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BOARD OF EDUCATION AGENDA 

October 08, 2020 

 

2:00 p.m. 
• CALL TO ORDER 
• ADJOURN TO CLOSED OR EXECUTIVE SESSION UNDER SECTIONS 551.004, 

551.071, 551.072, 551.073, 551.074, 551.076, 551.082, 551.0821, 551.083, 551.084, 
AND 551.089, CHAPTER 551 OF THE TEXAS GOVERNMENT CODE FOR THE 
PURPOSES LISTED UNDER SECTION C 

• RECESS 
 

5:00 p.m. 
• REGULAR BOARD MEETING RECONVENES FOR OPEN SESSION 
• RECOGNITIONS 
• SPEAKERS TO AGENDA ITEMS 
• SUPERINTENDENT DISCUSSION ON INSTRUCTIONAL CONTINUITY 

 
BUSINESS AGENDA 

• CONSIDERATION AND POSSIBLE ACTION ON MATTERS DISCUSSED IN CLOSED 
OR EXECUTIVE SESSION 

• CONSIDERATION AND APPROVAL OF MINUTES FROM SEPTEMBER 29, 2020, 
AND OCTOBER 1, 2020 

 

Table of Contents 

A-1. Approval Of Personal Services Performed By The Superintendent, Including 
Speaking Engagements, Panel Discussions, Workshops, Etc., In Accordance 
With Texas Education Code Section 11.201(E) 

B-1. Announcement Of Required Board Member Continuing Education 

• Explanatory Sheet 

B-2. Update From The Audit Committee Chair 

• Presentation: IIA Quality Assessment Results - New 

B-3. Update From The Community Engagement Strategy Ad Hoc Committee Chair - 
Revised 

B-4. Update From The Police Function Ad Hoc Committee Chair 

B-5. Review And Discussion Of The Board Operating Procedures Manual 

• Board Operating Procedures Manual - New 

• Board Operating Procedures Manual with Tracked Changes - New 
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C.  CLOSED SESSION 

C-1. Personnel 

a. Deliberate the duties of the interim superintendent of schools, chief officers, 
assistant superintendents, principals, employees, chief audit executive, and 
board members; evaluations of the interim superintendent and chief audit 
executive, consideration of compensation, and contractual provisions. 

b. Consider and approve proposed appointments, reassignments, proposed 
terminations, terminations/suspensions, contract lengths, proposed 
nonrenewals, renewals, and resignations/retirements of personnel including 
teachers, assistant principals, principals, including Evangeline Campos, 
Principal, Browning Elementary School, chief officers, assistant 
superintendents, and other administrators, and, if necessary, approve waiver 
and release and compromise agreements. 

c. Hear complaints against and deliberate the appointment, evaluation, and 
duties of public officers or employees and resolution of same. 

C-2. Legal Matters 

a. Matters on which the district's attorney's duty to the district under the Code of 
Professional Responsibility clearly conflicts with the Texas Open Meetings 
Law, including specifically any matter listed on this agenda and meeting 
notice 

b. Pending or contemplated litigation matters and status report. 

c. Update on federal law enforcement activity on February 27, 2020. 

d. Legal discussion and advice concerning House Bill 1842 (84th Leg., 2015), 
Senate Bill 1882 (85th Leg., 2017), and the district's options 

e. Receive legal advice concerning the Texas Education Agency special 
accreditation investigation and possible options. 

f. Legal discussion concerning Houston ISD v. Texas Education Agency, et al., 
In the 459th Judicial District Court, Travis County, Texas, Cause No. D-1-GN-
19-003695. 

g. Receive legal advice concerning terms of executive coach agreement. 

h. Consideration and possible action concerning the HISD-DAR Audit Report 

i. Legal Update on Special Education Accreditation Investigation 
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j. Consideration and authority to settle in the matter of Terry Alleyne v. Houston 
Independent School District; in the 133rd Judicial District Court, Harris 
County, Texas; Cause No. 2019-10893 

k. Cause No. 2019-30627; Farid Kamran Taghiyev. vs. Houston Independent 
School District; In the District Court, Harris County, Texas, 80th Judicial 
District 

l. Update in the matter of Shaun Lee Babineaux v. HISD, et al.; in the U. S. 
District Court for the Southern District of Texas; Civil Action No. 4:20-CV-
02705 

m. Consideration and authority to settle the subrogation lien of Jane Haywood 
against Elias Salgado and United Automobile Insurance for Workers’ 
Compensation Benefits; United Automobile Insurance Claim No. 
0800182583001-Y45 

n. Consideration and authority to intervene in lawsuit and settle the subrogation 
lien of Sharon Petteway against Francisco Cecilio Caballero for workers’ 
compensation benefits, Cause No. 2020-48027 

C-3. Real Estate 

a. Sale 

b. Purchase 

c. Exchange 

d. Other 

1. Authority to negotiate, execute, and amend a field license agreement with 
Memorial Ashford Little League and Memorial Ashford Girls Softball 
Association for use of the athletic fields adjacent to the Ray Daily 
Elementary school site 

CONSENT AGENDA 

D-1. Approval Of Certified Appraisers For The Teacher Appraisal And Development 
System For School Year 2020–2021 

• Explanatory Sheet 

F-1. Approval Of The Innovation Plan Committee Membership To Draft The Houston 
Independent School District’s District Of Innovation Plan - Revised 

• Committee Membership Explanatory Sheet 
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G-1. Adoption Of Resolution To Waive Work Days Missed And To Pay Employees As 
A Result Of The August 26–27, 2020, And The September 22–23, 2020, District 
Closures - Revised 

