISD Employee Portal)

* Federal and State Compliance Website

e HISD Board Policy (HISD Website)

e HISD Guidelines (HISD SharePoint Site)

 TEA Student Attendance Accounting Handbook
(TEA Website)

 TEAL (TEA Website)

e TWEDS (TSDS Web-Enabled Data Standards)
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OPENING OF SCHOOL PREPARATIONS PACKET
District Calendar & Dates

« HISD Academic Calendar

* Important Dates

» Report Card/Progress Report Dates
» Grade Reporting Dates

« UIL Eligibility Dates
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OPENING OF SCHOOL PREPARATIONS PACKET
Academic Memos & Project SIS News Line Emails

e Release of Students in PowerSchool SIS for
Enrollment in Other Schools

 Membership Reporting for 2023-2024
* No Show Process

* Project Newsline - HISD Connect Start of School
2023-2024
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OPENING OF SCHOOL PREPARATIONS PACKET
DOCUMENTS

Opening of Schools Agenda

Academic Calendars and Important Dates

Memos

FSC Contact List, 2023-2024

HISD SIS Access Request Form

Membership Reporting in HISD Connect

Request Access for Membership in HISD Connect
HISD Student Attendance Accounting Handbook Information
ADA Exemptions

Attendance Codes in HISD Connect School
Attendance Best Practices

Helpful Opening of School Tips

Important Enrollment Steps

PK Funding Codes

At-Risk Criteria

VvV VvV V¥V ¥V VvV vV VvV vV vV VvV VvV VvV vV v v
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OPENING OF SCHOOL PREPARATIONS
PACKET SAMPLE FORMS

* Age Formula Calculation Chart (FSC Website)

*  First Day Membership Form

 ADA Attendance Change Form Elementary (FSC Website)

* ADA Attendance Change Form Secondary (FSC Website)

« Daily Attendance Change Form (FSC Website)

*  Period Attendance Change Form (FSC Website)

« Attendance Corrected by the Classroom Teacher within 24-hours
» Teacher Grade Change Form (FSC Website)

« Formal Request to Repeat A Grade for 2022-2023 PK-3"4 Grade Only
»  Substitute Roster (HISD Connect)

«  Student Demographic Change Form (FSC Website)

«  Student Assistance Questionnaire (SRQ) (English & Spanish)

« HISD Safety Acknowledgment Form (English & Spanish)
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OPENING OF SCHOOL PREPARATIONS PACKET

* HISD Elementary & Secondary Schools
— Alpha & Numerical Listings
* Resources

— Federal and State Compliance Website (https://www.houstonisd.org/Domain/8334)
— Houston ISD School Guidelines located on the HISD SharePoint Site

— Houston ISD Board Policy located at Houstonisd.org

— Early Childhood (http://www.houstonisd.org/Domain/8053)

— IT Security and Access Forms
https://houstonisd.sharepoint.com/sites/DEPTS/InfoTech/SitePages/ITForms.aspx

— SIS Training Website (https://connect.houstonisd.org/IT/SitePages/SIS%20Training.aspx)
— Frequently Requested Forms (https://www.houstonisd.org/parentforms)

— Discipline Forms (http://www.houstonisd.org/Page/61625)

— Leaver Forms (http://www.houstonisd.org/Page/68125)

— 2022-2023 Student Attendance Accounting Handbook located on the TEA Website
https://tea.texas.gov/sites/default/files/saah2223-proposed.pdf

— TEAL (https://tealprod.tea.state.tx.us/)
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Tasks Prior to First Day of School

» Post rosters throughout campus : :
for parents to review. Obtain Access to:

. RevieV\_/ the updated Membership « HISD Connect (SIS Security
Reporting procedures and the form)

school district calendars. o
- Distribute Class Rosters to * Membership in HISD

teachers with written instructions Connect
on how to document “no show” « TSDS Unique ID (TEAL)
students. . TREx (TEAL)

« Generate a list of students with no
homeroom number (if applicable)
or schedule and verify status.

» Verify that ADA time is posted in
your school.
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Tips to Ensure Successful First Day
Counts

» For first day counts to be successful, there will
need to be staff members available to assist in all
areas that include registration, withdrawing,
schedule data entry, and assisting students to
their classrooms/locations.

« Establish a system to hand out student schedules.

- Some campuses choose to print their first day
schedules on colored paper. This will help
with identifying your no-show students.

 Make sure no one is printing extra student .
schedules for any reason. TPy Unioun torslcons nder COEY S

- If a student loses their schedule and there
must be a re-print, have a system in place to
ensure the original was picked up and print a
replacement copy for the student.
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Steps to Ensure Successtul First
Day Counts

No student should be in transition during this

?::EE;E ALl Period. Allstudents MUST be with a teacher,
administrator, or other staff member during the
ACTIVITY enrollment verification process.

Every teacher with a Classroom Roster will follow specific steps for
validating his/her roster which includes adding new students to the
bottom of their roster and marking a line through those students that are
not physically present in the classroom (example included in packet).

Any administrator or staff member who is supervising students will use the
1st Day Students Pending Schedule Form. Staff must enter student’s
names, ID numbers, and grade level, once completed, return to the
attendance/registrar’s office (whichever is applicable to your campus).
This includes students in the cafeteria, library, dean’s/counselor’s office,
etc. or any student waiting to receive a schedule.
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Steps to Ensure Successful First
Day Counts

Step 2— ACCOUNT FOR ALL STUDENTS

Have staff members collect all forms from the classrooms, these staff
members will also do a headcount to double check on the teachers
count to ensure the count is accurate. The staff verifying must also
sign that the number of students physically sitting in class matches
what the teacher has recorded. Counts must be recorded by grade
level.(see p.28 for from to use for count)

* There is to be no attendance taken in HISD Connect on the 15t day
of school and no tardies.

* New students who arrive before ADA with a new schedule must be
written on the bottom of the roster.

« Students' names on the roster, but not in class, should have one line
drawn through their name and NS for “No Show” marked beside it.

» All rosters and lists will be tallied by grade level and given to the
SIR/Registrar. The SIR/Registrar will have Campus Principal/PEIMS
Coordinator verify and sign First Day Count Tally Sheet.
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Steps to Ensure Successful First

Day Counts

Step 3 — RECONCILE THE COUNTS

 All Classroom Rosters and 15t Day Students
Pending Schedule Roster/Form must be sent to the

SIR/Registrar.

« SIR/Registrar will delete the schedule NS (No
Show) students in HISD Connect by Close of
Business on the First Day of School. The entry
date must match the exit date.

* The number of enrolled students plus all newly
enrolled students (unscheduled) minus the No show
students should equal the physical count
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No Show Procedures for the
Classroom Teacher

ALL STUDENTS NOT PHYSICALLY PRESENT ON THE FIRST DAY OF SCHOOL MUST BE MARKED
ASANO SHOW

1. Use the Classroom Roster provided by the attendance office to take attendance at the designated time.
Onthefirstday of schoolno studentis considered absent. Absences Do Not start untila student has
attendedschool at least one day.

2. On the roster mark one single line through the name of any student on the list who is not in the classroom

at official attendance time and mark NS to the right ofthe student's name. Example: JehnBoe- NS
3. Add the names of any students present in your classroom at official attendance time whose names are not

on the roster, but whom you acceptedinto class with documentation from the office.
4 Recordthe total number of students presentand sign and date the rosterin blue or black ink (NO PENCIL).

5. Do not “trade” students with anotherteacherwithout the knowledge of the principal or principal's designee,
whoin turn, gives the informationto the attendance clerk.

NO STUDENT SHOULD BE MARKED ABSENT ON THE FIRST DAY OF SCHOOL
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No Show Procedures for the
Attendance Office

ALL STUDENTS NOT PHYSICALLLY PRESENT ON THE FIRST DAY OF SCHOOL MUST
BE MARKED AS A "NS" NO SHOW

. SIRs/Attendance Clerks will run attendance rosters and distribute to teachers with written instructions on how to
document student attendance on the first day.

* No-Show status should be used only after school starts. Do not use NS before the first day of school you
will use "L" LEFT.

+  The official No-Show date for all schools is 8/28/2023 and should only be entered for students who are
enrolled, but not in attendance on the first day of school.

* Unclaimed schedules must be retrieved and posted as No-Shows (Secondary Only). Compare this
schedule to the teacher roster to verify the student is listed as NS. If not, you must verify with teacher if
student is present and on campus.

«  Verify that all teachers have drawn a line across the name of any student on the list who is not present in
the classroom at the official attendance time (ADA) and placed NS next to the student’s name.
Example: John-Doe— NS

«  Verify that any student sent to the teacher’s classroom with an admission slip or schedule from the office
was add with name and ID number.

«  Verify that the teacher has counted the number of students present in the classroom, recorded the total
number of students and has signed and dated. If not return for teacher count and signature.

*  All No-Shows must be posted by the end of the 1« Day.
NO STUDENT SHOULD BE MARKED ABSENT ON THE FIRST DAY OF SCHOOL IN
HISD CONNECT

HOUSTON INDEPENDENT SCHOOL DISTRICT 28




1st Day Counts Signature Form

15T DAY COUNTS

Total Total
Grade Plambe s g Grade Fmrrbe whp
ADA Temchar Laval ot ADA Temchar Lol [
This Photo by Unknown Author is licensed
under CC BY-MNC-MD
Grade Level Srade Level Counts
Numiber of Students
Enrglled on SIS
Unscheduled Students
This Photo by Unknown e
Author islicensedunder CC

BY-MNC-MND

EIR/Attendancs Campus FincoalPEMS
CherEs Coordinator
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Second Day Procedures

1. Teachers begin taking attendance in HISD Connect on Day 2.

2. Log into HISD Connect to Report Manual Membership Figures
by 10:30 am.

Reminder:

 If a student who was marked on the 1st day as a "No Show"
reports on the 2nd day or thereafter,

* Elementary Schools the No Show will remain, and a new
enrollment line must be created for the new enroliment date.

« Secondary campuses must reconcile all No-Show status for
grades 7 — 12 and create a new enroliment line with the new

enrollment date.
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Second Day Procedures for Teachers

On _the second day of school and any day thereafter, a student
entering a teacher’s classroom must have documentation from the
office (ex. Admit slip or class schedule). Verify that the student’s name
is in HISD Connect the day the student enters class and, if not, notify
the attendance clerk by e-mail.

 Take attendance at the official ADA time.

« Submit attendance in HISD Connect each day no later than 20
minutes after ADA time.

* Notify the attendance clerk in writing by using the Attendance
Correction Form found on the FSC website or by e-mail of any
absence corrections needed. Include student’s full legal name, local
ID number and grade level in email.

Attendance needs to be submitted, even if a class has 100
percent attendance.
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Manual Official Attendance Documents

All manual official attendance documents (Absentee Slips) must meet
these conditions:

» This applies when a teacher cannot log into HISD Connect or there
IS a substitute in the teacher’s classroom.

« Always use blue or black ink (never record manual entries in pencil,
never use liquid correction fluid, and never use a signature stamp);

 Always use the legal names of the students (no nicknames or
shortened version of the name);if two last names must use both.

« Always use the correct student ID number;

« Teacher or Substitute Teacher’s Signature must be in blue or black
ink.

* |If errors are made on any official attendance document, strike one

line through the error, enter corrections nearby, and initial in blue or
black ink.
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Membership Reporting Beginning 8-28-
2023

» Beginning the week of 8/28/2023 authorized staff will log
into HISD CONNECT and enter enrollment count by 10:30
am for elementary and secondary campuses.

» Click on Membership under Functions in HISD Connect to
access the system.

» Please refer to the ASM to Principals about Membership

Figures for the School Year 2023-2024 for all dates on
membership reporting.

o A primary and an alternate user should be designated

by the principal for inputting data. The users must have
the Attendance Role in HISD Connect.

HOUSTON INDEPENDENT SCHOOL DISTRICT
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MEMBERSHIP REPORTING FOR 2023-2024

MEMBERSHIP REPORTING FOR 2023-2024

Membership figures should be shown by grade level (EE through 12). All students who
are physically present in school on the first day are to be counted in their respective
grade level, even though they may be in a self-contained special education class. After
the first day of school, membership includes all students who have enrolled and
attended at least one day during the current school year and who have not withdrawn.
Students who enrolled but have not attended at least one day should not be included in
the membership count.

First week: August 28 1 Fourth week: September 18 15
August 29 2 September 19 16
August 30 3 September 20 17
August 31 4 September 21 18
September 1 5 September 22 19
Second week: Fifth week: September 29 23
September 4
NO LABOR
CLASSES | DAY
September 5 6 Sixth week: October 3] 28
September 6 7
September T 8 Seventh week: | October 13 33
September 8 9
Eighth week: October 20 38
Third week: September 11 10
September 12 11 - - . .
September 13 12
September 14 13
September 15 14
SPECIAL MEMBERSHIP REPORTING DATE:
Friday November 17 57 Thursday March 22 123
Friday December 22 77 Friday April 26 145
Friday January 26 90 Wednesday June 5 172
Friday February 23 108
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First Day Membership Form

Enter Principal’s Name Date:
Enter Campus Name Schoal 1D:

FIRST DAY MEMBERSHIP

SCHOOL COMTACT NAME

Please return these figures to your assigned Federal and State contact by
Wednesday, September 6, 2023.
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End of Year Documentation

The manual ADA records listed below are required for TEA auditing purposes for the school year 2022-
2023. Storage boxes may be ordered from the Central Warehouse or Office Depot. Heavy Duty
Storage Boxes must be used. Labels are provided by FSC for the boxes.

Please follow the directions on preparing and packaging the records so that they can be quickly
retrieved from the HISD storage facility when audited.

«  The following documents are to be placed in LETTER size re-sealable envelopes or bundled with
sentence strips, labeled by cycle, with campus number, school name, school year and document
name:

* Any documentation submitted to the Attendance Office for input into HISD Connect for the ADA
period, i.e., Absentee Reports (Manual Class Rosters from Teachers), Substitute Rosters — Signed
and Dated in Ink, e-mails (any email a teacher sent to enter or correct attendance for students.

« ADA attendance change forms which have been posted in HISD Connect with documentation
attached (signed and dated in ink)

*  Education Organization Calendar Verification Report from HISD Connect
*  Membership Transaction Log — Cycles 1 through 6

«  Student Entry/Exit Summary Report

«  Original Copies of Six Weeks Verification Reports and Signature Pages

»  Original Copies of Student Enrollment/Membership Reconciliation
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Introduction

HISD Connect Student Information System (SIS) requires the
submission of an address validation request per student,
regardless of the known problem address.

An address validation in HISD Connect will not permit
enrollment at a school other than the zoned campus without a
valid address exception.

For any address validation issues please submit a ticket to SIS
via servicedesk@houstonisd.org with the student name, ID and
complete address and any additional, pertinent information.
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Tips for finding a Zoned School
(before you start with enrollment)

« School Locator Web Map can be used by the public or school staff to
search for addresses to find the zoned schools.

« This application serves as an alternative platform for finding addresses.
It provides a user-friendly and interactive interface for searching for
addresses and finding schools zoned to them.

« This map is maintained by the GIS Analyst in the Department of
Assessment, Accountability, and Compliance.

» The screenshots in the following slides provide steps to follow for using
the web app.
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School Locator Web Map
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*Navigate to the School locator web map and search for addresses using the search bar and click the search icon
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https://houstonisd.maps.arcgis.com/apps/instant/minimalist/index.html?appid=d26e463a825b4f4da6373a2c8276f98f

School Locator Web Map

Search result

Q, Zoom

4400 W 18th St, Houston, Texas, 77092

 Esri, NASA, NGA, USGS, FEMA | Esri Community Maps Contributors, Baylor University, City of Houston, HP3, Texas Parks & Wildlife, ® OpenStrestiap, Micrasofz, CONANP, Esri, HERE, Garmin, SafeGraph, GeoTechnologies, Inc, METINASA, USGS, EPA, . Powered by Esri

*A point representing the address searched shows up on the map (step 2). Next, click the brown-colored polygon surrounding the point (step 3).
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What is address validation?

Address Validation is the process by which a primary address is authenticated. It
I"“"Il is determined that the address information is valid, accurate and, identified within
the boundaries defined by the PowerSchool administrator for schools.

5 E If the address meets the criteria for this verification, the street, city, state,

Hm zip code and geocode will be updated on the student record. The record will

become active when the address is validated. NP

V'
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Address Validation in HISD Connect

[ s Wicion-Gocsie e =
« The green highlight in “Address Verified” =~ " - S
field means the address has been e L e
successfully updated with the verification L — f’h %) | O
date reflected. ez N
- NOTE: The request form will only fix . il esee
the “Address Verified” field on the N AEE (a7
student’s Demographics page. If the M | R
student has a transfer request, that oM el [k
needs to be approved by the Office of
School Choice for the student to enroll %
in the requested school.
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. What are the reasons that an address
Occasmnally, you may NOT be verified in PowerSchool SIS?

may encounter a

Most error messages relating to the “Address Verified” field in

pop-up HISD Connect are due to Google Maps not recognizing the address or
location.

screen indicating

that the address
is not viable . Sometimes the address may simply have been entered incorrectly.

hisdconnect houstonisd.org says

| No viable address found matching
i e A But, the address may be new construction.

The mapping window will close after pressing [OK).
| These validations are handled by the SIS Department with support from the
GIS team.
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What about transfer exceptions?

If the address is not zoned to the campus, PowerSchool
requires a transfer exception, which must be issued by the

Office of School Choice.

If applicable, select the correct exception reason and submit
the request to the Student Transfer department. When the
transfer is approved, the student record will become active.
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For any address validation issues please
submit a ticket to SIS via
servicedesk@houstonisd.org.

The GIS Analyst and SIS IT team will work
together to assist with next steps.
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Federal and State Compliance
Elementary & Secondary Data

Information

Dachundralyn Palmer,
Senior Compliance Analyst




PEIMS

» Important Fall Dates
- Close of school-start window — September 29, 2023

What is the "School Start Window"?

The "School Start Window" is from the first day of school through
the last Friday of September. It has been designated by TEA as the
timeframe we are allowed to account for all students in grades 7-12
who attended Houston ISD last school year and may or may not
have returned this school year. Students who did not leave the
Texas Education System and did not enroll in another Texas Public
School District must be reported as dropouts if they are not located
and enrolled before the last day of the "School Start Window".
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PEIMS

» Important Fall Dates - Continued
* PEIMS Leaver Training
* Fall and Summer PEIMS Training
 PEIMS Discipline Training
See training schedule included

- Snapshot Date — Last Friday in October —
October 27, 2023
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ENROLLMENT

» Verification of Address — use the School Locator Web Map
« Birth Certificate (preferred but not required) or proof of identity

— statement of the child’s date of birth issued for school admission purposes by the
division of the Texas Department of State Health Services responsible for vital

statistics
* Driver’s license
« Passport
« School ID card, records, or report card
« Military ID

» Hospital birth record
« Adoption records
e  Church baptismal record
* Any other legal document that establishes identity
* Immunizations
— 30-day provisional enrollment for student transferring from another district; or

— Student with 1st series completing next required doses as rapidly as is medically
feasible
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ENROLLMENT

e A student who is homeless as defined by the
McKinney-Vento Homeless Education Act shall be
admitted into HISD

e Student Residency Questionnaire (homeless) Foster
Care Required Info

* Home Language Survey
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ENROLLMENT

® Verify if student has local ID number in HISD Connect

® Access TSDS Unique ID to check to see if the student
is listed in the Unique ID Database and to make sure
the correct Unique ID number is used.

® Essential when enrolling student from out of
district

® Helps avoid TSDS Unique ID discrepancies
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Online Enroliment Verification Steps

Below you will find a listing of high-level summary verification steps
that will be required in efforts to ensure we are delivering accurate
student information.

There will be manual processes incorporated at each step of the online
approval

Pending Approval
Approval
Pending Delivery
Polish
Delivery
Verification Reports (PowerSchool)
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ENROLLMENT

» Opening of School Reminders

- Thorough District Search in HISD Connect
and TSDS Unique ID

- ADA Eligibility Code

— Please ensure that Kinder students are changed
from an ADA eligibility code 2 to 1

- Transfer Exception Reason

- Students Released by FSC through
FSC@houstonisd.org from 8/14/2023 until 08/28/2023
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On Time Grad
& REAL Academy

Courses
Bell Schedule
Attendance

Lisa Shannon,
Senior Compliance Analyst




High School Students Enrolling in the On Time
Grad (OTG) and the REAL Academy Programs

« Campuses must add the courses for these
programs in the Master Schedule

— On Time Grad Course — GRAD LAB MA
— REAL Academy Course — GRAD LAB DRM

 Bell Schedule must include:

— 1M for GRAD LAB MA
— 1R for REAL Academy
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Sample Bell Schedule including Bell
Schedule for OTG and REAL Academy

P1 08:30 AM 10:10 AM 100
10 09:00 AM 02:30 PM 330
M 09:30 AM e =
P2 10:15 AM 12:40 PM 145
P3 12:45 PM 02:25 PM 100
P4 02:30 PM 04:10 PM 100

1R — REAL Academy

1M — On Time GRAD

HOUSTON INDEPENDENT SCHOOL DISTRICT
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Attendance

 OTG and the REAL Academy staff must
keep accurate attendance records and
submit the attendance weekly to the home
campuses.

 The home campus Registrar and
Counselors must keep a record of
students enrolled in these programs for
proper TSDS PEIMS reporting.
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Membership Updates
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Membership Reconciliation

Student membership from the teacher’s roster is to be reconciled to the attendance
accounting records at the end of the first and fourth six-week reporting periods.

The reconciliation is to verify that all students are reported on attendance records and
that “no show” students have been purged from the attendance accounting system.
District personnel has developed a form to be used at the end of the first and fourth six-
week reporting periods to show the total number of students in membership in each
teacher’s class during the official attendance period (See Appendix ).

The total number of students in membership is to be reconciled to the total number of
students listed in attendance accounting records. The designated campus personnel
and his or her supervisor must certify this document with their signatures.

If your district uses a paperless attendance accounting system, the electronic equivalent
of a signature page (for example, a feature that allows certifiers to indicate their
certification of data electronically) is acceptable in lieu of a paper signature page.

The reconciliation does not need to be conducted on the last day of the six-week
reporting period. However, it should be conducted no later than the final week of the six-
week period. The reconciliation should be for the official attendance period (usually
second period).
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SIX WEEKS DATA VERIFICATION

Lisa Shannon
Senior Compliance Analyst
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Six Weeks Data Verification

Campuses and Departments will be
required to reconcile their data at the
close of each six weeks cycle:

« At the end of each 6-weeks
cycle, campuses will be given a
5-day window to correct or enter P
any data elements.

« Campus Designee will work with
their non-instructional team to
ensure the reconciliation process
is complete.

« Campus Principal /Designee will \ »
sign-off on Campus
Acknowledgement Signature
Page
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Six Weeks Data Verification

All Six Weeks Data Verification reports listed on the Acknowledgment form
must be printed each 6-week reporting period and reviewed by the Principal
or designee for reasonableness and accuracy. The Principal or Designee
should do the following

Scrutinize regular attendance totals and special program attendance totals
based on approximate membership,

Investigate all data totals that have exceptionally high value or a value of
zero, and

Compare current-year totals to prior year totals to detect unreasonable
differences

All Six Weeks Data Verification reports must be submitted with the End of
Year Manual Documentation Box
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Data Verification Timelines

Cycle Attendance Cycle Data Reconciliation/ Six Weeks Verification
Dates Campus Summary Reports & Acknowledgment

Reports Form Due to FSC

1 Aug 28 - Oct 02 Oct 03 — Oct 09 October 13, 2023

2 Oct 03 - Nov 10 Nov 13 — Nov 17 December 01, 2023

3 Nov 13 - Dec 22 Jan 09 - Jan 12 January 19, 2024

4 Jan 09 - Feb 23 Feb 26 — Mar 01 March 08, 2024

5 Feb 26 - Apr 19 Apr 22 - Apr 26 May 03, 2024

6 Apr 22 - Jun 05 Jun 06 — Jun 12 June 14, 2024
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Campus Behavior Coordinator

« Under the requirements of Senate Bill 107, 84th legislature, TEC 37.0012, each campus must
have a staff person designated as the Campus Behavior Coordinator. The person designated
may be the principal of the campus or any other campus administrator selected by the principal.

« The campus behavior coordinator is primarily responsible for maintaining student discipline and
the implementation of this subchapter.

«  The campus behavior coordinator is required to promptly notify a student's parent or guardian if
the student is placed into in-school or out-of-school suspension, placed in a disciplinary alternative
education program, expelled, or placed in a juvenile justice alternative education program or is
taken into custody by a law enforcement officer. A campus behavior coordinator must comply with
this subsection by:

(1) promptly contacting the parent or guardian by telephone or in person; and
(2) making a good faith effort to provide written notice of the disciplinary action to the student, on
the day the action is taken, for delivery to the student's parent or guardian.

« If a parent or guardian entitled to notice of a student’s disciplinary removal has not been reached
by telephone or in person by 5 p.m. of the first business day after the day the disciplinary action is
taken, the campus behavior coordinator must mail written notice of the disciplinary action to the
parent or guardian at the parent's or guardian's last known address. If a Campus Behavior
Coordinator is unable or not available to promptly provide the required notice to a parent or
guardian of a student, the principal or other designee shall provide the notice.
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Enter discipline from the
First Day of School
through the Last Day of
School.

& J
Enter discipline

as soon as it
OCCuUTrs.
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PEIMS Coding

In no case should
paraprofessional
personnel be
responsible for
determining
students coding
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Discipline Change Form

Foederal and Siate Cosgiliance

DISCIFLINE CHANGE FORM

Campuas Mame:
DATE:
INCIDENTHNUMBER- __ INCIDENT DATE:
STUDENT MAME:, STUDENTID®
GRADE LEVEL:
* Update information according to Admin. REASON CODE CHANGE:

FROAM PEIMS REASON OFFENSE OODE-

TO FEIMS REASON OFFENSE CODE:

REASON FOR CODE CHANGE-

» Attach form to referral

FROAM PEINS ACTION CONSEQUENCE OODE

TO PEMES ACTION COMSEGUENCE CODE:

* Do not use correction tape or fluid I

SLHOO, FERRORNREL SIGNATURE DATE

ADMIKISTRATOR SIGHNATIUIRE DATE

Fleass attach form 1o stedent's discipline referral and keop bath forms in stodent’s
degeipline lolder,
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Discipline Referral Form

Student Demographic Information
Reason for referral

Incident Date — Date incident occurred
HISD Connect Incident number
PEIMS Reason / Action Coding
Days/Dates assigned

Administrator’s signature

Blue/black Ink ONLY

No signature stamps

Campus Name: Date of Referral:
Student ID: Name: Grade: Gender:
Referred by: Location of
Room Phone:
Date: Time: No.:
Problem Behaviqr ('i.e., :Teeplztéesrlr:::tbizhavlo’r Interventions (i.e., Actions taken) Reinforcement
Reason for Referral Date

E R X KK KKK K K X K X X X % % Eor Administrative Use ORnly ¥ % %% %k ok sk sk ko x x k ko ke x %

CHANCERY INCIDENT NUMBER: |:| Severity Level: ~ [Jlevel1 [ Level2 [Jlevel3 [Jlevel4  [Jlevel5
| Local Reason (Offense) Code: | | ‘ Local Action (Consequence) Code(s): ‘
Select the Category of Inci for lying All
| [ Disability [ Race/Color/ National Origin [ Religion O Sex [ Sexual Ori i [Other:
PEIMS REASON (OFFENSE) CODE: PEIMS ACTION (CONSEQUENCE) CODE(S):
Infraction [ 01(On Campus) [ 04 (Off Campus, not school related/ sponsored activity)
Locati:)n [ 02 (Off Campus, within 300 ft) Jos(on school property, or at school related/sponsored activity, of another
[ 03 (School Relatedl Sponsored school district)
Codes Activity Off Campu
;Elms Actions Dotaile: Date Action [ g nate | End Date Days N Days Dls';:er::::cy Campus Campus

In-School Suspension (ISS)
Out-of-School Suspension

(0sS)
Placement in DAEP

Expulsion to JJAEP
OTHER ACTIONS: ARMS/Police Incident Number (if police notified) Victim of Violent Crime Letter [JY [N

NOTE: Use one of the following PEIMS Action Codes when a Mandatory Action is not taken:

[ 27 Special Ed. Student [ 28 Reason for use of Mandatory Action Not Taken

Date Action Assigned:____ Date Action Assi d
[ Student's age and intent or lack of intent at the time O Potential effect of the misconduct on the school environment
the student engaged in the conduct [ The facts of the case warrant of self-def as a mitigating factor in

[ student's attitude the assessment of any punishment
[ Seriousness of the offense [ The student has a disability that substantially impairs the student's capacity to
[ Student's disciplinary history appreciate the wrongfulness of the student's conduct

[ State law requirements for certain disciplinary consequences

Administrator's Comments:

IMPORTANT NOTE: The P iscipli i ipal must sign and date the referral form before the data is entered
into Chancery. Signature stamps and copies of slgnalures are invalid. Do not send referrals home that include the names of other students
that were involved in the incident.

Administrator's Signature: Date:
Student's Signature: Date:
Parent’s Signature: Date:
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Discipline Incident Setup

NAME + INCIDENT + ACTIONS

Entering discipline in HISD Connect

Student Name

Incident Reason Code
(PS04)

Action (05 OSS)

Action (07 ALTR)
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DAYS OF SUSPENSIONS

e OUT OF SCHOOL SUSPENSION DAYS
— Must not exceed 3 days

e IN-SCHOOL SUSPENSION DAYS
— Must not exceed 5 days
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DO NOT USE CODING

Do not use the following REASON
codes for discipline:

- 21 — use the subcategories ex:
KN21, AS21, DF21, TU21, etc.

- 04 — use subcategories
> Possession = PS04
> Influence = INO4
> Distribution = DI04

- 0S — use subcategories ex
> Possession = PS05
> Influence = INOS
> Distribution = DIOS
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HB 674 SUSPENSION OF STUDENTS ENROLLED IN A
GRADE LEVEL BELOW 3

« Astudent who is enrolled in a grade level below grade 3 may not be
placed in out-of-school suspension unless while on school property
or while attending a school-sponsored or school-related activity on
or off of school property, the student engages in:

 Conduct that contains the elements of an offense related to
weapons under Penal Code 46.02 or 46.05;

 Conduct that contains the elements of a violent offense related
under Penal Code 22.01, 22.011, 22.02, 22.021; or

« Selling, giving, or delivering to another person or possessing, using,
or being under the influence of any amount of:

— Marihuana or a controlled substance, as defined by Health and Safety
Code Chapter 481, or by 21 U.S.C. Section 801 et seq.;

— Adangerous drug, as defined by Health and Safety Code Chapter 483;
or

— An alcoholic beverage, as defined by Alcoholic Beverage Code 1.04.
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HB 692 SUSPENSIONS FOR STUDENTS WHO ARE
HOMELESS

If this student's HOMELESS-STATUS-CODE is not “0,
and DISCIPLINARY-ACTION-CODE is "05" or "25",
then DISCIPLINARY-ACTION-REASON-CODE should
be ll04ll’ IIO5II, II11", II12II, ll13ll’ ll14ll’ II27II, II28II, ll29ll’
II3OII, ll31 ll’ or II32“

04 - Possessed, Sold, Used, Or Was Under The Influence
Of Marihuana

05 - Possessed, Sold, Used, Or Was Under The Influence
Of An Alcoholic

11 — Brought a Firearm to School

12 — Unlawful Carrying of a Location-Restricted Knife
(Location-Restricted Knife - blade longer than 5.5 inches)

13 — Unlawful Carrying of a Club

14 —Conduct Containing the Elements of an Offense
Relating to Prohibited Weapons

HOUSTON INDEPENDENT SCHOOL DISTRICT

27 - Assault Against a school district employee or
volunteer

28 — Assault Against someone other than a school district
employee or volunteer

29- Aggravated Assault Against a school district employee
or volunteer

30 — Aggravated Assault Against someone other than a
school district employee or volunteer

31 — Sexual Assault Or Aggravated Sexual Assault Against
a school district employee or volunteer

32 - Sexual Assault Or Aggravated Sexual Assault Against
someone other than a school district employee or
volunteer

7




NEW 2023-2024

HB 3 — TREx Discipline

HB 3 amends TEC §25.002(a) to include in the documents required to be
transferred when a student moves from one school to a new school a copy
of the child’s disciplinary record and any threat assessment involving the
child’s behavior under §37.115.