• Resolution - Revised 

G-2. Consideration And Approval Of The University Of Houston–Downtown 
Memorandum Of Understanding for US PREP Membership 

• Executive Summary 

H-1. Approval To Negotiate, Execute, And Amend A Construction Contract For The 
Mirabeau Lamar High School Agricultural Farm 

• Executive Summary 

H-2. Approval To Negotiate, Execute, And Amend A Construction Contract For 
Auditorium And Sports Fields Improvements At Booker T. Washington High 
School 

• Executive Summary 

H-3. Authority To Negotiate, Execute, And Amend Interlocal Agreements With Lone 
Star College, Galena Park Independent School District, And New Caney 
Independent School District For Third-Party Testing Services 

• Executive Summary 

I-1. Approval Of Vendor Awards For Purchases Over $100,000 And Ratification Of 
Vendor Awards For Purchases Under $100,000 

• Purchasing Requests - Revised 

I-2. Approval Of Current And Anticipated Donations For Districtwide And School-
Specific Programs And Authorization To Negotiate, Execute, And Amend 
Necessary Contracts Associated With These Donations 

• Attachment For Approval Of Donations 

I-3. Acceptance Of Grant Funds In Support Of Districtwide And School-Specific 
Programs And Authorization To Negotiate And Execute Contracts Required 
Under The Grants 

• Attachment For Acceptance Of Grants 

I-5. Approval Of The October General Fund Budget Amendment 

• September 30, 2020, Budget Amendment - New 
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ITEMS PULLED FROM CONSENT AGENDA 

I-4. Approval Of Resolution Adopting Tax Rate And Levying Ad Valorem Taxes For 
Tax Year 2020 

• Executive Summary 
 
 
HEARING OF THE COMMUNITY 
 
TRUSTEE REPORTS AND COMMENTS 
Reports and comments from the board president and board members regarding meetings 
and conferences attended, including board committee meetings, schools visited, 
community and district activities, new initiatives, education programs, and continuing 
education. The items may be discussed, but no final action will be taken on these items at 
this meeting. 
 
REPORTS FROM THE SUPERINTENDENT 
Reports and comments by the superintendent of schools regarding meetings and 
conferences attended, schools visited, community and district activities, new initiatives, and 
education programs, on which there will be no action. The items may be discussed, but no 
final action will be taken on these items at this meeting. 
 
ADJOURN 
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Office of the Board of Education 
Board of Education Meeting of October 8, 2020 
 
Sue Deigaard, District V Trustee and President 
 
SUBJECT: ANNOUNCEMENT OF REQUIRED BOARD MEMBER CONTINUING 

EDUCATION 
 
In accordance with Texas Administrative Code Chapter 61, Subchapter A, §61.1, an 
announcement as to the status of board members’ continuing education must be made 
by the board president at the last regular board meeting before an election of trustees. 
Board Policy BBD(LOCAL), Board Members: Training and Orientation, states that the 
board president will annually announce the status of each board member’s continuing 
education at the last meeting before the district’s regular uniform election date, even if 
an election is not scheduled or held. 
 
The annual continuing education assessment is on file in Board Services. 
 
COST/FUNDING SOURCE(S): None 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to Core Initiative 5: Culture of 
Trust through Action. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 

RECOMMENDED: That the Board of Education announces the required board 
member continuing education, effective October 9, 2020. 

B.1
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BOARD AGENDA ITEM EXPLANATORY SHEET 

AGENDA ITEM TITLE (SUBJECT) SCHEDULED MEETING 

B-1 Announcement Of Required Board 
Member Continuing Education 

10-8-20 

INITIATED BY: Sue Deigaard, President and District V Trustee 

BACKGROUND: 
Per Texas Administrative Code Chapter 61, Subchapter A, §61.1, the Board of Education president 
must announce the status of board members’ continuing education at the last meeting before a 
board election. Policy BBD(LOCAL) adds that the announcement will be made at the last meeting 
before the district’s regular uniform election date, even if an election is not scheduled or held. 

 

OTHER DISTRICT RESOURCES OR PROGRAMS AFFECTED/NEEDED, IF ANY: None 

ADMINISTRATIVE PROCEDURES REQUIRED: None 

 

B.1.a
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DISCUSSION ITEM 
 

 

Office of the Board of Education 
Holly Maria Flynn Vilaseca, District VI Trustee 
 
SUBJECT: UPDATE FROM THE AUDIT COMMITTEE CHAIR 
 
Pursuant to Board Policy BDB(LOCAL), Board Internal Organization: Board 
Committees, the Houston Independent School District (HISD) Board Audit Committee 
chair presents to the board an update for discussion on the work and progress of the 
committee. 

B.2
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OFFICE OF INTERNAL AUDIT

IIA QUALITY ASSESSMENT RESULTS

Date: 10/08/2020
Presenter:
Garland Blackwell
Chief Audit Executive

B.2.a
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Thank you

Date: 10/08/2020
Presenter:
Garland Blackwell
Chief Audit Executive

B.2.a
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DISCUSSION ITEM 
 

 

Office of the Board of Education 
Judith Cruz, District VIII Trustee 
 
SUBJECT: UPDATE FROM THE COMMUNITY ENGAGEMENT STRATEGY AD 

HOC COMMITTEE CHAIR 
 
Pursuant to Board Policy BDB(LOCAL), Board Internal Organization: Board 
Committees, the Houston Independent School District (HISD) Board of Education 
Community Engagement Strategy Ad Hoc Committee chair presents to the board an 
update for discussion on the work and progress of the committee. 
 