TEA will provide a method of transferring discipline and threat assessment
information from one LEA to a new LEA at the time of a student’s transfer.
This will include historical discipline information, but TEA is pending
decisions on which historical records to include.
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Compliance Reviews

The Compliance Monitoring team conducts the following review:

Discipline Records (folders with PEIMS mandatory placement events)

Resources i
e Foe PEIMS Appendix E

website: Code of Student Conduct

Discipline Review Preparation Guide
Discipline Action Codes Consequence Chart
Student Discipline Reason Code
DAEP/JJAEP Forms and Documents

HISD Discipline Referral Template

Discipline Change Form

Parent Notification Letters
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Discipline Folders — Required Documents

1. Discipline Referral

 REQUIRED for Every Student that is REMOVED from his/her instructional
setting.

« All referral forms must include: student demographic information, description of
incident, HISD Connect incident number, PEIMS Reason and Action codes, days and
dates assigned for consequences, campus of accountability, campus of assignment,
police incident number (if applicable to offense), and administrator’s signature and date

(ink only).
AND
2. Supporting documentation as outlined below:
In-School - Parent Notification Letter - signed and dated by an
Suspension (ISS) administrator. (See letters on the Federal and State Compliance website.)
Out of School « Parent Notification Letter - signed and dated by an
Suspension (OSS) administrator. (See letters on the Federal and State Compliance website.)
- DAEP Parent Notification Letter. (See letters on Student Discipline
District Alternative website.)
Education Program » Copy of Online DAEP Referral Application.
(DAEP) » Copy of approval/rejection email from the DAEP
administrator.
Juven:lie‘:ﬁ:::sg * JUJAEP Parent Notification Letter(s). (See letters on Student
Ed ti ") Discipline website.)
ucation (539Ar|§|r:r; » Copy of Online JJAEP Referral Application.
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DAEP Folder Content — Required Documents

« Referral Form

O Student demographics, reason for referral, incident date, incident number, PEIMS reason, PEIMS action ,
date action assigned, days assigned, administrator signature and date. Blue/black ink ONLY

 Parent Notification Letter

O In-School Suspension - parent name, student name, dates/days according to suspension, level of
misconduct, administrator signature and date.

U Out of School Suspension - parent name, student name, dates/days according to suspension, level of
misconduct, administrator signature and date.

* Notice of DAEP Assignment

O Parent letter notifying parent of placement.

« DAEP Online Form

Q0 Must be obtained from administrator entering in DAEP Online module.

 DAEP Approval/rejection email

O Email must be obtained from administrator.

 Blue/black ink — ONLY
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JJAEP Folder Content — Required Documents

« Referral Form

O Student demographics, reason for referral, incident date, incident number, PEIMS reason, PEIMS action ,
date action assigned, days assigned, administrator signature and date. Blue/black ink ONLY

 Parent Notification Letter

O In-School Suspension - parent name, student name, dates/days according to suspension, level of
misconduct, administrator signature and date.

O Out of School Suspension - parent name, student name, dates/days according to suspension, level of
misconduct, administrator signature and date.

 JJAEP Expulsion Letter

O Parent letter notifying parent of placement.

 JJAEP Email - approvallrejection

O Email must be obtained from administrator.

« Special Education Scholar
0 MDR’s findings and signature page

e Student Victims

O Copy of letter must be on file with appropriate signatures. Separate folder.
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Incident Management Discipline
Interchange Validation Report

School LocallD  UniquelD  Student Action Action Dur  Dur  Dur  Campusof
Inc D TinciD  IncDate  IncTitle loc  Behav Action Begin End Code Assign Actual Assignment
2 346608 237917434  Jones, Hayden Michael

18031 014072 032321 Terroristic thraat 04 26 07 0324 05T 99 4 0 402

44250021 If Actual Duration is 0, Acton Code must be 27 or 26

2 682845 6205754225 McKnight, Amontae Shamar

16031 014072 03231 Terroristic threat 04 26 07 0324 052 99 45 0 402
44250021  If Actual Duration i 0, Action Code must be 27 or 28

2 H1787 5245349337 Mercadel, Alden Jamal

16273 014312 0400821  Possessionofa Prohibited Weapon/Terroristic Threat 01 11 02 04M9/21 04522 99 180 0 i
44250021  If Actual Duration i 0, Action Code must be 27 or 28

i 53913 4661445118 Lopez, Jonathan Emmanuel
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Incident Management
Verification Report

ST BETAY PRV ST AT AN TBACIO L AN SBACION B ACTOD TASSHTED LA uumurauunu.ampumampusu'|esmne||eswena'|eswnme|eswena'|esmcat|esmmu|esma|0|esmm0|esmcuu 65T ASSP STAT TR
O R T - A i L O
NS5 2 5 Rk S s P M|55|g s R R P R B M M D
NS5 1 60t i G T 1
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Student Incident Profile Report

Student Incident Profile Report

IR Viddle Schoo Incidents From: 8/22/2022 To: /14202 Date: /1412022 13:38:08 CST
Suentd  StudentNms Geéli  Homemon Mk R Genr ocdent Cout
N — 2 N } I 1
i b I R
B3 Ang/2E Dicpin® ~~ Ofendr 01 On Campus 0
>t

Domonike grabbed anoter studnt around the neck and shoved him ageinst the walcausing him t it is hesd
BefBi0r: SC21 - Inapproprise physcal conact(etuden)

AGAn, 05 - Outof Schoo Sspensio fom (8282022 o402 Das Dugaon
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Level Data Validation

DEIEN I  Enroliment Incident Management

Misplaced Action

Missing Incident Action
Missing Incident Behavior

Missing Offender
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STUDENT RESTRAINT REPORTING FLOWCHART

Student Is
Restralned

by

| }

LEA LEA Police Department
Employee/ Officer/SRO providing
Volunteer police presence on/at

campus/school activity

Report Student
Restraint data
Code "08° Only

Is Student
Special Ed?

10 YES

., |

Do Mot Report
Student
Restraint
data
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Leavers Information

Coding
Leaver coding is assigned by the campus principal or administrative designee. Campus clerks
and/or SIRs do not assign leaver codes.

Close of the School Start Window

« September 29, 2023 — The "School Start Window" is from the first day of school through the last
Friday of September. It has been designated by TEA as the timeframe we are allowed to account
for all students in grades 7-12 who attended Houston ISD last school year and may or may not
have returned this school year. Students who did not leave the Texas Education System and did
not enroll in another Texas Public School District must be reported as dropouts if they are not
located and enrolled before the last day of the "School Start Window".

PEIMS Leaver Training
« TBA

FaII PEIMS Submission Timeline

Fall PEIMS First Submission Deadline, December 7, 2023 (Campus data entry deadline will be a few
weeks prior to this date)

* Fall PEIMS Resubmission Deadline (no leaver code changes can be made after the Fall PEIMS
Resubmission deadline), January 18, 2024 (Campus data entry deadline will be a few weeks prior to this
date)
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Leaver Folders— Required Documents

Districts must document the withdrawal of students and maintain on file the appropriate
paperwork associated with student withdrawals.

FSC conducts leaver reviews each fall. Every student leaver folder — including folders
for students who leave during the summer — must have the leaver documentation. Each
student leaver must have an individual folder.

1. District-Approved Leaver Form(s)
« Exit Information/Leaver Code Assignment Form (Revised in 2021-2022)
 Leaver Code Change Form (Revised in 2021-2022)
 Home School Questionnaire
* Oral Statement Form
+ CPS/L66 Form

2. Supporting Documentation

» Authentic documentation for the assigned leaver code.
= Sufficient documentation per TWEDS-Enabled Data Standards.
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Leaver Documentation — General Guidelines

Signatures on Documentation

Q
Q

Q

Q

Documentation must be signed and dated by an authorized representative of the district.

Forms must be completed in BLUE/BLACK ink with all required information AND signed by the administrator
in charge of leavers or the campus principal. NO COPIES OF SIGNATURES OR SIGNATURE STAMPS.

An original signature is not required on withdrawal forms received in the district by fax. Withdrawal forms
received by e-mail DO NOT need to be signed by the parent/guardian or qualified student.

Written documentation of oral statements made in person or by telephone by the parent/guardian or qualified
student is acceptable in SOME situations if it is signed and dated by the district representative.

Evaluation of Documentation

Q

Q

Merits of leaver documentation are assessed at the time the documentation is requested during a
data inquiry investigation.

Determination of the acceptability of the documentation is made by the professional staff conducting
the investigation.

Completeness of Documentation

0  Withdrawal documentation shall be considered INCOMPLETE without a date, signature,
and destination.
o om—
Changing Leaver — Reason Codes o m—
O  Merits of leaver documentation are assessed at the time the documentation is requested W et
during a data inquiry investigation.
O Determination of the acceptability of the documentation is made by the professional staff A

conducting the investigation.
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Leaver Forms — Required Documents

HOUSTON INDEPENDENT SCHOOL DISTRICT
EXIT INFORMATION AND LEAVER CODE ASSIGNMENT FORM
HOUSTON INDEPENDENT SCHOOL DISTRICT

CAMPUS ID#: CAMPUS NAME: DATE:
STUDENT INFORMA' PORTION: print LEAVER CODE CHANGE FORM
STUDENT'S NAME 3 t, Middle):
IE NUMBER: BI!“?H' DATE: - . ?RADE LEVEL:‘ - FE'fDER: Om OF CAMPUS ID#: CAMPUS NAME: DATE:
PARENT/GUARDIAN or RELATIONSHIP STUDENT'S NAME (Last, First, Middle):
QUALIFIED STUDENT NAME: TO STUDENT:
1D NUMBER: BIRTH DATE: GRADE LEVEL: GENDER: (OM [JF
E-MAIL PHONE NUMBER:
a CURRB‘T(R D NEW
MAILING ADDRE! cITY: STATE:
e SOt D BT & CAMPUE FORMER Leaver cope: WITHDRAWAL DATE:
NEW SCHOOL CITY & STATE:
HOME COUNTRY (INCLUDE CITY): NEW Leaver cope: (Print/type the appropriate leaver code.)
80 - TX Public School 88 - Another HISD Campus AT TN Leaver code is &mm by
(T int the jate leaver code.) L03 - Died L82 - Envoll Outside TX
. flees R L83 - Faisification of
80 TX Public School L82- Envoll Outside TX ADMINISTRATOR'S TM Leaver code is de!gﬂ‘emm by mm— Enoliment (RARE) SIGNATURE:
clerks 16 — Student reumed to
: L86 - Student Completed GED
L03 - Died 85 - Another HISD Campus ety home couky or i T e
08 - Student (female or male) withdrew | L83 - Falsfication of Enroliment emigrated 1o another country
from/left school because of pregnancy (RARE) 120 - Medical Injury L87 - Texas Tech/UT HS
116 - Student retumed to family's home | L86 - snmm Compkted GED °'.’.‘°"“:‘ - e PRINTED NAME
country or emigrated to another country outside of T " L88 - Court Ordered ~not
L20 - Student withdrew fromfieft school | | g7 _ 4ya5 Tech/UT HS Diploma G med
because of a medical injury PRINTED NAME: - 59 - e G S
L24 - Pursue college degree L8 - Cout Ordefed OED =t £89- Home ° Federal Facilty TITLE:
89 - L90 - Military Grad - Outside of
rR—— R i - CZ
L66-CPS ey Grad= ° L81 -Enroll TX Private School | LS8 - Unknown / Dropout
L81 -Enroll TX Private School L98 - Unknown / Dropout DATE:
POSTING CLERK'S SIGNATURE PRINTED NAME & TITLE DATE OF POSTING
REASON FOR CODE CHANGE (Select one):
T © | ORIGINALLY CODED INCORRECTLY. Coment
o ATTACH ALL SUPPORTING DOCUMENTS o [DUETOTEA IRE 4T ORTISD
8088 Vercaton of Ervlment m aner Texas | O | L60 Complied Fome Schcl Qussternarl | O] LBSLON Trarccrp howng eficenl 70, R R
Publc School or HISD schoal W iloma withsea (Mitary Inersiote Ol Do AN Ao
inchudngthedate home schookng bogn Compact Ageement) o [ RECEIVED OTHER DOCUMENTATION
1L03 Death Certficate; Obtuary; Funeral O | 1166 Wrtten Statement from CPS Officer, 'Of L86 GED certificate/written documentaton from o SUPPORTING A CODE CHANGE
Program; Wrcten/Oralstsement includes badge i s showing completon. must
i a b Jrvvigyidogeclon ovase o © | OTHER CHANGE CODE REASON
| 08 OralWiriten by parent, guardian | O | LBY/LBZILBT TranscrptRecords Request from | O| L83 Court Order from a JUDGE requinng
o student indicating that student is withdrawing receiving private school, school outside of completion of a GED
or has withdrawn due to Texas or HS Diploma program
L6 ClWren St by i o 5k | O | LBYLB2L8Y Ol e o prercr | O) IB9 0l vticaion ronlon
country or mqm:dmz:n:;m federal penitentiary LS POSTING CLERK'S SIGNATURE DATE
mwmmmmm ] Lﬁm\/&md&Wna 'O 98 DROPOUT/GEDIOTHER
o | S aniede prie Joutside of Texas or HS
attend cae; e = © ATTACH ALL SUPPORTING DOCUMENTS TO THIS FORM.
"o [ 24 Verficaion by authorzed college rep, o | o | 1L&3 Falsibcabion of Envoliment / Not Immurized | | FISD Wabdrawal Form
; at least 9 hours per semester (incude du

Revised: ust 9, 2021
Revised August 8, 2021 o
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Leaver Compliance Reviews

Leaver Reviews

FSC will review campus leaver records for grades 7-12 each fall. Detailed
information is in the 2023-2024 Federal/State Reporting and Attendance Procedures
Manual.

The FSC Leaver Review Process

Before the During the After the Follow-Up
Review Review Review Process
* FSC contacts campus * FSC reviews leaver * FSC meets with *FSC follows up with

to schedule compliance documents and campus leaver contacts schools that have

review. completes the Leaver to debrief the review coding errors and with
Audit Review and and recommendations. those that have non-
Leaver Review compliant records.
Summary Reports.
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Best Practices for Campus Leaver Contacts

1. Attend FSC PEIMS Leaver Training each year.

2. Use the district- approved forms from the Federal and State Compliance
website. Download new forms each year.

3. Establish and implement a campus wide system for leaver coding and
maintaining supporting documentation.

4. Read and follow guidance in TSDS Web-Enabled Data Standards (TWEDS).
See handout with instructions for downloading the documents.

5. Review and follow Best Practices in State/Reporting and Attendance
Procedures Manual.

6. Review HISD Connect, OnDataSuite and TSDS Fall PEIMS First
Submission reports for accuracy and reasonableness. Correct all data prior
to the campus data entry deadline.

7. Contact your Federal and State Compliance representative with questions.
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Leaver Resources

 Federal and State Compliance,
https://www.houstonisd.org/Page/58634

« HISD School Guidelines
https://houstonisd.sharepoint.com/teams/aca/SG

« TSDS Web-Enabled Data Standards (TWEDS),
https://tealprod.tea.state.tx.us/ TWEDS/90/0/0/0/DataSubmission/

TechnicalResources

 TEA Student Attendance Accounting Handbook,
https://tea.texas.qgov/finance-and-grants/financial-
compliance/student-attendance-accounting-handbook
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TSDS UNIQUE ID

What is Unique ID?

It is a single unique identifier (UID) each student and staff member will have for his or
her entire career within the Texas educational system (from early education programs
through the twelfth grade).

A Unique ID is required for all students and staff members for state reporting.
« Campus should search TEAL (TSDS) to verify if the student
has an existing record on TSDS.

How is the Unique ID used?

« TSDS Unique ID is necessary in order to integrate the various subsystems of TSDS
smoothly and accurately--it is better able to reduce duplicates and other errors.

e All districts must use have UIDs for their students and staff to submit data for all PEIMS
Submissions and TSDS Core Collections.
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TSDS Student Unique ID & Access

What is required to generate the Student UID?
*Student Name

*Social Security Number or State Alt ID

*Ethnicity and Race

*Gender

*Date of Birth

Access to TEAL

*In order to access the TSDS Unique Id system, you must electronically first set up a TEAL
Account. Link to get access https://pryor.tea.state.tx.us/ Select on Don’t have an account? Request
New User Account.

*Once TSDS Portal Account Access is established, log in to TEAL and select TSDS Portal. Here is the
link to TEAL: https://pryor.tea.state.tx.us/

*The instructions to acquire TSDS Unique Search access is on the FSC Website under Request
Access, here is the link https://www.houstonisd.org/Page/175782

TSDS Public Education Information Management System (PEIMS)
TSDS Unique Identification (UID)
TSDS/UID Enrollment Tracking (UID/ET)

HOUSTON INDEPENDENT SCHOOL DISTRICT 102



https://pryor.tea.state.tx.us/
https://pryor.tea.state.tx.us/
https://www.houstonisd.org/Page/175782

TEXAS STUDENT DATA SYSTEM PORTAL
(TSDS - TEAL) APPLICATIONS

After setting up your TEAL account with access to the TSDS Portal, click the Texas
Student Data System Portal link, this will take you to the Unique ID searches page.

ssssssss [seennnnnen | [Show Password]
Forgot your password?
Forgot your username?
Texas Education Agency
User and Access Management Welcame, Maria Aguilar ﬂ Lomaut o“‘h
—
Seli-Service Applications
& Access Apphcabions
3 Reguests ve Submated
}"Cmfﬂ‘f"m Texas Student Data System Portal
@ My Security Guestions
¥ My Applcation Aocounts
2] Edit My User [nfermation A/ My Aeceiy
I Lmi TEASE Accounts OUSTON 150
Rede: [Unig=ID LEA, TIMS Level 1 Support, ECDS Data Approver, O0S Dats Loader]

HOUSTON INDEPENDENT SCHOOL DISTRICT
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TSDS Portal Page

The TSDS Portal page appears select either: Unique ID Tab or the Manage
Unique IDs icon

tsds texas student
data system
F. wDbll Data Losads PEIMS  Cowe Collection  Uilitien Suppon

Welcome

Tha Texas Student Ciata System (TS0S) e 2
ata collection and napsiing syalim that
Improves and standardizes Taxas education data
colaction and Management (Mooess and pouips

with el and
whadeni data o detve classroom e stodent
STk
TSOS seplaces. and axpands on e wdsing - wapielind dinclons, yiu iy have Sidited an organieaton i which you de sl
Pubsbe Education Inbsmatian M harve B recessary prrminsions. Pease select s dfforent srgantzation or vt TEAL U fo request new
Syshom [PEMS) . oo

dun whobe, TS05 rwpresents. o grownd-breaking
#fiort o integrale and sheaming data coliecion
in arrder 1 reduce e burden on lecal sducation
agencies and produce man vales from the dala
Collaciind
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Person Search

* Next to Unique ID Home, select the navigation
bar (hamburger button) B

* In the menu you can search for a student by _ﬂ\
selecting Person under Search << Back to Home
 From here you can view the student’s -
information iy
DOWMNLOAD
Batch -
Location |
SEARCH
Batch
)
ENROLLMENT EVENT
Dashboard
Upload File
Liog Ot
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Student Search Options
Basic Search

« There are 3 options to perform a student search: Basic Search, Advanced
Search and ID Search

« The Basic Search option allows you to search for a person using basic
demographic information

Note: First Name and Last Name are required for both the Basic Search and
Advanced Search. Wild card characters (e.g.,*,%, ,?) are not supported.

Pereon Search _ Individual Persen ?

AEI'I.I'PLNEED SEARCH  ID SEARCH

Wintcle Mas

Larst Maina ™

Diate: O Birts mo [ Mo [V
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Basic Search Results

« When one or more persons are found, the application displays the matching
records in the Match Probability column. Select the student's name who
matches the student you are searching for; this will take you to the Master
Record tab.

ADVANCED SEARCH 1D SEARCH

First Name:*

Middle Name

Last Name:*

Suffix:

Date OF Birt: o [vio v 20

*) Required CLEAR ‘ SEARCH

MIDDLE DATE OF ETHNICITY MATCH
UNIGQUE ID LAST NAME FIRST NAME NAME = SUFFIX  gorn GENDER LEA CAMPUS e ATOR RACE(S) SSN FROBABILITY
) ) ! 628 g7 INEAR
F531380646 Arias MALE 101912 101912002 Hispanic/Latino American Indian or Alaska Native - MATCH
= 1
637-
6344734418  Arias FEMALE 101903 1019803001 Hispanic/Latino White -
—
Stu Info: UID,
Name, DOB,
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ID Search

* |D Search allows you to search for students by Unique ID, SSN
(Social Security Number/S Number) or Alias ID (district Local ID)

« Enter search criteria. Pay special attention to required fields for the
search type.
* Click Search

Note: The application searches against the current information for
students who have been assigned a UID.

Person Search - Individual Person 2

BASIC SEARCH  ADVANCED SEARC
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Master Record

* Master Record holds the student demographics and location/enrollment

information.

Arias

GENERAL INFORMATION

FIRST MAME
MIDDLE NAME
LAST NAME Arias

ALT LAST NAME

SUFFIX
GENDER MALE
DATE OF BIRTH 04

ETHMICITY INDICATOR Hispanic/Latino

ETHNICITY/RAGE American Indian or Alaska Native
RACE 2 CODE

RACE 3 CODE

RACE 4 CODE

RACE 5 CODE

SSN 628

UNIQUE 1D

GENDEER. MALE DATE OF BIRTH: 04
MASTER RECORD HISTORY  ASSOCIATED RETIRED IDs ENROLLMENT

PERSON TYPES: Student

LAST BATCH #

LAST UPDATED

UPDATE REFERENCE #

NPUT TYPE

CREATED BY

EMAIL ADDRESS - CREATED
BY

CREATED

STATUS

COMMENTS

PERSON TYPE

GRADE LEVEL

CAMPUS

LEA

LAST UPDATED: 09/07/2018 07:28

BATCH INFORMATION

20729933

09/07/2018 0T:28

86706834

File

Maria. Aguilar
maguill0@houstonisd.org

09/07/2018 0T:28

98313

10 CREATED: 0210712013 0572%

ADD NOTE

Student Unique
ID

Master Record Updated and History Created during Event

Processing

LOCATION ! ENROLLMENT INFORMATION

Student

12

101912002 BELLAIREH §

101912 HOUSTON ISD
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TSDS HISTORICAL ENROLLMENT

» The historical enrollment data can be found on the History tab.

Arias 983

GENDER: MALE  DATE OF BIRTH: 04 S5N: 62¢ PERSOMN TYPES: Student LAST UPDATED: 09/07/2018 07:28 D CREATED: 02/07/2012 05:23
MASTER RECORD = HISTORY  ASSOCIATED RETIRED ID:  ENROLLMENT ADD NOTE

LAST UPDATED LASTMAME FIRSTNAME MIDDLE NAME SUFFIX DATE OF BIRTH GENDER LEA CAMPUS ETHNICITY INDICATOR ~ RACE(S) 55N
08/29/2017 08:2 MALE 101912 101912002  Hispanic/Latino American Indian or Alaska Native G28- -
09/13/2016 13:32  Arias MALE 101912 101912002 Hispanic/Latino American Indian or Alaska Native 628- A
09/M17/2015 03:09  Arias MALE 101912 101912002  Hispanic/Latino American Indian or Alaska Native 628 -
10/30/2014 20:06  Arias MALE 101912 101912337  Hispanic/Latino American Indian or Alaska Native 628 v
03/22/2013 22:21  Arias MALE 101912 101912337 Hispanic/Latino American Indian or Alaska Native G28- -
02/07/2013 05:23  ARIAS MALE 101912 101912337  Hispanic/Latino American Indian or Alaska Native 628- v
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TSDS Enrollment Tracking

« Campuses do not have edit capabilities and will need to contact
FSC to add/delete enroliment entries and/or enter exception reasons
(Calendar, Verify) to a student’s enrollment screen.

Arias

98313

GENDER: MALE  DATE OF BIRTH: LOCAL ID: 1382 PERSON TYPES: Student LAST UPDATED: 09/07/2018 07:28  ID CREATED: 02/07/2013 05:23
MASTER RECORD  HISTORY  ASSOCIATED RETIRED IDs  ENROLLMENT ADD NOTE
FILTER “
LEA PERSON TYPE SCHOOL YEAR SORT
All LEAs v All v 2019 Entry/Exit Date Desc v FILTER RESULTS

LAST UFDATED LEA CAMPUS PER5S0N TYPE GRADE LEVEL SCHOOL YEAR ENROLLWITHDRAW DATE ENROLL/WITHDRAW TYPE  LOCAL ID SOURCE ENROLLWITHDRAW FLAG EMAIL
) 09/07/2018 101912 101912002  Student 12 2019 08/20v2018 Entry 139 SIS <]
Displaying 1 - 1 of 1 PAGE 1 0OF 1

In order to edit a person enroiiment event , you must sefect a location from the enrollment event information above if you are avthonzed to do so. Only enroliment events for the current school year can be edifed.

‘ BACK TO SEARCH RESULTS ‘ EDIT ENROLLMENT ADD ENROLLMENT

111
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Email Functionality

« Email capability will be available to assist with enrollment event resolution
(Duplicate Enrollment).

« Campuses can utilize this email function to contact other districts or
campuses.

« [If campuses are sending student documents, documents must be encrypted
to abide by the FERPA (Family Educational Rights and Privacy Act) laws.

:
Arias 98313
GENDER: MALE DATE OF BIRTH LOCAL ID: 1392 PERSON TYPES: Student LAST UPDATED: 0972018 0728 ID CREATED. 0207/2013 05:23
MASTER RECORD  HISTORY  ASSOCIATED RETIRED D  ENROLLMENT ADD NOTE
FILTER i
LEA PERSON TYPE SCHOOL YEAR SORT
All LEAs v Al v 2018 Entry/Exit Date Desc T FILTER RESULTS
LAST UPDATED LEA CAMPLU S PERSON TYPE GRADE LEVEL SCHOOL YEAR ENROLLAITHDRAW DATE ENROLLAMTHDRAW TYPE LOCALID SOURCE ENROLLAWITHDEREW FLAG 1
) 09072018 101912 101812002 Studemt 12 2019 08202018 Em 139 S5
Displaying 1.1 of 4 PAGE 1 OF 1

In arder o edif & parson envolimant event | you must select a location from [he anfoliment @vent informaltion above  pou are authonzed o do 50, Only enrclimant events for the curment Schoo! year can be edfed
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Sample Email

« Email will show the users’ district email (not TEA's PGP), the example below
is a discrepancy between Houston ISD and Pasadena ISD.

« Add your campus code (campus number) and event.
« Compose the email according to the request.

=

Send

From - HASNAIN@Ehoustonisd.org

To.. | peims @pasadenaizd.org
|
Subject | Motice of Enrollment for UID 9378151817, old campus 101917007

This is a notification that the student identified below has been enrolled at campus [Add your campus code here] with an enrollment
event date of 08/21/2017 and is still shown as being enrolled at your campus 101917007. Please enter a [Add your event here] event in
the Unigue-1D system for this student.

Student Unigue 1D Number: 9378151817

Also verify the identification information for the Unigue 1D listed above matches the information you have in your Student Information
System record for this student and make any changes to your system to match in order to avoid a UID discrepancy during your LEA's
PEIMS data submission.|f you have any questions, please respond to ihasnain@houstonisd.org

Thank You,
Irma hasnain

HOUSTON INDEPENDENT SCHOOL DISTRICT
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TSDS PEIMS Statement of Unique ID Student
Discrepancy Report

* Report is available during PEIMS submissions, campuses do not have the access to run this report, the
department will email report to the campus.

« These errors occur when the student’s demographics on HISD Connect and the TSDS Student UID do
not match (both must match).

«  When documents are requested for a student, it is imperative that campuses submit copies of
supporting documentation and include the discrepancy report.

When emailing student documents, please encrypt to abide by the FERPA (Family Educational Rights and Privacy Act) laws.
. If assistance to encrypt document is needed, please contact us.

Tenas Esutsan Agency TSDS PEIMS STATEMENT OF UNIQUE ID STUDENT DISCREPANCIES Wecesan OSTI019 1257 Pu
POM3-500-002 Campas-evel Data | S1u0ent Demographic DNSCrépanciss Page 3 of 2672
w3 ampusos: ALL
=« COMFIDENTLAL * * = 2018 - 2019 Summer Collection, First Submission: Predminary
LEA 12
Campus: 101812
Grade Level: 09
Errors: Major
Ethractyd Dl of Frovious Last Update
LEA D Lt Blarne Farst Mame Reicics Plame Uinicge iD Locsl iD Shudent ID (=0 Saw Barth rade Campus DstCarmg Sourte
0112 GALLEGOD GIL HOOOESN M ] HW ] Wil DsT
foigaz GALLEGD GIL XOD0NDaTY Hek M HW 09 [ s]

=D 100085 - Magor DEMOG o nol match.

10512 EMDO OOCET IS Ma '] A ] Wrig2 5T

11§12 ENDO MOOOUTTIS P, ] A o9 D
N I000LE . Majer DEMOG & not match.

sz PEDROZA T - I T XOOOOM2 . F HW 08 W2 osT

10132 PEDROZA MARTINEZ preche ) hidh F HW 0% D

100054 - S5M matched but not Gemog.
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STUDENT DEMOGRAPHIC CORRECTIONS

° The StUdent Demograph|c Change Form Houston 1D — Federal & State Compliance

‘Student Demographic Change Form

iS u Sed Wh e n a CO rrection Or a Ch a n g e iS Use this form gnly when the student's demographic information on PowerSchool does not match the TSDS data, or

you have made a change on FowerSchool and TSDS needs to be updated.

required to the student’s demographic/s. R ——

Student Name:
Student ID:

Clerk/From:

» Fill out the form and email copies of schoolvame. [
supporting documentation to FSC.

Enter incomect information in Emter correct information in B

this column this column Only

First Mame:

* Reminder, when sending student S e
documents, please encrypt to abide by the | Huswme:

Ganeration: Bl

FERPA (Family Educational Rights and -~ D

[ Change to
. Gander: A
Privacy Act) laws. S —  res
Federal Rage: 1 onepeeto
[ Chargs te
Gocial Security: M
State AItID: L] haee to
Tchool made the change's on Power School- O] Tes
O Mo
Comments:

FSC Website Student Demographic Change

*Make necessary changes on PowerSchool, fill out this form, and send copies of supporting documentation

Form im;ﬁrm Certificate, Socigl Security Card.._) All documents should be legible, scanned, emailed, and password
https://www.houstonisd.org/Page/175782 Send documentation to your Senior Compliance Anlyst

Direct Department Line: 713-556-671
FAX: 713-556-6783
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Level Data

What is Level Data?

It is a data validation tool “Level Data”; this tool checks data entry
errors entered directly into HISD Connect.

How will it help the campus?

Since it is Real Time Field Validation, fields are color-coded in real
time as users enter data and allows them to know if the data is
ready for submission to the State.