The Community Engagement Strategy Ad Hoc Committee met twice in March and once 
in April, hosted community workshops in June, met again in August, hosted a Literacy 
Summit on October 3, and is hosting community engagement meetings on October 6, 
and is hosting another on October 15. 
 
The committee's goal is to have two or three trustees facilitate each meeting. 
 
In addition, there will be a survey for parents and community stakeholders to provide 
feedback to the board goals. 

B.3
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DISCUSSION ITEM 
 

 

Office of the Board of Education 
Kathy Blueford-Daniels, District II Trustee 
 
SUBJECT: UPDATE FROM THE POLICE FUNCTION AD HOC COMMITTEE CHAIR 
 
Pursuant to Board Policy BDB(LOCAL), Board Internal Organization: Board 
Committees, the Houston Independent School District (HISD) Board of Education Police 
Function Ad Hoc Committee chair presents to the board an update for discussion on the 
work and progress of the committee. 

B.4
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DISCUSSION ITEM 
 

 

Office of the Board of Education 
Holly Maria Flynn Vilaseca, District VI Trustee 
 
SUBJECT: REVIEW AND DISCUSSION OF THE BOARD OPERATING 

PROCEDURES MANUAL 
 
Pursuant to Board Policy BDB(LOCAL), Board Internal Organization: Board 
Committees, the Houston Independent School District (HISD) Board of Education Board 
Operating Procedures Ad Hoc Committee chair presents to the board an update for 
discussion on the work and progress of the committee regarding the Board Operating 
Procedures Manual. The board reviewed and discussed the manual on September 10, 
2020. The committee now requests that the board review and discuss the updated 
manual. 
 
The purpose of this manual is to formalize the general practices of the HISD Board of 
Education. The manual is divided into four sections: Board Relationships, Work of the 
Board, Board Operations, and New Board Member Orientation. 
 
A copy of the Board Operating Procedures Manual is attached. 

B.5
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BOARD of education 
operating procedures

B.5.a

Packet Pg. 21



Interim Superintendent
Dr. Grenita Lathan

Board Members

Sue Deigaard
District V | President

Wanda Adams
District IX | First Vice President

Judith Cruz
District VIII | Second Vice President

Patricia K. Allen
District IV | Secretary

Daniela “Dani” Hernandez
District III | Assistant Secretary

Elizabeth Santos
District I

Kathy Blueford-Daniels
District II

Holly Maria Flynn Vilaseca
District VI

Anne Sung
District VII

Note of special thanks to the Board Operating Ad-Hoc Committee Members
Holly Maria Flynn Vilaseca, District VI

Kathy Blueford-Daniels, District II
Anne Sung, District VII
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4 |   Board Operating Procedures

Board of Trustees  
OPERATING PROCEDURES 

Overview

The purpose of this manual is to formalize the general practices of the Houston ISD Board of 
Trustees. This document was adopted by the Board at a regularly scheduled meeting and may 
be modified by a majority vote of the Board. The manual is divided into four (4) sections, Board 
Relationships, Work of the Board, Board Operations, and New Board Member Orientation.

The Board’s responsibility is to define the District’s policies and goals that shall reflect the 
district’s advocacy for all students. Board Members serve as advocates for all students by 
providing leadership at the local, state and national level. The policies set by the Board 
will ensure that the mission and goals are achieved. It is the Board’s responsibility to hire a 
Superintendent, who then implements the policies and goals adopted by the Board. The Board 
shall hire the Superintendent and the Chief Audit Executive and evaluate their performance 
using the evaluation instruments adopted by the board. The superintendent’s evaluation 
is aligned with the Board’s Continuous Improvement Process- the Lone Star Governance 
Framework (See Addendum A- Superintendent Evaluation and Chief Audit Executive 
Evaluation). These operating procedures will be reviewed annually by the Board.

The Houston ISD Board of Trustees began implementing the Lone Star Governance model 
in 2016. These procedures align with the Texas Framework for School Board Development:

•  �Vision - The board ensures creation of a shared vision that promotes enhanced student achievement.
•  �Structure - The board provides guidance and direction for accomplishing the vision.
•  �Accountability - The board measures and communicates how well the vision is being accomplished.
•  Advocacy - The board promotes the vision.
•  �Unity - The board works with the superintendent to lead the district toward the vision.

The Houston ISD Board of Education wants to recognize the Hurst-Euless-Bedford Board of 
Education in this work as their board operating procedures manual served as an exemplar 
reference in the creation of our customized board operating procedures manual.

B.5.a

Packet Pg. 24



5 |   Board Operating Procedures

Board Relationships
A. Board Members

Board Members may use mail, email, voice mail, text messaging, fax, phone, special committee 
meetings or personal contact to communicate with each other; however, Board Members shall 
never meet, talk, text or e-mail in a group large enough to constitute an official meeting, typically 
five (5) or more, unless notice has been posted. In email or text messaging, “Reply to All” should 
be avoided (See Addendum B- Overview of the Texas Open Meeting Act and Addendum C- 
Board Member Record Retention Requirements). 

B. Superintendent

1. �Board Members will keep the Superintendent informed of critical or urgent concerns, 
ideally within 72 hours. It is the Superintendent’s job to take action and resolve situations. 
Board Members should not violate the chain of command, causing disrespect and unclear 
expectations between Staff, Superintendent, and Board. Board members should directly 
communicate concerns with the Superintendent and/or Chief Audit Executive.

2. The Superintendent will communicate information to all Board Members in a timely manner.

3. �Information shared by Superintendent to Board in executive session will be kept confidential 
until the Superintendent notifies the Board that information is public.

C. Chief Audit Executive (CAE)

Every year, trustees will have the opportunity to provide input concerning the audit plan.  
The CAE will reach out to trustees individually to schedule a 1:1 meeting and, occasionally, 
other members from the Audit team and external auditors may reach out to trustees to 
inform risk assessments. The Audit Plan is approved by the full board annually. Should 
trustees have questions or concerns outside of the scope of the audit plan, they can  
directly contact the Chief Audit Executive. 

B.5.a
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6 |   Board Operating Procedures

D. District Staff

1. �Board Services, under the direction of the Superintendent, may provide personal  
assistance and services to Board members directly related to their responsibilities  
as Trustees. (See Addendum D - Policy BB Regulation) 

2. �Board Members are encouraged to visit with staff members and learn more about their 
responsibilities with the District but are never to give staff members orders. 

3. �Board Members are encouraged to visit campuses while at the same time Board Members 
must ensure the visits do not impede the delivery of instruction in the classroom or disrupt 
the normal school environment. If a Board Member wishes to initiate a visit to a campus or 
campuses, Board Members should notify the Superintendent and work with his or her designee 
to schedule the visit within 5 school days of the requested visit. Board Members may also visit 
campuses upon invitation from a campus principal. As a courtesy to the administration, Board 
Members should notify the Superintendent, Board Services, and the Principal at least 48 hours 
in advance when accepting an invitation from the campus principal.  
 
While visiting a campus, Board Members should observe the following guidelines:
•  The Board Member will check in at the principal’s office upon arrival at the school.
•  �While on campus the Board Member should be escorted by a staff member designated  

by the principal.
•  �Visits to individual classrooms during instructional time shall be permitted only with  

the principal’s approval.
•  Board members will not assume a supervisory role with staff or students.
•  �Board members will not participate in staff activities unless specifically requested  

to do so by a campus administrator.
•  �Board members attending school events as private citizens (for example public events or 

events for family members) should be mindful that they continue in their official role.

E. Community

Trustees are encouraged to interact with community members through community meetings. 
Trustees interacting with community members may take one of the three actions to address 
concerns: 1) refer the individual to the school or department so the concern can be addressed 
directly with them or 2) refer the concern or complaint to Board Services to be entered as a Board 
Referral or 3) ask Board Services to enter the concern or complaint as a Superintendent Referral. 

The differences between a Board and a Superintendent referral is who is included in the response. 
In a Board referral both the individual with the concern and all the trustees receive notification of 
closure along with the response. In a Superintendent referral, the communication or resolution 
is with the individual bringing forth the concern. With this in mind, it is best practice to assign 
parent, student, employee and community concerns as Superintendent referrals and reserve 
Board referrals for trustees.

Board Referral: A Board referral is any verbal or written communication received from a 
Board member requesting information or resolution of an issue. Referrals may be the result 
of questions or concerns from parents, employees, and community members and may 

B.5.a
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include complaints, grievances, or dissatisfaction with the District, its services, practices, 
programs, or employees. Since referrals are designed to show resolution, trustees should 
request board referrals when they would like to see how an issue was resolved, and send a 
superintendent referral, when they are alerting administration to a concern. The director 
of Board Services, assigns the referral to the appropriate direct report to the Superintendent. 
The direct report to the Superintendent must forward a written response to the director, 
Board Services, or designee via hard copy or electronic mail within ten working days of 
receipt of the referral. The director, Board Services, provides Board members with a weekly 
report concerning the status of referrals. (See Board Regulation BBE2.)
 
Superintendent Referrals: A Superintendent referral is any written communication received 
from a parent or community member requesting information or resolution of an issue and 
may include complaints or dissatisfaction with the District, its services, practices, programs, 
or employees. The Chief of Staff assigns the referral to the appropriate direct report to 
the Superintendent. The direct report to the Superintendent must address the request or 
concern within ten working days of receipt of the referral. After the request or concern is 
addressed, the direct report to the Superintendent records all information and action taken 
on the referral before it is closed.

The following flowcharts illustrate these processes.

Step 1
Superintendent or designee 
receives referral or request

Step 2
Chief of Staff Office receives 

referral or request

Step 3
Referral is entered  

for tracking

Step 4
Referral assigned to 

Administration (Chief)

Step 5
Chief or designee provides 

response within 10 days

Step 6
Chief or designee 

communicates with 
constituent/parent

Step 1
Trustee receives referral  

or places request

Step 2
Board Services receives 

referral or request

Step 3
Referral is entered  

for tracking

Step 4
Referral assigned to 

Administration (Chief)

Step 5
Chief or designee provides 

response within 10 days

Step 6
Board Services  

communicates with Trustee 
and/or constituent/parent,  

if applicable

superintendent
referral processBoard Referral Process

Referral Process

B.5.a
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F. Other Elected Officials and Advocacy

Relationships with other elected officials are critical to ensure the School District can achieve 
all its goals. Board Members are encouraged to meet with and visit City Council members and 
State Legislators. Annually, the Board of Trustees should invite City Council members,  
City of Houston Director of Education, and Legislators to a Community forum to discuss 
education policy and other issues that affect the School District (For recommended 
communication scripts see Addendum E- Communication Scripts).

G. Board Concerns

Board Members are expected to conduct themselves in a professional manner when 
representing the district, treating all parties with dignity and respect. It is important to note, 
as an elected official there are few moments when the public will not associate your personal 
behavior with behavior representing the district. Should issues occur with inappropriate 
behavior of a board member, the following guideline is available. 