When to check Level Data?
Daily

Who to contact if you have questions?
Marina Tejada mtejada@houstonisd.org 713-556-6768
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LEVEL DATA - HISD Connect

HISD Connect has the following features:

Icon on the top, right corner of certain PowerSchool screens lets users know immediately if there are any errors or
warnings on that screen.

PowerSchool SIS

ge > Student Selection > General Demographics District w . he > Student Selection > General Demographics District w

General Demographics Change Histary General Demographics Change History
'I N A% Ennances Vabganon x
Fieldsin-are ready for C__] Dato of B is required.
submission to the State R 22 Dte of B st b vald de.

Age shoukd be within a vald sge rangs for grade level,

Emaicty fAve
Fields in . note an error and

will likely flag if sent to the AreaMeighborhood [ pr -
] L

State ooB MO YY
[© Dote o B i reuired.

Fields in yellow/amber note a

field that might not necessarily AreaMoighborhaod I
flag at the State but still needs pos (12uz00d 4 N amis =
some attention L el e s
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Level Data

HISD Connect Level Data will also provide State Validation Reports.
« Start Page > State Validation > Data Validation

Level Data Apps

State Validation

Level Data Validation

Enroliment Staff Student Programs Reports/Lists

Demaographics

Incident Management

Age/Grade Level Mismatch el=1-3
Duplicate Race Code o
Invalid ECHS Ovwverride o
Invalid Foster Care Indicator o
Invalid Military Connected Student 56
Invalid SSN/Student 1D 818
Invalid Student (Secondary) Language Code o
Invalid T-STEM Override o

s

Missing/Invalid Address Information -

BE AR ‘B

19
N
N
(%]
(]
1

nissing/invalid Birth Country

< o 2 > >
» Action will either give you the option to select Fix or give you a List. If you select the hyperlink numbers under

Count, then this will set the students in error as the current selection. (Note: the current view is district wide, you
will only see data for your campus errors.)
» Dependent on your HISD Connect access, will determine what you are able to view.

Page 10f2 i<
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OnDataSuite (ODS)

« What is ODS?

ODS contains a suite of products allowing users more refined
choices of data options. It is designed around simplicity. We upload
PEIMS data files (School Data) into the ODS and the files are

automatically disaggregated into thousands of reports and TSDS
Rules.

 Why do you use ODS?

Data in ODS is your school data that will be reported to PEIMS. Use
it to review TSDS Rules during PEIMS submissions. Run reports,
compare data in ODS to HISD Connect data.

 When do you use ODS?

ODS can be used anytime, keep in mind data is stagnant. It is
updated when we upload new PEIMS files. We will let you know
when we start uploading files.
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ODS Fall and Summer Dashboards

Dashboards provide easy to read, at a glance, summary reporting information
pulled from your campus, data in blue are links that can be used for extracting
your student data.

OnPoint » Dashboards My Dashhoards Student Assessment Staff Finance Mccountabdity TSDS Rulss

District : Houston 13D

Fall Dashboard Summer Dashboard Campas. Dashboard

4400 W 13t S Schioo Pooulabion pucz. 1o sy Ful PEMS s ke W12002) Court Paes
Heusion, TX TT0%2-28501 Student Total 188353 e
(713) $56-6008 Fax Pre-Kngerarnn Grace 2089 6%
Kiderganen Grage ne T
151 Grage 15348 5%
ind Grage 138 TE1%
nd Grage 13841 T3%
dh Grage 1447 T65%
District Information 5 Grage 14,360 T60%
Ofers Ine ASVAS et £ih Grade 1785 B
Tih Grage 12487 .o
Gifted and Talenled Programs Meed pnoags 15053 G
() - Pul-out h Grade 16514 g%
{02} - Push-m 10t Grade 13694 12%
[03)- Fubsme gried oy 117 Grade AN 6%
12ih Grade 11,335 600

Ackministration ez - 1) Fremn Fal PEMS e aes WD Mox Eneollad on Srapshat ["Notes') 1300
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ODS - TSDS Rules

Bookmarks User Groups My Custom Reports Focus List File Center Support Training Search 101912 - Houston ISD Sylvia & ¢ =

OnPoint » Dashboards My Dashboards Student Assessment Staff Finance Accountability TSDS Rules 8 Help = Ticket

District : Houston ISD Year [EEelrsa

Fall Dashboard Summer Dashboard Campus Dashboard Academic

Bookmarks User Groups My Custom Reports Focus List File Center Support Training Search 101912 - Houston ISD Sylvia [ I ——

OnPoint » Dashboards My Dashboards Student Assessment Staff Finance Accountability TSDS Rules B Help = Ticket

PEIMS Fall TSDS Rules for 2022 - 2023 (As of: Feb 6, 2023, 3:57 pm)

QEDENUIEERS Re I Excel District Workbook All Campuses -

Unique
Unique Total Special Total Special

Data Category Type Data Category Code Unique Fatals Total Fatals Warnings Warnings Warnings Warnings
Al / Al 1 21/63 63104 30719
OrganizatiorL

Local Education Agency 10010

School 10020

Course 10070
Financev

Child Find

[ 0/6 ]

SSA Org Association 10011 0 0/1 0 01 0
[ 06 ]
[ 072 ]
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OnDatadSuite (ODS) Access

To receive access to ODS, I n +A®
course FC_OnDataSuite 1456070 is required. OnDataSuite

Sign In

« Logon to OneSource > OneSourceMe >
Learning > OneSourceMe > Learning > enter PP
1456070 > Go > Start Course '

Terms of Use Agreement
« Start: Logon to OneSource > OneSourceMe

N -

Log In Assistance

Once course is completed, please send a copy of your
“Certificate of Completion” to receive access, email o
Sylvia Guerrero sylvia.guerrero@houstonisd.org or
Marina Tejada @ MTejada@houstonisd.org G
FC_ OnData Suite 7
(OMLINE 1456070) OnDataSuite is SOC 2 Certified

Participants will be going over how the application works and how to navigate through it to view various reports. Users will also be able to view TSDS rules for their campuses
based on the the various TEA submissions.

1 hour(s), 0 minute(s)
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ODS - Updates

* |f you have moved campuses, please
email Sylvia.Guerrero@houstonisd.org to
change your access to reflect your current
campus and/or role.

* Please be sure that your current back up
has access to ODS.
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STAFF

Why is correct Staff data important?
« Staff data is reported to TEA/PEIMS

« Not having correct data will create fatal errors and staff may not be reported
which can impact funding.

Staff data is reported in several collections.
 FALL Submission

» Class Roster Fall & Winter

« ECDS PK and KG

Who to contact if you cannot find the teacher on HISD Connect?
» SIS at Mayda Alonzo 713-556-6195

Who to contact if you have questions entering a teacher?
« Nancy FigueroaTorres nancy.figueroatorres@houstonisd.org 713-556-6767

HOUSTON INDEPENDENT SCHOOL DISTRICT 127



mailto:nancy.figueroatorres@houstonisd.org

STAFF - Fatal Exrrorxs

Staff who cannot be used as teacher of record, or co-teacher

« Support staff (general clerks, teaching assistants, lecturers, etc.) It conflicts with payroll.
* Hourly staff — it conflicts with payroll.

« Administrators responsible for appraisals: example: principals

« Staff retired or no longer in your campus or terminated.

Placeholders:
« Campuses cannot use a placeholder as teacher of record.

Teacher no longer assigned to your campus:

« Teachers that leave during the year; never remove the teacher of record, just add an
end date, then add a line for the new teacher.

Lead Teacher 100 08/22/2022 02/03/2023 o
Lead Teacher 100 02/04/2023 05/31/2023 ®
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ECDS PK & KG Collection

The course below needs to be scheduled for EACH PK and KG student.
* Courses are already in the master schedule.

« These courses are solely for ECDS purpose.

« They do not have to be attached to attendance or anything else like a normal course.
*  The expression should be coded ANC.

COMMON ERRORS TO AVOID
«  Switching students during the ECDS testing window will create fatal errors.

. ECDS course start date must match student enrollment date or will cause fatal errors.

ADMOO3KG 01020000 ECDS KG

ADMOO2PK 01010000 ECDS PK

Testing Windows

+  Testing Window for PK (BOY) - TBA
+ Testing Window for PK (EQY) - TBA
« Testing Window for KG — TBA

HOUSTON INDEPENDENT SCHOOL DISTRICT
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PEIMS Exror Check

What is PEIMS Error Check?

It is a data validation tool, this tool checks data entry errors entered directly into
HISD Connect.

Where is the PEIMS Error Check?
HISD Connect > home page > System Reports > PEIMS Error Check tab

Why use PEIMS Error Check?

Since it is Real Time Field Validation, it displays the campus discrepancies that may
create PEIMS errors.

When to check and clear discrepancies?
Daily
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PEIMS Erxror Check

Separate from Level Data Report Location
Start Page > Reports > Reports (System)

Check all highlighted tabs

Student Enrollment — Tracks for PK students only, other PEIMS Error Check
grades contact FSC. —

Student Demographics Student PEIMS Student Enroliment Student ADA Student FTE Staff Information

Student Demographics Student PEIMS Student Enrollr  Student Demographics = Student PEIMS | Student Enroliment | Stuc Student Demographics Student PEIMS Student Enroliment

Enrollment Days with no PEIMS General Record

-

» Missing or Invalid SSN » Missing Track for PK Student
» Missing ADA Eligibility Code
» Missing Date of Birth v Invalid Track for PK Student
+ Ineligible Type ADA Eligibility Code
» Missing Hispanlc_”_aﬁno Code » Invalid Track for Non-PK Student

-

Missing Early Reading Record

Missing Pre-K Special Program Record =

» Missing Race Code

-

» Duplicate Race Code » Missing Dyslexia Risk Code » Missing Track for PK Student
» Missin slexia Screening Exception Reason » Invalid Track for PK Student
» Marked as Exclude from State Reporting 9By g P
» Missing Student Census Block v Invalid Track for Non-PK Student

»

HOUSTON INDEPENDENT SCHOOL DISTRICT
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PEIMS Error Check - Student ADA

Missing ADA Period Class — HISD Connect has changed how missing ADA
class periods are handled. In the past, the code would default to Present, but
beginning last year the code will now default to Absent.

Student Demographics | Sfudent PEIMS | Sfudent Envollment ~ StudentADA  Student FTE  Staff Information

+ Missing ADA Period Class
Student missing ADA Period Cass for ADA Period 20M) 2(T) 2(R) 2(F) or 30W) - Aguar Grade 10) -8 days between 08-28-23 and 01-12-24, The ADA ciss period dae range s 08-28-23 10 01-12-24
Student missing ADA Period Class for ADA Period 2(M) 2(T) 2(R) 2(F) ar 3(W) - Akpiruo, Grade 09) - B days between 08-28-23 and 01-12-24. The ADA class period date range is 08-26-23 1o 01-12-24
= Multiple ADA Period Classes on Same Day
Student has muliple ADA Peniod Classes on same day for ADA Period (W) - Cz Grade 09) - 2 days between 08:30-23 and 01-10-24
Student has mutiple ADA Penod Classes on same day for ADA Periods 2{M) 2(T) 2(R) and 2(F) - Bobbil Grage 12) - 6 02ys detween 08-28-23 2nd 011224
Student has mutiple ADA Period Ciasses on same day for ADA Penods 20M) 2(T) 2[R) and 2(F) - Cenvera Grade 12) - 6 days between 08-26-23 and 011224
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FSC Data Management
Cheat Sheet

Level Data

*Check first.

*Check daily and clear discrepancies.

*Level data used for demographic, enroliment and incident management
data issues.

PEIMS Error Check

*Check this section 2nd

*Check all tabs daily.

*Check all categories under each tab.

Reminder: some categories may just require verification and will not clear.

ODS OnDataSuite

*Used during Fall and Summer Submissions, you will be notified when to
start checking for discrepancies

*Run reports to compare HISD Connect data to ODS data.

*Check fatal errors (TSDS Rules
HOUSTON INDEPENDENT SCHOOL DISTRICT




Trainings, Open Labs & Questions

Trainings and Open Labs - Face to Face and Virtual
« TSDS Unique ID

OnDataSuite (ODS)

Level Data

PEIMS

Core Collections

Dates and times will be forthcoming.

Questions or concerns, please contact
 The FSC Data Management Team
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Student Recorxds &
TREXx Information

Isabel Hovey, Director of Data Science
and Compliance
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Cumulative Folders

« Each HISD student must have a
cumulative folder which is maintained in a
safe secure environment on the campus.

» Access to the cumulative folder is limited
to the records clerk/registrar and those
persons authorized by these individuals
and principal’s designees.
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Cumulative Folders

* The original cumulative folder is
exchanged from one HISD campus to

another when an electronic request is
submitted via TREX.

* |If a student withdraws from HISD and
transfers outside the district, the
cumulative folder remains in possession
with HISD and only a copy of the folder is
mailed to the requesting campus.
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ITEMS MAINTAINED IN THE CUMULATIVE STUDENT FOLDER

Revised May 2022

Permanent Record Card

Enrollment Form for each academic year the student is enrolled on the campus
Records transferred from other districts in which the student was enrolled
Proof of residency (resent utility bill, rent contract, property tax receipt)

Birth Certificate

Social Security Card

Original Home Language Survey

Parent/Guardian |dentification

- L i

. Immunization/Shot Record/ Health services records

10. Child Custody Papers

11. LEP Documentation

12. Latest Report Card for the current year and the last Report Card for previous academic
years/grade placement committee documentation.

13. Test Card -. Student score report results/standardized test data/ documentation
regarding student’s testing history and accelerated instruction actions

14. Withdrawal data

15. Parent/Administrative conference copies

16. Records pertaining to student and parent complaints place in the at parent’s request.

17. Other records that may contribute to an understanding of the student
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TREx

» Texas Records Exchange is the name
selected for the electronic student record
system.

« TEC 7.010 requires that education records
be sent electronically within 10 working
days of request by a district in which the
student has enrolled, including information
on course completion, teachers, special
ed, IEP, and personal graduation plans.

* This is legally-mandated responsibility!
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HISD's TREx Process

* In order to fulfill TREx requests, the TREx Contacts
must have the following:
— Access to HISD Connect to TREx extract in PowerSchool
— Access to the TEAL application

- A
HEE: PowerSchool SIS Igﬂ

Functions
TEA Login (TEAL
Attendance : gin ( )
Dashboard Start F NOTICE: TEA Web Applications will not be available each Sunday moming from 5:00am to
wany o 2:00pm due to routine maintenance. Please do not access your applications during this time
peried. You could lose data.
R’“Fm Don't have an account? Request New User Account
Reminc
Form Rﬁm”!‘- e Il I
System Reports | ‘
Password: [show P
ReporiiWorks Legend
PSCB Custom Reports
sqiReports lcons |gE -
FIDITS Forgot your password?
Disirict Re Forgot your username?
Slate Reports
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How to get started with TREx

R X e 4 Bomm * On this HISD site you will find
t'_'SD | PowerSchool TREx extract
S instructions, an HISD
= N ] training presentation, and
D i the actual TREX application
S training modules.

Student Records /| TREX/TEAL
(houstonisd.orqg)
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Don't forget about TREx Trainin

 All new TREX users TREx Training
must complete these eight

TREx Home | TREx Data Standards | Training Materials | Mew Festures | Support Matrix
The Texas Records Exchangs system (TREx) is @ web-based application for the exchange of

tra i n i n g m Od u I eS refe re n Ced electronic student records between Texas public school districts and for the submission of

electronic transcripts to Texas public colleges and universities. This page contains training

H H H materials for TREx Users and TREx Coordinators at schoal districts and Education Service
prior to beginning to work Contore ' '
Training tutorials {v.3.4) are online step-by-step instruction tuterials demonstrating how to
on the records exchange work

perform the most commonly used TREx functions:
fI OW TREX Module 1 - Project and System Orientation: Tutorial | Transcript
: TREX Module 2 - Uploading Data: Tutorial | Transcript
TREx Module 3 - Manual Data Entry: Tutorial | Transcript
TREx Module 4 - Sending a Record: Tutorial | Transcript
TREX Module 5 - Receiving a Record Transcript: Tutorial | Transcript
TREx Module 7 - Requesting a Record Transcript: Tutorial | Transcript
TREx Module 8 - Responding to a Reguest: Tutorial | Transcript

Training aids include graphics depicting TREx workflow, correct file naming characteristics, and
contact information for assistance;

« Record Transfer Process: PDF (26.688 KB)
» TREX File Maming Conventions: Word (48.0 KB) | PDF (29.46 KB)
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TREx and Protecting Students'
Personal Identifiable Information

Be advised that handling of TREXx extract files must be
conducted with very high levels of care.