1. �If a Board Member is concerned that another Board Member has violated the Board Member 
Ethics (See Addendum F- HISD Policy BBF Local- Board Member Ethics), Rules of Order for 
Board Meetings, and/or any of the Board’s Operating Procedures, it is the responsibility of 
the concerned Board Member to discuss the alleged violation with the other Board Member 
in private prior to taking any other action, unless the nature of the allegation requires 
immediate escalation to the Board President. 

 
2. �If, after the concerned Board Member has privately discussed the alleged violation with the 

other Board Member, the concerned Board Member may request a conference with the Board 
President and alleged Board Member. If the Board President is involved in the allegation, the 
concerned Board Member may instead make the request to the Board First Vice President or 
the next most senior Board Member not involved in the allegation. 

3. �The Board Members involved will conference to discuss the alleged violation, [unless it 
would constitute a quorum of the Board, in which case the issue will be posted for discussion  
at a specially called meeting or the next regularly scheduled meeting of the Board].  
All parties are strongly encouraged not to allow any further escalation of these procedures. 

 
If, after the conference, the concerned Board Member remains unsatisfied that the alleged 
violation has been addressed, the Board President will allow time for discussion during 
executive session at the next scheduled meeting. If, after the executive session discussion, 
the Board determines that additional consideration of the alleged violation is warranted, 
the Board President may call upon Board Counsel or external legal advisor to investigate 
the nature of the allegations. Once findings are determined results of the investigation  
will be presented during a future closed session of the Board.

B.5.a
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H. Social Media 

1. �Board Members who participate in social media such as, but not limited to, Facebook, 
LinkedIn, Instagram, or Twitter should be careful to avoid online conversations that  
could be construed as speaking for the Board or constituting an online Board meeting.

2. �In using social media to communicate about school district business, a school board  
member should:
•  �Clarify that he or she is communicating as an individual member of the board, and not  

an official district spokesperson.
•  �Avoid deliberating school district business with a quorum of the board. In addition to the 

risk of violating the Open Meetings Act, such communications undermine good working 
relationships and the purpose of open meetings.

•  Direct complaints or concerns presented online to the appropriate administrator.
•  �Avoid posting content that indicates you have already formed an opinion on pending matters.
•  �Ask for community input to be provided through appropriate channels, but not allow the 

social network to direct his or her decisions as a trustee.
•  �Post only content that the district has already released to the public. A person commits  

an offense if the person distributes information considered confidential by law.
•  �When attempting to restate what happened at a previous board meeting, clarify that  

the posting is not an official record of the board meeting and share information only  
from the open portions of the meeting.

•  �Conduct himself or herself online in a manner that reflects well on the district;  
avoid posting information that has not been verified and made public by the district;  
and never post anonymously about school business.

•  �Immediately report harassing or defamatory communications to the superintendent if 
they involve school officials, staff, students, or district business.

•  �Retain electronic records—including your own posts and content others post to your 
account—when required to do so by the district’s records retention policy.

•  �Immediately report to the district any potential security breach if you lose control  
or possession of a district-issued or personal electronic device on which confidential 
district records could be accessed.

•  �Comply with the district’s acceptable use policy when using district-issued devices  
or technology resources, including district Internet access on a personal device.

3. �The Board President shall act as the official spokesman. Once a majority decision has 
been reached, individual Board Members will publicly support that decision. Other Board 
Members may speak at meetings, hearings, public functions, or to the media, but all remarks 
should be clarified as their personal opinion.

B.5.a
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work of the board
A. Meetings 

a. During the course of board work several types of meetings may occur:
• �Regular Meetings- The Board of Trustees usually takes action and conducts student 

outcome goal monitoring during Regular Meetings. Community members may register  
to address the board at Regular Meetings. 

• �Agenda Review Meetings- At agenda review meetings, the Board of Trustees may discuss 
or ask questions about regular meeting agenda items and may conduct student outcome 
goal monitoring. Community members may register to address the board regarding  
posted agenda items at Agenda Review Meetings. 

• �Board Retreats- Board Retreats bring the board together periodically to engage in  
(1) team building, (2) board training, and (3) deep dives into student outcome goals.

• �Special Meetings-The Board President shall call special meetings at the Board President’s 
discretion or on request by three members of the Board. Special meetings include but are 
not limited to Hearings and Workshops. Hearings are usually held on the third Thursday  
of each month beginning at 8:30am.

• �Emergency Meetings -An emergency meeting may be called only if immediate action is 
required of a governmental body because of an imminent threat to public health and safety; 
or a reasonably unforeseeable situation. (Texas Government Code, Section 551.045)

• �Hearing Meetings- Hearing Meetings are held on the third Thursday of each month in the 
Board Auditorium. Hearings include student and employee grievances, student expulsion 
hearings, and employee separations (non-renewals and terminations). All nonstudent 
hearings are open to the public unless otherwise requested by the parties being grieved. 
Ordinarily, all student hearings are closed to the public unless otherwise requested by 
the parent or legal guardian. Hearing transcripts are prepared by Board Services in 
conjunction with Employee Relations. 
 