The XML data in the extract report contains a wealth
of student personal information and the confidentiality
of that information must be strictly maintained.

Treat the extract file like you would treat the most
sensitive student records in the entire school, because
that's what you are working with.
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TREx Support

* The Department of Program Compliance will have more
communication on routine support for use of this platform
(both the extract in PowerSchool and the TEAL
application) soon, but for now direct your inquiries to:

— Travis Hunt, Director of Program
Compliance thunt1@houstonisd.org

— Xernona Martin, District
Registrar xmartin@houstonisd.org

— Wanda D. Thomas, FSC Sr.
Manager wthomas1@houstonisd.org
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Campus Registrar Training
Prekindergarten

Contact:
Marisol Castruita
mcastrui@houstonisd.org

Contact:

Kimberly Guinn
Kimberly.guinn@houstonisd.org
Website: WWW.HoustonISD.erg/prek
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" Pre-K Eligibility

Qualifications:
Child will be 3 or 4 years of age on or before Sept. 1, 2023
Child is a resident of HISD
Child meets immunization requirements

And meets at least ONE of the following criteria:

Unable to speak or comprehend the English language (pre-Las Testing required); or

Homeless (e.g.: lives with relatives); or

Educationally disadvantaged (eligible to participate in the National School Lunch
Program — income chart); or

Foster Care; or
Child of an active-duty member of the armed forces of the US; or

Child of a member of the armed forces for the US, who was injured or killed while
serving on active duty; or

Child of a person eligible for the Star of Texas Award (must be in Governor’s list),



= Pre-K Zoning

There are no school zones for Pre-K!

Pre-K applicants must meet district eligibility first

Eligible Pre-K applicants with older siblings already in the
school can be given preference for admission
Schools are encouraged to enroll...

o 4-year-olds that are eligible first

o 4-year-olds that are tuition based second

o 3-year-olds that are eligible third
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Pre-K 3-yea —olds

You may take 3-year-olds if they meet the eligibility
requirements, after you have enrolled all eligible and
tuition-based 4-year-olds

Recommend to create a waitlist by birthdate so that
when enrolling students, they may be close in age and
development to their classmates

If you have a significant number (17) of 3-year-olds, we
suggest creating a class with predominately 3s — Must
receive permission from Early Childhood Team
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~~ Limited English Proficient

Home Language Survey

Proof of a qualifying score on an approved oral language
proficiency test (pre-LAS) - Multilingual

Documentation of the LPAC’s identification of the student
as an English Language Learner
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Proof of Income Eligibility

Must be current at time of registration and be placed into
the student’s folder

Current paycheck stub or envelope

Letter from employer stating gross wages paid and how
often they are paid/or unemployment

Worker’s Compensation of Disability payment stub
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/ * Ee—
Proof of Income Eligibility

Acceptable documentation for self-employment
* Business of farming documents

- |ledger books and/or,

- self issued paycheck stub or,

- last year’s tax return

Acceptable documentation for cash income

* A letter from the employer stating wages paid and
frequency
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"~ Proof of Income Eligibility

Proof of Income Forms

The following forms are not required but may be used to
assist with collecting evidence for families with zero
income or families who need their employer to verify
their income.

These forms are located in the EarIy Childhood/Pre-K
Website

« Employment Statement Form
« Zero Income Declaration Form
 Child Support Statement Form

153


http://www.houstonisd.org/prek

2023-2024 Income Chart to Determine Economic Disadvantage Prekindergarten Eligibility

Total # in Household

1

For each additional
member add:

Annual

$26,973
36,482
45,991
55,500
65,009
74,518
84,027

93,536

+9,509

Monthly

$2,248
3,041
3,833
4,625
5,418
6,210
7,003

7,795

+793

Weekly

$519
702

885

1,068
1,251
1,434
1,616

1,799

+183
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If 4-year-old students do not meet the criteria for free PK
program, and there is available space after you have
enrolled all eligible 4-year-old students, they can be
offered a tuition-based spot

Parents must complete a tuition agreement (5720.45)

This agreement is kept on file at the campus

Parents will determine payment method (recommend
SchoolPay)
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Early Childhood Education

H I s D | BUILDING A FOUNDATION FOR SUCCESS

Prekindergarten Tuition Flowchart

For students who are not eligible and MUST pay tuition

All eligible 4-year-old students have been enrolled and there is space available for a tuition
student after tuition rates have been approved by TEA
*AIl campuses hold 5% of Pre-K seats available for eligible students

The child is 4-years-old on or before September 1 of the given school year
Family completes online application

Family receives notification from the Office of School Choice after JTune for Phase 2 TEA non-
eligible PK 4 tuition considered on a space available basis

Paperwork

Family completes tuition agreement and selects payment option (SchoolPay, check, or money
order)
Family registers with SchoolPay online if the school has set up SchoolPay (strongly encouraged)

Secretary/Financial Clerk collects tuition and deposits to Fund 4980000001

Payment is due on the 15t business day of each month

Failure to pay by the 15%- Campus will deliver letter of non-compliance (FDA3) and obtain
signed receipt (certified in lieu of signature). The family has 10 days to make payment. The
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HOUSTON INDEPENDENT SCHOOL DISTRICT

Campus Personnel

HOW DO | DETERMINE IF A STUDENT IS

ECONOMICALLY DISADVANTAGED?

Use the table below to determine if a child qualifies to
attend prekindergarten for free based on economically
disadvantaged status.

2023-2024 Income Chart to Determine Economic
Disadvantage Prekindergarten Eligibility

Total # in Annual Monthly Weekly
Houschold
1 $26,073 $2,248 3519
2 36,482 3,041 702
3 45,991 3832 885
4 55.500 4,825 1.068
5 65,009 5418 1,251
] 74,518 6,210 1,434
7 84,027 7.003 1616
8 93,536 T.T95 1,799

For each

additional
member aad: | +9:508 +793 +183

FREQUENTLY ASKED QUESTIONS

*  Business or farming document, such as ledger
books and/or a self-issued pay check stub
o Last year’s tax return

CAN PARENTS USE SNAP OR TANF CARDS TO
DOCUMENT ELIGIBILITY FOR THEIR CHILD TO
ATTEND PRE-K?

Yes. All 4-year-olds in a SNAP or TANF houschold are
categorically eligible to enroll in prekindergarten
because they qualified to receive free meals. When a
household submits a complete application that contains
the name of the child, a current SNAP or TANF case
number, and an adult signature, no further prootf of
meome will be required. Lone Star Card account
numbers are not to be used as SNAP case numbers on
the application.

The SNAP or TANF card can be used as proot that the
student qualifies for free lunch, which qualifies the
student tor National School Lunch Program (NSLP).
This 15 how the student should be coded in Chancery.

HOW DO | DETERMINE THE TOTAL INCOME
FOR A HOUSEHOLD?

Look al the wlal amount of gross wages for all incomes
listed on the application. All gross wages listed should

Visit our pre-K website to see the Campus Personnel FAQ form that will help you
find more information regarding pre-K proof of eligibility.
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Student Enrollment

Cross-functional support to improve school access for all students

Student Enroliment Department:

4400 W. 18! Street, Houston, Texas 77092
713-556-4826

enroll@houstonisd.org
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Student Enrollment

* Cross-functional Student Enroliment
support to improve Department:
school access for all

students 4400 W. 18t Street,
Houston, Texas 77092

713-556-4826
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Overview + Objective

The Student Enrollment Department is the parent- and family-facing team that
sets and executes the long-term strategy for PK-12 student recruitment,
retention, and re-engagement, addressing the root causes of decreases and
ensuring that every student, beginning in Pre-Kindergarten, has access to a
high-quality learning environment.

Additionally, this department serves as a cross-functional team collaborating
with central office and campus staff to enhance equity through enroliment
policies and best practices.
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Coordinate Enrollment

Enrollment Call
Attend Drives Center e
campus Pre-K Fairs
events

HISD
Enrollment Enro]lmfent
Unit Strategies
Assist with Resources for
Enrollment families and
Applications campuses
Assist families And so much
1:1 in-person more!
or over the Student
phone

Enrollment

TEAMWORK:

Supporting your campus
enrollment needs
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Enrollment Documents

S
JENROLLMENT REFERRAL FORM
JWHAT IS REQUIRED?

JWHAT IF ADOCUMENT IS MISSING?
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Things to think about...

redo paper applications when an
online application
has been submitted and families

documents present.

Barriers we see: Families having to

being turned away for not having all

J

HOUSTON INDEPENDENT SCHOOL DISTRICT

Best Practice: Utilize the
enrollment call center to support
enrollment

questions/concerns before sending

families to HMW. This helps
alleviate stress and any outside
barriers for families.
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Enrollment Referral Form

This form is used when families are
supported at:

Q HMW Parent Center
Q Call Center
O District and/or community events

How does this support enroliment? It
assists both campuses and families with
knowing where they are in the process.
For example, it can be used as a checklist
of what documents the parent has and
needs. As well as opens communication
between the Student Enrollment
department and campus. A copy of the
referral form will be given to the parent
as well as emailed to the campus SIR.

Student Enrollment

ACCESS. OPPORTUNITY. SUPPORT.

HISD

2022 - 2023 STUDENT ENROLLMENT REFERRAL FORM

School Date

Student Name __ _ Date of Birth

Current Address Grade: O Male O Female

PowerSchool App Completed: Yes [] No []
dian Name School Choice App Completed: Yes [] Mo []
To be filled out by the Student Enroll Department

Enrollment Documentation:

‘Students wil nat parents! guan ave the P when seeking o 2nrol, bt the siudert's enrolment wil

be considered provsional unl the proper documentation s submiSied Parent Identfication, student identification, peoof of address, and proof of grade must be umed

7 Wit T1e et 30 3y Of 2NFIMENt of S0 S3YE If yoUr BN W3S DOT OLEIe Of Me Linfien States.

Documentation provided at the time of enroliment (select all that apply):
[ Jparent 1dentification [ immunizations [ student identification
[ Jproot of Grades [ Proof of Address

Will the student be provisionally enrolled?:

DYes, 30 days to submit documentation.
DYes, 90 days to submit documentation.
DNO_ all documentation has been submitted

Does the family require additional support?

[ Jstudent Resigency Questionnaire (SRQ) || Student Assistance Form (SAF)
[[statement of Residence [] petermination of a Residence of a Minor (DRM)

Was the family referred to a specialized program?
I:‘ Multilingual Education l:lThe Office of Special Education
Behavior Interventions and Support || Gifted and Talented Education

Additional information:

Enroliment Rep Name: Signature:

Contact Information (Email/Phone):

Enroll@HoustonlSD.org 4 713-556-4826 (@) HoustonlSD.org/Enrcll ¥ @HISDEnroll
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Required Documents:

To enroll a student in a Houston ISD school, parents/guardians are required to submit

ONE OF EACH of the following documents:

HOUSTON INDEPENDENT SCHOOL DISTRICT
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Parent Student Proof of Immunization Proof of Grade
IQentlflcatlon Identification Address Records « Final report card
*Driver's license * Birth certificate « Current rental lease + Doctor’s records or * Prior academic
* Passport * Passport * Mortgage Statement other official record records
. Employmgnt « Employment « Utility bill of vaccination * Final transcripts
Authorization Card Authorization Card -Gas
*Military +Baptismal Records «Water
* Other * Other « Electricity
\. J \. J .
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What happens if documents are missing?

Students Without
Proof of Grade

If academic records are not available to verify the student’s entering grade level, a temporary
grade placement can be made so long as a Temporary Grade Placement Form is completed
and filed with other enroliment documents.

Students Without Students whose families do not have a Lease, Mortgage Statement, Ultility Bill, or similar in their name,

Proof of Address and who are not considered homeless per the McKinney- Vento Act, must have their residency
verified. Families whose proof of residency documents appear in the name of another adult should
submit standard required documents along with a notarized letter or Statement of Residence from the
lease or homeowner, indicating the family resides at the stated address.

Students Without A stydent is required to be fully immunized against certain diseases. Students

|m'£u"'zgt'°" who have initiated required immunizations shall be provisionally enrolled.
ecoras
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What happens if documents are missing?

Homeless Per the McKinney-Vento Act, a student is defined as homeless if his or her family is living in
Students temporary or transitional housing, such as a hotel, motel, car, homeless shelter, shelter not
designed for human habitation, such as a tent, or doubled-up with another family.

Homeless students are enrolled reqgardless of documentation.

i Per TEC §25.001(f) and (g), a child placed in foster care by an agency of the state or by a political
Students in
Foster Care subdivision shall be permitted to attend the public schools in the district in which the foster parents
reside.

HOUSTON INDEPENDENT SCHOOL DISTRICT 171




Provisional Enrollment:

Students will not be denied enroliment if parents/guardians do not have the
required documents at the campus when seeking to enroll, but the student’s
enrollment will be considered provisional until the proper documentation is
submitted. Parent identification, student identification, proof of address, and proof of
grade must be turned in within the first 30 days of enroliment or 90 days if your
child was born outside of the United States.

We understand many families have special circumstances and needs. Please contact
your neighborhood school or the Student Enrollment Department at 713-556-4826 or
Enroli@HoustonlISD.org.

**PLEASE DO NOT TURN FAMILIES AWAY, CONTACT STUDENT
ENROLLMENT FOR SUPPORT**
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We are ready to support — Connect with usl!

0 g E-MAIL CALL CENTER fE=|WEBSITE

| —

(L7 =
enroll@houstonisd.org SS 113-556-4826 HoustonISD.org/Enroll
IINAVANNSRUISHING FOLLOW US ON
1 YOUR EVENTS! TWITTER!
LIJ Have an event coming up? :
o O Send us an e-mail or give @HISDEnroll
U U s a call to schedule.
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SOCIOECONOMIC
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External Funding
Titles |, Il & IV
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Socioeconomic Information

» For the 2023-2024 school year Houston ISD will
offer free meals to all students in the Community
Eligibility Provision Program (CEP).

» In order to receive federal and state funding and
meet reporting requirements for accountability,
the district must determine the socioeconomic
status for every student each year.
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Socioeconomic Information

— ltis very important to collect the Socioeconomic Information
Form (SIF) from every student in order for the school to receive
Title |, Part A and State Compensatory Education funding.

— This funding directly impacts instructional programs and other
services. Programs dependent on economic disadvantage
status include:

» personnel

« tutoring services

technology

professional development for teachers

after school programs

waived fees for in-state college applications
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Non-CEP Campuses Required to
Complete the Lunch Application

* Kinder HS for Performing and Visual Arts
« Horn ES

* Oak Forest

* Roberts ES

* River Oaks ES

* Travis ES

* West University ES
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CODING ACCESS

You must have access to code
Socioeconomic Information into HISD
Connect

Before access is granted you must
complete the SIS Security Information
Form and training provided by SIS
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Socioeconomic Information Form:
How is it Collected

= Socioeconomic Form (blue form)

= Enter data from the SIF into HISD connect
and then write the code that is auto-assigned

by the system for this student in the Campus
ECO Code Box on the SIF.

= Parents complete on the HISD parent
portal
= Data from the online SIF is automatically

entered into HISD Connect and the system
assigns a code for the student.
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Socioeconomic Information Form (SIF)
(Sample)

| |
« SlFs are formatted Iin
| ] | |
English, Spanish,

*CONFIDENTIAL* - For HISD purposes only

[}
Houston 1SD is required to collect the sociceconomic status of each student as a performance indicator for student
achievement (TEC § 39 for Texas state requirements and ESEA §§1111 and 1116 for U.S. Department of Education I
requirements) and for use in disbursement of federal funds (ESEA §1113). This information is not shared with outside
agencies.

It is very important that families complete this socioeconomic form in order for schools to receive Title | and State
Compensatory Education funding. This funding will directly benefit your child’s school. Title | and State Compensatory
Education funding can be used to hire personnel, provide tutoring services, order technology, and provide professional

[ ]
development for teachers. We want to continue to provide these necessary leaming supports, but without your assistance V I e t I I a I I I e S e
we may not be able to.

STEP 1 (List all Houston ISD students in the household) Fampus ECO Code s
StudentID | First Name Last Name MI | Date of Birth | School Name Grade Level
office use nnll

STEP2

Do you receive Supplemental Nutrition Assistance (SNAP)? O ves O no

Do you receive Temporary Assistance to Needy Families (TANF)? [ ves J No

If you answered YES on either of the above, skip Step 3 and continue to Step 4.
If you answered NO on both of the above, you must complete Steps 3 and 4.

STEP 3 (Complete only if all answers in Step 2 are NO)
How many total members are in the household (include all adults and children)?

TOTAL YEARLY INCOME BEFORE DEDUCTIONS OF ALL HOUSEHOLD MEMBERS

Include wages, salary, welfare payments, child support, alimony, pensions, Social Security, worker's

compensation, unemployment, and all other sources of income (before any type of deductions)
STEP 4 (Check one of the following two boxes as appropriate and sign below.)

In accordance with the provisions of the Protection of Pupil Rights Amendment (PPRA) no student shall be required, as part
of any program funded in whole or in part by the U.S. Department of Education, to submit to a survey, analysis, or
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INCOME ELIGIBILITY CHART

INCOME ELIGIBILITY CHART
(Effective July 1, 2023 — June 30, 2024)

Use annual income to report economic status of a student.

¥

J:l":'!::'d Annual ($) Monthly ($) Weekly ($)
1 26,973 2,248 519
2 36,482 3,041 702
3 45,991 3,833 885
4 55,500 4,625 1,068
5 65,009 5,418 1,251
6 74,518 6,210 1,434
7 84,027 7,003 1,616
38 93,536 7,795 1,799
For each
additional family +9,509 +793 +183
member, add:
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DO NOT CODE

students with meal ‘

codes of A, 1, 2 or 3.
YOU MUST CODE
students with meal ‘
codes of P or blank.




Nutrition Services Meal Codes

What the Nutrition Services Codes mean:
A — Pre-Certified

1 - Free Meals under the National School
Lunch & Child Nutrition Program

2 - Reduced Meal under the National
School Lunch & Child Nutrition Program

3 - Coded by Nutrition Services
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Socioeconomic Codes

Campus Corresponding
ECO State PEIMS
Code Description Code

0 Returned form but declined to provide 00

information. Use this code when parents
did not enter any information on the SIF.

NQ Not Qualified — Household income entered 00
on any form does not qualify for
Economically Disadvantage.

NR 00
SIF not returned.

SIF Socioeconomic Information Form 99
qualified -

Use this code if parents return this form and
qualify as Economically Disadvantage even
if they also enter the household income on
the enrollment card.
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Instructions for Coding Process:
Steps #1-2: The Start Page

» Access HISD Connect
» On the Start page, select grade level and then select student

 Start Page
T -

6 7 8 F M Al [ Include Remote Enroliments

Stored Searches Stored Selections View Field List Advanced MultiSelect District Search

Current Selection =N KL YRS -jaitj-

Current Student Selection (1)

& TDHOCOCOCK 9/26/2009 & i

Select By Hand Select Function ﬂ
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Skip this student if the record
shows “A, 1,2, or 3"

)
@ Economic Disadvantage % &

Smith, John B. 3 5 0000 Acme Elementary School
Effective Date Transaction Date Campus Economic Code
09M13/2021 10/15/2021 SIF
Effective Date Transaction Date Campus Economic Code
12/08/2020 12/09/2020 SIF

Posted Date

Start Date

04/05/2022 04/05/2022

Food Service Meal Code
A

09/03/2021 P 07/01/2021

08/27/2020 P 07/01/2020
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Instructions for Coding Process:
Step #3 — Menu selection

» On the list of available reports, choose Economic Disadvantage

HOUSTON INDEPENDENT SCHOOL DISTRICT

Administration 10:00 AM | | Johnson, Porti
Enrollment 045

0946 AM - 10
Activities
UilfActivities 11:00 AM M11-_I ENRICH
All Enrollments Chair, Hela
Special Programs
Transfer Info 048
Next Year Requested 10:56 AM - 12
School 12:00 PM
Special Populations

SPANISH 6 H.
504 Program MacDonna, W
Dyslexia 01:00 PM

E:ono mic Disaduantagej 020

English Learner 12-36 PM - 01
Foster Care
HB 4545 SCIENCE G H
Homeless Status Pichnni Kliver
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Instructions for Coding Process:
STEP # 4 —- NEW button

» On the Economic Disadvantage page for this student, click on the New
button.

Start Page = Student Selection > Economic Disadvantage Main

1

Economic Disadvantage

Smith Mary @ 6 1900000 Acme MS

NE'IH

Effective Date Transaction Date Campus Economic Code
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Instructions for Coding Process:
STEP #5 — Enter date

» Transaction Date will auto-populate with the current date
> Effective Date is the date the parent signed the SIF

Add Econ Dis Campus [ 3¢ |
Transaction Date O7/05/2022
EEﬂ‘ectivE Date [ MMDDAY Y YY j
Parent declined to provide SIF information .
SIF not returned -
Do you receive Supplemental Nutrition Assistance (SNAP)? ] ves [ | No
Do you receive Temporary Assistance to Needy Families (TANF)? [ ves (] No

If the answer is "No' to both the SNAP and the TANF questions, you must complete the next two questions.

How many total members are in your household? (Include all adults and children) I I

Total yearly income before deductions of ALL household members? | |

Comment
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Instructions for Coding Process:
STEP # 6 — Other options

» Mark the appropriate box (Parent Declined or SIF not returned)
» If Parent declined to provide information, the system will assign a

“0” code.
Add Econ Dis Campus
Transaction Date 07/05/2022
*Effective Date /512022 e
Parent declined to provide SIF information (]
SIF not returned (]
Do vou receive Supplemental Nutrition Assistance (SNAP)? (1 Yes[ | No
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Instructions for Coding Process:
STEP # 71 — Federal Assistance

» Check the appropriate box for SNAP and TANF

> If either SNAP or TANF (or both) are marked “YES,” the system will assign
a SIF code.

Add Econ Dis Campus

Transaction Date 07/05/2022
*Effective Date 7/5/2022
Parent declined to provide SIF information 0O
SIF not returned [l

Eﬂ you receive Supplemental Nutrition Assistance (SNAP)? Yes || j
Do you receive Temporary Assistance to Needy Families (TANF)? Yes [

If the answer is "No' to both the SNAP and the TANF questions, you must complete the next two questions.
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Instructions for Coding Process:
STEP # 8 — Household & Income

> If no federal assistance is being received, you must enter total members
in the household and total yearly income.
» Click Submit to receive a system-supplied ECO code.

Add Econ Dis Campus [ > |
Transaction Date o7/05/2022
*Effective Date 17;5;202
Parent declined to provide SIF information O
SIF not returned O
Do you receive Supplemental Nutrition Assistance (SNAP)? O ves No
Do you receive Temporary Assistance to Needy Families (TANF)? O Yes No

If the answer is "No’ to both the SNAP and the TANF questions, you must complete the next two questions.

How many total members are in your household? (Include all adults and children) [4 |

Total yearly income before deductions of ALL household members? [soouq |

co nt L I 4‘
The system will code socioeconomic status
based on current Income Eligibility Chart.
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Locating Parent Online
Socioeconomic Information Forms

Log into HISD Connect. On the left side of the Scroll to Socioeconomic You will see the forms
page, select REPORTS, Information Form and completed by parents.
then Form Reports. click on it.

A page will display with
several reports.
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Locating Parent Online Socioeconomic

Information Forms, Continued

To view online form for
specific students:
Click on the student ID #
-- The form that the
parent completed for this
student will display.

To print a copy (so that
you can write in the
code):

Go to the top and you will
see the print icon. You

must print a copy to code.

Campuses must have a
copy of each student’s
Socioeconomic
Information Form —
whether online or hard
copy — for
documentation
purposes.

HOUSTON INDEPENDENT SCHOOL DISTRICT

Keep forms on campus
for 5 years.
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Student Economic Disadvantage
Report

The Student Economic Disadvantage Report
Identifies students who are coded and those who are
not coded.

If the Student Economic Disadvantage Report shows
that this student has been pre-coded by Food
Services, write the following on the SIF (in the Eco
Code Box): A-Pre-Certified, 1, 2, or 3
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STUDENT ECONOMIC
DISADVANTAGE REPORT

Log into HISD On the left side of the
Connecit. screen see Reports.

Click on District
Reports.

You will see the report
On the list of available Select Student which has the

Economic
reports, scroll to :
PEIMS. Disadvantage

Report.

Region/Division,
Campus & Student
Information.
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STUDENT ECONOMIC
DISADVANTAGE REPORT, Continued

Campus Eco Code
(0, NQ, NR, or SIF) |
|_ (Date Parent signed form)
|— PEIMS Eco Code

PEIMS Effective
|_ Date
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Socloeconomic Information
Timeline

m Action Required

August 28, 2023 Collect the Socioeconomic Information Forms and
input data into HISD Connect.

Ongoing Run the Student Economic Disadvantage Report to see a list of all
students coded and not coded.

Weekly A Socioeconomic Percentage Report will be sent to campuses by
External Funding beginning September 2023.

October 26, 2023 Deadline to input Socioeconomic information

October 27, 2023 PEIMS Snapshot
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Coding: Schoolwide or

Targeted Assistance

External Funding
Titles I, Il & IV

FUNDAMENTALLY FOCUSED. SUPPORT DRIVEN.

Date: Aug. 15, 2023




Title I, Part A Coding Categories:

Title | Enrollment and End Date Coding :
Schoolwide (SW) Title | Campus:
» Coding is completed at district level.
» Students are coded with a “6” for enrollment.
« “End Date” will be added at the end of the school year.

Targeted Assistance (TA) Title | Campus:
» Coding completed by Campus Staff.
« Students are coded as “7”.
o Only the students identified by staff will participate in the campus Title | Program
for the current school year.
o *Students must be identified annually.
+ “End Date” coded is to correspond to the last day of school (for teachers).

Targeted Assistance Campuses for SY 2023-2024
Condit ES

Ella J. Baker Montessori

Pin Oak MS

Carnegie Vanguard HS
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Schoolwide and Targeted
Assistance Timeline

m Action Required

August 28, 2023 Begin coding Schoolwide and Targeted Assistance Title | eligible
students
Ongoing Review to ensure students or coded with 6 or 7

October 26, 2023 Deadline to input Schoolwide or Targeted Assistance coding
October 27, 2023 PEIMS Snapshot
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Title I, Part A Additional Coding:
Ongoing

Title | (student)Services: Students are individually coded for ......
Participation in Title | Funded activities such as tutorials, field lessons, and Academic Camps.

Compact & Engagement (Parent Family Engagement -PFE) Activities :
The 7 Parent Family Engagement activities for coding are:

 Compact (2 types: SW and IC — Individual Compact for TA Campuses)
» Conferences

* Education

*  Family Literacy

» Parent Literacy

* Planning

* Volunteer
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« External Funding Department :
- General Number : (713) 556-6928
- Department Sharepoint Site:

https://houstonisd.sharepoint.com/sites/DEPTS/EF/SitePages/Home.aspx
- add document- Title I, Part A Coding Guide link : ....
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H ISD School Choice Operations

HUNDREDS OF OPTIONS. ONE APPLICATION.

Opening of Schools

Transfer Manager: Appointments:

Executive Director: Email:

Phone:




Overview

« Getting The Best from OSC Operations Team
» Determination of Residence of a Minor

* Who Needs a Transfer?

« Address Exception Request Process

* Resources
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Getting The Best
From OSC Operations




Contacting OSC Operations

Email: Schoolchoice@houstonisd.org &
CC: Your District Transfer Analyst

Booking: https:bit.ly/OSCtransfers

For Principals/AP
Call 713.556.6734 https:bit.ly/OSCTMGR
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Best Practices Within
OSC Operations

*How to send an email and expedite your

request.

— To: Schoolchoice@houstonisd.org (only)
— CC: Your assigned Transfer Analyst

— Subject: School Name Issue/Request

*Please do not include attachments or screenshots with student
information.

*Send one email, trust we received it. ©

*Remember there is a 24-48 hour turn around depending on the
season.
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Best Practices Within
OSC Operations

If you are the assigned CTA (campus transfer analyst)

in iDelegate, (your principal must update information

on iDelegate for access to Choosehisd/Salesforce)
THEN...

* You are automatically added to the Microsoft TEAMS: School
Choice iDelegate (Salesforce) Channel.

« All updates are in the School Choice iDelegate Channel
(check here first).

 If your principal or other leadership are 1 of the 2, then they
are in this group as well.

« Communications from OSC start in TEAMS, then other
platforms (email, ASM & other approved platforms).
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Determination of Residence of a Minor

A DRM is a document that attaches a student to a district
address and a responsible adult. This document must be
notarized by an authorized district employee.

A student who is living apart
from parents or guardian need
a DRM.

Additional documentation may
be required.

These are processed by the Office of School Choice.
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Reasons for a DRM

Parent is: deceased, incarcerated, active military,
deported, hospitalized, INS placement, CPS
placement, Father's name not on the birth certificate.

No valid ID, biological parent whereabouts unknown,
working out of town, or in care of extended family, etc.

Ex: | want my child to attend

The DRM is not sought in Bellaire, so they are living with

lieu of a transfer. my sister who is zoned to
Bellaire.
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Who Needs a Transfer?

« All PreK3 and PreK4 students;
* Any student not zoned (K-12) to the campus;

* Any student attending a separate and unique
campus—100% application-based;

« Students assigned to your campus via:

— Special Education®, Language of Instruction*, Capped*,
PEG, or VCV*

— Homeless*—enroll, then request approval via ChooseHisd
system and Student Assistance Department will approve
or deny the request.

*must meet additional requirements, final school destination is made by the
Student Assistance Department for Homeless applications, Multilingual for
Language of Instruction, Division for VCVs and Capped, Office of Special
Education for Special Education applications
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Process




Address Exception Request

Process

1. Under the CONFIRMED YES Report, reflects students ready
for enrollment. Only these students should be enrolled.

T Stadent ID (Powes Schooll | Student Date of Birth ™ Chelca Result ™| Program: Schoal Name T Froof of Reidency Submitted Status | ™ POR Dosument Link

g CA-num Lemegfelie Elemeniary 71X Suemitted

2. Once application is “Confirmed Yes”, create a pending
exception reason in PowerSchool/HISD Connect.

3. Request will be approved in the order received. Attention to
detail and following of procedures will expedite the process.
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Address Exception Request Process

1. Create a pending request in SIS.

a. For new students to HISD, update their
Choose HISD application with their HISD id to
expedite the process.

2. Request will be approved in the order
received. Attention to detail and following of
procedures will expedite the process.

3. Tentative completion time is 48-72 hours,
pending volume of requests and quality of
request.
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For More Assistance:

e Schedule an appointment:

https:bit.ly/OSCtransfers

— August 15t-23M appointments will be in 10-20
minute increments.

— August 28t-September 6™, appointments will not
be available.
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Do They Need A Hardship?

First:

* Does your campus accept Hardships?

— If no, STOP.
— If yes, proceed.

*If your campus does not accept Hardships, THEN there is no available
application. In most cases, this applies to Separate and Unique campuses (no

zoned option).
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Do They Need A Hardship?