The Board will meet the first Thursday of the month for an Agenda Review and the second 
Thursday of the month to hold the Regular Board Public Meeting to conduct the business of 
the Board which includes discussing student outcome data, providing committee reports, 
discussing and voting upon other trustee and superintendent items/reports and items 
requiring approval from the board in order to ensure the business of the District continues.  
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The start time of the meeting will be determined by the Board. The meeting date may be 
changed if voted on by the board (See Board Policies BE, BEC, and BED). No regular meetings 
of the board will be scheduled in July as outlined in BE (Local). In an effort to celebrate 
achievements across HISD over the course of the scholastic year, each trustee is assigned 
a month to celebrate accomplishments. Trustees may use three (3) minutes during a Board 
Meeting to announce an identified achievement during their assigned month. The Board 
recognizes by proclamation the following months: 

• �February: Black History Month 
• �April: National Arab American Heritage Month
• �May: Asian and Pacific Islander Heritage Month
• �June: PRIDE Month 
• �September 15-October 15: Hispanic Heritage Month
• �November: Native American Heritage Month

B. Developing Board Meeting Agendas 

• �The meeting agenda is the vehicle through which the Board informs the community of 
the items it will be discussing at the meeting so that members of the public can decide 
if they wish to be present for the meeting. As a consequence and given the complexity of 
District business in an organization of the District’s size, preparation of the agenda must 
be carefully planned, following regular protocols in its construction and posting. 

•�The Board adheres to the following with regard to its agendas (See Addendum G- Board 
Agenda Development Calendar):

>�For each Regular Meeting, the administration will prepare a Q&A Document providing 
answers to board member questions about agenda items. The Q&A Document will be 
posted publicly online.

> �In consultation with the Board President, the Superintendent shall prepare the agenda 
for all Board meetings. The board president shall ensure all board members are notified 
as to any agenda items he or she withdrew, at the time of the withdrawal request and 
no later than 24 hours prior to the meeting posting, to allow adequate time for board 
members to respond to withdrawn items.

• �In reviewing the agenda before posting, the president shall ensure that any topics the 
board, or at least three members of the board, have requested to be addressed are either on 
the agenda for the first regular meeting that is at least seven calendar days after the date 
the president receives the request, or on the agenda for a special or emergency meeting if 
the president determines that the item requires immediate consideration and should be 
communicated to the public in accordance with state law, Government Code 551.043(b).

• �The deadline for submission of proposed agenda items to the Office of Board Services 
for inclusion on an upcoming agenda is 5:00 p.m. 17 calendar days before the Regular 
Meeting, unless circumstances (such as a holiday) make that date unavailable. To 
document a request to add an agenda item, three board members should send a written 
request to the Board President, while copying Board Counsel and the Chief of Staff, in 
accordance to the time specifications outlined above. Any items not provided in full with 
all attachments present to the board of trustees at least 16 days in advance of a Regular 
Meeting are moved to the following month’s agenda. 
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• �The superintendent or designee will ensure that all necessary information is supplied to 
each board member to allow for informed discussion. It is the responsibility of each board 
member to review this information in advance and to prepare for meetings.

• �Once the agenda is available, trustees should submit questions about agenda items for 
administrative response in a Q&A Document to the Chief of Staff. At Agenda Review, 
trustees may request clarification to these answers or engage in further discussion on an 
item. Immediately following Agenda Review, trustees may submit additional questions 
for response in an updated to the Q&A Document. Questions submitted through the 
Q&A process should be focused on helping trustees make a decision about how to vote on 
agenda items. Other questions should be submitted through the regular referral process.

The agenda will be posted for public information in accordance with Texas law.
1. �Some items are restricted from the agenda as per Texas Education Code and may only be 

considered in Executive Session.
2. �All Board meetings will observe Robert’s Rules of Order; Newly Revised Edition- except  

as otherwise provided in board procedural rules or law.
3. �If a special committee is formed, oral reports will be presented at the Regular Board Meeting 

and a written account filed in the Regular Board Meeting minutes.
4. All Board Members have an equal vote on all action items. In the case of a tie vote, the item fails.
5. �Community Members may address the Board at Agenda Reviews and Regular Board Meetings. 

Community members may address agenda items during both agenda reviews and regular 
board meetings. During hearing of the community, which is held at regular board meetings, 
non-agenda items addressed. During these sections of the agenda the Board is assembled 
only to gather input from community members and not respond to concerns or suggestions; 
however the Board can only offer factual information, quote Board policy. Speakers will be 
limited to two (2) minutes and time may be adjusted by the Board President based upon the 
number of requests to address the board (See Board Policy BE Local and Regulation).

C. Committees/Appointments

1. �Board work shall be done as a committee of the whole.  However, from time to time, that 
work might be more efficiently prepared through an ad hoc or special committee.  Ad 
Hoc/Special committees will be assigned as needed by the board president or board.  The 
assignments will include a specific scope of work and deliverable, as well as a deadline by 
which that deliverable will be provided to the full board at a regular board meeting.  The 
committee shall select an ad hoc committee chair to oversee the work and ensure it meets 
the timeline given.  Notice of ad hoc committee meetings shall be publicly posted on the 
District’s website.  Meeting minutes shall be prepared and approved for the record by the 
committee and posted on the District’s website.  An ad hoc committee will be discontinued 
when the deadline for that ad hoc committee has been met or upon vote of the Board.  Ad 
hoc committees do not have decision-making authority and will not take on additional work 
beyond what was originally outlined. 
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Board committees currently in place are the legislative and the audit committees. The Board 
Legislative Committee chairperson shall have the responsibility of being the liaison between 
the Board and local, regional, state, and federal government bodies. 
 
Audit Committee Meetings- Audit Committee Meetings are scheduled by the Chair of the 
Committee. Notice of Audit Committee Meetings shall be publicly posted on the District’s 
website. The Chair will establish the agenda for Audit Committee meetings in consultation 
with Audit Committee members, senior management, and the Chief Audit Executive. 
Meeting agendas will be provided in advance to members, along with appropriate briefing 
materials. The committee will invite members of management, auditors or others to attend 
meetings and provide pertinent information, as necessary. A portion of each meeting shall 
be set aside for a private session with the independent and/or internal auditors for items 
that fall within the executive session provisions of the Texas Open Meetings Act. Minutes 
will be prepared and approved for the record for the open session portion of the meeting, 
and a certified agenda shall be prepared for the executive session portion of the meeting. 
When requested, the Chief Audit Executive will facilitate and coordinate meetings as well as 
provide ancillary support to the committee, as time and resources permit.