Second:

* Does the applicant meet ONE of the
qualifications?
— Sibling attending the campus

 (additional information required)

— Parent works in the neighborhood or campus
Is on the route to workplace from home

 (additional information required)

— Before/After School Care

 (additional documentation required)

— Student wants to finish with their cohort in
their final year (st 8h, & 12t grade students, single level campuses)

— Other: exceptions as approved by the OSC
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The First Week of School

* Ensure all non-zoned and PK students have a
“confirmed yes™ application in ChooseHisd(Salesforce)
system:

* Request approval of a Pending Address Exception
Reason via

 |f the student was enrolled in HISD at any time during
the SY 2022-2023, the only transfer types you may
offer at this time are:
— Pre-K Enrollment
— Hardship (must meet criteria)
— Language of Instruction (with support from Multilingual Dept.)*
— Homeless (with support from Student Assistance Dept.)*
— VCV (with support from Division)*

— Special Education (with support from Office of Special
Education)*
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Take Note

« Submit Pending Address Request before August
251 for timely approval.

« August 28t-September 1st

— OSC staff will have limited accessibility to campus request
due to parent assistance at HMW;

— Campus assistance timeline 48 to 72 hours;
— Bookings will be disabled during this time.

* Please refrain from submitting multiple requests for
the same student due to wait time from our office.

— All request will be completed in the order they are
received
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No Show of Transfer Students

« Students on a transfer, new or returning, who do
not show on the first day of school, forfeit their
transfer.

* They must return to their zoned school.

* If they have an extenuating circumstance,
(medical issue, unforeseen travel, etc.) they may
appeal with the OSC.

— Appeals may take up to 10 business days for
processing. All appeal outcomes are final.

* This is documented on their signed 23-24
Entrance Agreement.
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Multilingual
LPAC Compliance

Critical Procedures

August 2023

Multilingual Education

MEETING DIVERSE NEEDS. CREATING OPPORTUNITIES.

HISD




ML LPAC Compliance
Information for
SIRs/Registrars
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ML LPAC Compliance
Information for
SIRs/Registrars

PDF
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1. In-Take Process

2. HISD Connect/ PowerSchool
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You are our first pelnt of contact!
@

Enrollment Packet
To include

Home Language Survey
or NOT.

| @ | 4 Lel’s talk £
W aboutit! | __ |

ol
NN

@HISDmultiPrgm
s



In-Take Process for Determining HLS Requirement

Scenario 1 @ Scenario 2 @ Scenario 3

Parent Indicates the student Parent indicates the student Parent indicates the student
has never been enrolled in any has previously enrolled at a has previously enrolled in
Texas Public School. Texas Public School. Houston ISD.
TSDS Search to verify no TSDS Search to verify
previous Texas Public School previous Texas Public School E)IseDrh?Onrr;?/?ngSeDnSro?renaerﬁP
enroliment. enroliment. yp '
: History, original HLS must be
No history, new FILS must be located. Do NOT complete a
completed. new HLS

232
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Parent indicates the student
has never been enrolled in any
Texas Public School.

SIRs/Registrar will conduct a TSDS
Search to verify no previous Texas

Public School enroliment.
Texas Public School Enroliment Yes v

ar

Registration Packet Registration Packet Al @ g

RN ERGIERTI  must NOT include a Home NE XFP
Survey (HLS). Language Survey (HLS).




Parent indicates the student
has previously enrolled at a

Texas Public School.

SIRs/Registrar will conduct a TSDS
Search to verify no previous Texas

Public School enroliment.
Texas Public School Enroliment Yes v

ar

Registration Packet Registration Packet Al @ g

RN ERGIERTI  must NOT include a Home NE XFP
Survey (HLS). Language Survey (HLS).




Parent indicates the student has
previously enrolled in Houston ISD

SIRs/Registrar will search for student in HISD
Connect/PowerSchool to determine previous
HISD campus enrollment. If no history in
PowerSchool, verify with TSDS search.

Texas Public School Enroliment Yes

A | |
Registration Packet Registration Packet Al @ g
a Home Language must NOT include a Home '\ @ 4
Survey (HLS). Language Survey (HLS).
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9.1215 Home Language
urvey

« School districts shall administer only one
home language survey to each new
student enrolling for the first time in a
Texas public school in any grade from
prekindergarten through Grade 12.

» The original or copy of the original HLS
shall be kept in the student's permanent

record.
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Texas Education Agency

Commissioner Mike Morath

Student Name:

Student ID#:

HOME LANGL
19 TAC Chapter 89, Sut
(Home Language Survey only administered du

o be completed by Parent or Guardian for stu
grade 8 (or by students in grades 9-12).

* Prekindergarten includes any student enrolling “a.3-

Part One:

The state of Texas requires that the followin,
enrolls in a Texas public school for the first ¢
guardian, not the sehool. to provide the langu

Dear Parent or Guard
Please answer the questiot
responses indicat the usc of'

proficicney assessment to deterh,
information will be used to determs
instructional recommendatione="

Language Survey.

school/district
“This survey shall be,
shall follow the studenit,

®
Texas Education Agency

1701 North Congress Avenue - Austin. Texas 78281-1494 - 512 4639734 - 512 436-9838 FAX - lea lexas.aov.

N

Commissioner Mike Morath

Part Two,
Please ansy uestions your ability
1. Which/
2. Whid 1 v
4 Mguages were used? If there was no previous

<¢t an error to thi

proficiency; an
of my child’s enrollment date.

Chilingual education services. The
sgram services that foster bilingualism.

Bilingual'se, it Portal (txel.org) for additional information.

{Parents. dian Date

Signa_ ¢ of Student if Grades 9-12 Date
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Home Language Survey (HLS)

If the response on the HLS indicates that a language other than
English is used, the student shall be tested in accordance with §89.1226
of this title (relating to Testing and Classification of Students).*

The TEA-developed home language survey shall be administered in English
and a language that the parents can understand.

The home language survey shall include the following questions:
- “Which languages are used at home?”

- “Which languages are used by the child at home?”
- “If the child had a previous home setting, which languages were used?”
- If there was no previous home setting, answer Not Applicable (N/A).

*Parent or guardian permission for language proficiency testing is not
required.




Refugee Identification

V2 4

The Registrar is the first point of contact in the in-take process. Here are the documents needed for
refugee identification that may be submitted.

If any of these documents are submitted, please flag student for LPAC Administrator/Clerk.

(] Form 1-94 (Admission Class: AS; RE; SI: SQ)
) Permanent Resident Card (Status Code: AS; RE: SI; SQ)
(] Form 1-730 Approval Letter
] USCIS Form I-571
] Immigration Court Order

| Asylum Approval Letter

(] Affirmation of Asylee/Refugee Status (Documentation Delayed)

_J Form 1-766 (Category C11)

The Campus Principal or LPAC administrator is responsible for completing the
Asylee/Refugee Identification Form on the ML SharePoint site.

Schools do not code refugee students. This coding is done by the Multilingual Programs
Department.
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Unaccompanied Immigrant Youth

Vs 4

Please Note:

Some Immigrant Students may also qualify as homeless.

 An unaccompanied youth is a student who is not in the
physical custody of a parent or legal guardian.

* This would include students living with non-custodial
relatives or friends without a parent or legal guardian.

S



What if they already have Texas Public School History?

3

' Iranster Documents Hequested by: Attempts Made to Hequest Intormation

: Check all documents requested

Transfer Request Documentation

Heome Language Survey (HLS) - 1% Attempt - Date: Spoke to:

Within four weeks of initial enrollment the LPAC must gather Emergent bilingual (E8)student documentation, conduct an original or copy of the student’s first

LPAC meeting to place transfer students, and obtain a signed HISD parent permission or denial of services. Itis criical to LS. Staff member’s role at campus:

receive this information from the previous districticampus to make the appropriate placement. If information is not

available on TRE, you must request from previous district EB student documents before conducting an LPAC placement TEA-Approved Oral Language

meeling to determing EB eligibility or continuation of services. R . i Motes:

Proficiency Test (OLPT) used for initial
NOTE: Number of attempts is not limited to three times. If campus staff does not send requested information within 10 i i i i
days of first request, contact previeus district's head of Bilingual / ESL Programs Dept 'd}?"t'“ca“ﬂ”- If student was in a
bilingual program, request should be
Student Name: HISD Enreliment Date: ! 1 made for the SpaniSh test as well
Previous District: " Previous Campus: I LPAC Initial Review - form that
. . contains information related to LPAC
Phone # Phone # - . P
Transfer Documents Requested by: Attempts Made fo Request Information inifial recommendations and eligibility —

“Check all as an Emergent bilingual student. 27 Attempt - Date: Spoke to:
Home Language Survey (HLS) - 1% Attempt - Date Spoke to: | N X .
original or capy of the studants first Most recent LPAC documentation prior il 51aff member's role at campus:
HLS. Staff member's role at campus: | to transfar
TEA-Approved Oral Language | - -

O Proficiency Test (OLPT) used for initial| | MOt Notes:
identification. If student was in a R L
bilingual program, request should be Signed Parent Permission for student
made for the Spanish test as well | tﬂ‘ par‘llclpate i|'| Blllngual or ESL

'[[] LPAC Initial Review - form that program.
contains information related to LPAC
initial recommendations and eligibility —
as an Emergent bilingual student 2% Attempt - Date Spoke to 'D Signed Parent Denial of Bilingual or

|[[] Most recent LPAC documentation prior | | Staff member's role at campus: ESL program services.

| totransfer. Motes

] Sianed Parent Permission for student 3= Attempt - Date: Spoke to:

= te participale in Biingual or ESL N N 3

rogtam ||:| Reclassification form - provides the S1aff member's role at campus:

student's reclassification information. pus:

|[[] Signed Parent Denial of Bilingual or

ESL program services. | Notes:
3% Attempt - Date: Spoke to
‘|:| Reclassification form - provides the | | o oL Monitoring form - provides the
pus: . .
‘ student's reclassification information. . Sll.ld Ent 5 monllollng SIatLl 5 |:M1 -
otes: .

M2).

] Monitoring form - providss the :

| 'student's monitoring status (M1
M) [ current TELPAS and STAAR

[ Current TELPAS and STAAR Assessment information

Uss back of page if neadad - _Use back of page if needed
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What if | don’t have a Bilingual Program on my campus?

* Enroll: You cannot deny enrollment of a student based on the
assumption they will be an emergent bilingual student.

* Test: If HLS has a language other than English.

 LPAC Meeting: LPAC must offer bilingual services if HLS has
Spanish as a language.

 Parent/Guardian Conference: If your campus does not have a
bilingual program, you must meet with the parent/guardian to
discuss Bilingual Services. They have the option to transfer to a
campus that does offer a Bilingual Program. They may also choose
to deny Bilingual and approve ESL and remain at current campus.
Contact the Multilingual Department for more support.
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Dual Language Campuses: Magnet vs Zoned

HISD Magnet Language Programs

Mandarin Immersion
Arabic Immersion

French Immersion All zoned campuses must

ZONED HISD Magnet Language Programs acce pt th eir eme rg e nt

Wharton Spanish Immersion blllngual students and
Helms Spanish Immersion cannot deny enroliment in
ZONED HISD Dual Language Campuses a dual Ianguage program'

Any HISD zoned campus offering Dual Languagx
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Photo
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Special Programs

Student Language Information

Home Language Survey Date

Enter the date the original Home Language Survey was administered to a student upon initial enrollment in a Texas public school.

Home Language Code
Home Language the language spoken in the student’s home most of the time, as determined by the student’s home language survey.

Student Language Code

Student Language is the language spoken by the student most of the time, as determined by the student’s home language survey.
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Other Info Panel

 Demographics | Contacts | Emai _ Aerts | Transportation

oot st T —

Last School/Daycare Attended |

Counselor

Elementary Program Type

|

|

|
Correspondence Language

cat Rz =
Birth Certificate on File
|
|
|
|

Birthdate Verification

Birthplace

Birth State
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Thank you!

Have questions?

Contact us on
TEAMSs or Email.

Michelle Saker

Michelle.Saker@houstonisd.org
Coordinator 1, Multilingual
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Health & Medical Services
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Director, Health and Medical Services




Agenda

« Health and Medical Services Why
 About Vaccines

« State Law

 What HISD Requires

 What Your School Nurse Needs
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Our Why

Ensuring Excellence in Health
for
Every Student
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About Vaccines

The history of vaccination - or using a very small, very
safe amount of viruses or bacteria that have been
weakened or killed to train our body’s immune system
how to fight that bacteria or virus - dates back to the
1500’s in China and India.

It was formally introduced to Western society in 1796,

but was popularized in the USA by George Washington in
1777, when he vaccinated his army against smallpox.

Required school vaccinations can be traced back to
Massachusetts in 1855.
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State Law

Texas Administrative Code, TITLE 25, PART 1, CHAPTER 97, SUBCHAPTER B, RULE §97.66 -
Provisional Enrollment for (Non-Higher Education; Non-Veterinary) Students and Children
states that “The law requires that children and students be fully vaccinated against the
specified diseases.”

Additionally, Texas Administrative Code TITLE 25, PART 1, CHAPTER 97, SUBCHAPTER B,
RULE §97.63 states that “Every child in the state shall be vaccinated against vaccine-
preventable diseases caused by infectious agents, in accordance with the following
immunization schedule. While the department recommends that providers immunize
children according to the recommendations found on the department's website at
www.ImmunizeTexas.com, this section sets out minimum immunization requirements for
school entry for the child. The child must have the indicated vaccinations by the grade level
indicated.”

The only exception is for students who have a medical waiver (either good for 1 year after
the M.D. has signed it if the waiver states what the specific condition it is being waived for
OR good for a lifetime if the M.D has written both that it’s a lifetime waiver and the specific
disease for which the waiver is required), OR if the Texas State Exemption from
Immunizations for Reasons of Conscious Affidavit is properly filled out and turned in. We
will discuss this “Affidavit” more later.
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What HISD Requires

Houston ISD requires that all students present their immunization
records (including exemptions) within 30 days of enrollment in school,
or the student may no longer attend school. This is true for both brick
and mortar schools as well as virtual schools.

Students who are not completely up to date according to the
childhood immunization schedule or catch-up schedule must be sent
home Daily after the attendance period until their records are up to
date.

While the School Nurse can check the state’s ImmTrac2 system for any
available records, it is the family’s responsibility to provide these
records, including any requested updates.
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What Your School Nurse Needs

Your campus Nurse needs the following:

e Alegible copy of the student’s immunization record (does not need to be
the original UNLESS it is a waiver or Affidavit - we must keep the original
copy of waivers and Affidavits on file until the student is disenrolled).
Original copy of any Affidavit or waiver of vaccine
Records must be ONE per student, with the individual student’s correct
Name and Date of Birth on it.

DO NOT tell the family that they’re complete or “all done” with
immunizations. Tell them the Nurse will review the records and get back
with them if anything else is needed.

Health and Medical can assist with some translations if possible, but ultimately
families are responsible for providing a copy the nurse can comprehend, which
may require official translation services. These can likely be obtained from the
family’s consulate.
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Texas State Exemption from
Immunizations for Reasons of

Conscious Affidavit =

Exemption From Immunizations for Reasons of Conscience
(This form is ondy vaid for fwo years from the date of notarization)

To be VALID, the following must be present:

e State of Texas Watermark

e Red Serial Number in Top Right Corner

e All vaccinations must be checked at time of
NOTARIZATION, any changes after
notarization invalidate the form.

e Legal Guardian signature and date that is
dated the same date as the Notarization

e Notarization by Texas Notary Public

This form is only valid for 2 years after the
Notary’s signature date! s

Stock Mo FT1-1ITSS B0y TTUTIeNSR Dison, V10N 04" Sweet, Auste, Tauss PEFH Mons [913) 4047200 ﬁ
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HOUSTON INDEPENDENT SCHOOL DISTRICT

Vaccines Save

Thank you for your support in our life-saving
immunization efforts!




Please use this link or scan the QR code
below to complete today's exit ticket.



https://houstonisd.qualtrics.com/jfe/form/SV_8vrg77YGj7DWf2e

HOUSTON INDEPENDENT SCHOOL DISTRICT

Thank you
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