2. �Internal and External Organizations- Trustees also serve on, or appoint community 
members to serve on, several internal and external organizations for the purpose of 
representing the interests of the Houston Independent School District.  These organizations 
range from professional organizations to joint projects with other governmental entities. 
A listing of external and internal organizations on which board members or community 
members serve on the District’s behalf, along with the selection process for those 
organizations, follows on the two charts below:
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Appointments by HISD Trustees to External and Internal Organizations1

Organization Purpose Length of Term HISD 
Appointment 

Method
City of Houston 
Tax Increment 
Reinvestment Zones 
(TIRZs)

TIRZs are special zones created 
by a City or County to attract 
new investment in an area. 
These zones help finance costs 
of redevelopment and promote 
growth in areas that would 
otherwise not attract sufficient 
market development in a timely 
manner.

Each school district, county, or 
city, other than the city or county 
that created the zone, that levies 
taxes on real property in the 
zone may appoint one member of 
the board if the school dis-trict, 
county, or city has ap-proved the 
payment of all or part of the tax 
increment produced by the unit 
into the tax increment fund. 

HISD currently participates in 12 
zones.

Two-Year Terms

• �TIRZ 1 (St. George Place) –Term Expires 
December 2020 (Trustee District 7)

• �TIRZ 2 (Midtown) – Term Expires 
December 2019 (Trustee District 4)

• �TIRZ 3 (Main St/Market Square) – Term 
Expires December 2020 (Trustee District 8)

• �TIRZ 7 (OST/Almeda Corridor) – Term 
Expires May 2020 (Trustee District 4)

• �TIRZ 8 (Gulfgate) – Term Expires December 
2020 (Trustee District 3)

• �TIRZ 9 (South Post Oak) – Term Expires 
December 2020 (Trustee District 9)

• �TIRZ 12 (City Park) – Term Expires 
December 2021 (Trustee District 7)

• �TIRZ 13 (Old Sixth Ward) –Term Expires 
December 2019 (Trustee District 8)

• �TIRZ 14 (Fourth Ward) – Term Expires June 
2018 (Trustee District 8)

• �TIRZ 15 (East Downtown) –Term Expires 
July 2020 (Trustee District 8)

• �TIRZ 16 (Uptown) - Term Expires July 2020 
(Trustee District 7)

• �TIRZ 18 (Fifth Ward) –Term Expires July 
2022 (Trustee District 2)

Recommendation 
of Trustee whose 
geographic district the 
TIRZ primarily falls in.

Houston Land 
Bank or LARA [The 
Land Assemblage 
Redevelopment 
Authority]

Organized to assist the City of 
Houston with the acquisition, 
management, marketing, 
redevelopment, and disposition 
of properties acquired by the 
City through foreclosure due to 
delinquent taxes.

Two-Year Terms

Positions 8, 9 and 10 on the Board – Term 
Expires December 2020

Recommendation 
of Trustee whose 
geographic district the 
HLB project(s) is in.
HLB properties within 
HISD are currently 
primarily located in 
Trustee Districts 2 
and 4.

1This chart outlines the Board process for selecting community members for service on external organizations.
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Appointments of HISD Trustees to External Organizations2 

Organization Length of Term HISD Appointment 
Method

Harris County Appraisal 
District (HCAD)

Two Years Board President Recommendation3

TASB Board of Directors Three Years Board President Recommendation

TASB Delegate Not stated in bylaws – appears to be at discretion of 
member district.

Board President Recommendation

TASB Alternate Not stated in bylaws – appears to be at discretion of 
member district.

Board President Recommendation

Gulf Coast Area Assn of School 
Boards

Member – appears to be at discretion of member district
Officer – one year

Board President Recommendation

Mexican-American School 
Board Assn Board of Directors

Two years (unless elected as Director for another region, 
in which case, one year)

Board President Recommendation

Council of Great City Schools Undefined – Appears to be at the discretion of the 
member district.

Board President Recommendation

HISD Foundation One year Board President Recommendation

HISD Public Facility 
Corporation

This is 3-member board.  The term is three years. Board President Recommendation

HISD School Safety and Security 
Committee

Two years

State law provides that the Board President and 
one other board member shall be members of the 
Committee.  See TEX. EDUC. CODE § 37.109

Board President Recommendation

2The chart outlines the Board process for selecting Board Members to serve on external/internal organizations.
3Selections are made/renewed annually in January/February following reorganization of the Board.  The newly installed 
Board President makes the nominations for approval by the Board.  

D. Hiring and Evaluating the Superintendent

Note that this section will be revised and will reflect updated policy regarding the 
superintendent evaluation process. 

1. �Hiring the superintendent is one of the primary duties of the board and is conducted  
in accordance to state law. 

2. Evaluating the Superintendent- (See Addendum A- Superintendent Evaluation)- 
a. �Because Superintendent performance is considered indistinguishable from school system 

performance, the Superintendent’s evaluation is simply the amalgam of all monthly 
monitoring reports. A student outcome goal or constraint is considered met if:

> �the goal/constraint actual results meet or exceed the targets or
> �at least 2/3rds of the respective goal progress measure (GPM) / constraint progress 

measure (CPM) actual results meet or exceed the targets. 
> �Overall Superintendent performance is met if at least 4/5ths of the goals and 

constraints are met. 
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b. �On a semi-annual basis, the Board of Trustees will conduct a review of the 
Superintendent’s performance using the Lone Star Governance evaluation tool.  
This evaluation will use the following process:

c. Superintendent Evaluation Pre-Conference:
> During the month of _________.

d. Formative Evaluation- The Board President shall:
> Ensure data for March formative evaluation has been calendared.
> �Ensure that the date affords the Superintendent sufficient time to gather the data  

and present findings during executive closed session.
e. Summative Evaluation- The Board President shall:

> Ensure the date for the October summative evaluation has been calendared.
> �Ensure that the date affords the Superintendent sufficient time to gather the data  

and present findings during executive closed session.
f. �Board Members will review Superintendent evaluation data, without the superintendent 

present, during in Executive Session.
g. �When the evaluation review is completed, the Board President will bring the Superintendent 

into the session and address the evaluation. This conversation will afford the Superintendent the 
opportunity to respond to any Board Member concerns or address any Board Member questions.

h. The Board will return to Open Session to make vote on the superintendent’s evaluation. 
i. The completed, dated evaluation will be signed by the all Board Trustees. 
j. �As part of the summative process, the Board will also make a recommendation regarding 

any raise deemed appropriate for the Superintendent, considering the Superintendent’s 
performance, the District’s financial condition, and the raises being recommended for 
other staff. The Board may also recommend extension of the Superintendent’s contract. 
Though proposed changes may be discussed in Executive Session, the Board must make 
any motions and take any votes regarding these changes in Open Session (See Board 
Policy BJCD Legal, Local and Exhibit).

E. Approving the District Budget

The Board of Trustees is responsible for approving the Annual Budget for the District aligned 
to the Lone Star Governance Framework by June 30. Trustees are responsible for adopting 
a budget that aligns to board goals and constraints. The superintendent shall illustrate how 
budgetary resources are allocated to achieve the board adopted goals and constraints.  
This can occur through budget workshops, board meeting presentations or budget memos. 

Trustees are encouraged to attend budget training provided by external resources such  
as TASB and review “B” and “C” series policies related to school board budgets. 

F. Board’s Responsibility Regarding Policy Review

The District’s policy manual is organized into seven sections, each devoted to a separate  
area of District governance:

A — Basic District Foundations
B — Local Governance
C — Business and Support Services
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D — Personnel
E — Instruction
F — Students
G — Community and Governmental Relations

Each policy in the manual is assigned an alphabetical code consisting of two to four letters.  
The first letter is always the letter of the governance section the policy falls under. Legally 
referenced “(LEGAL)” policies track the language of the U.S. and Texas Constitutions; 
federal and state statutes, including the Texas Education Code; attorney general opinions; 
the Texas Administrative Code, including Commissioner’s and State Board of Education 
rules; and other sources of authority defining the legal context for local school  
district governance and management.

All legally referenced policies have the designation “(LEGAL)” in the upper right corner  
of each page directly below the alphabetical code, and again in the lower left corner. 

Legal policies are NOT adopted by the Board. These documents are snapshots of often rapidly 
evolving law and are intended to inform decision-makers, and others, of the legal context in 
which a school district conducts business. Some lag will occur between the enactment of new 
law and its reflection in the manual. Current law will supersede any out-of-date (LEGAL) policy 
as outlined in Board Policy BF(LOCAL).

Local policies are identified by the designation (LOCAL) directly below the alphabetical code, 
in the upper right corner of each page and again in the lower left corner. Local policies that are 
preceded by a (LEGAL) policy in the same code generally expand on, or qualify the directives 
or options provided in the associated legal policy. Other (LOCAL) policies stand alone, 
reflecting the Board’s intentions in areas not otherwise addressed by law.

Administrative Regulations assist in implementation of policy and are developed by 
the administration. These documents are identified by the designation (REGULATION) 
directly below the code in the upper right corner. Regulations are not adopted by the Board. 
Regulations can provide detailed guidelines, descriptions, practices, and/or procedures  
for district operation.

Exhibits can be forms to be completed by district students, parents, staff or the public;  
or charts, tables, or illustrations that accompany policies or regulations. Some exhibits are 
promulgated by legal authority. While not adopted by the Board, they are included in the 
district’s policy manual to assist in the implementation of policy. Exhibits have the designation 
(EXHIBIT) directly below the code, in the upper right corner. Multiple exhibits under the same 
code are usually preceded by a cover page listing the various exhibits. 

The usual sequence of materials, should all four documents be found at a given code, is 
(LEGAL), followed by (LOCAL), followed by (REGULATION), and then by (EXHIBIT).

HISD subscribes to the policy services offered by the Texas Association of School Boards 
(TASB). This service provides the district with at least quarterly updates of recommended legal 
policy changes based on the changes in laws in regulations.
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In addition, the Board shall encourage the superintendent to authorize a formal review of district 
policies every five (5) years to identify outdated policies or policies which have been transcended 
by newer policies. This may be done in an established process which cycles through the policies 
so that different sections are up for review at different times in whatever manner seems to be 
most efficient for the administration. Board members who note needed changes in policies based 
on actual practice should bring those items to the administration’s attention (See Board Policy 
A18 Legal).

G. Board Goals, Superintendent Goal Progress Measures, Superintendent 
Constraints, Superintendent Constraint Progress Measures, and  
Board Self- Constraints 

a. �Utilizing the Lone Star Governance Framework, the board will adopt no less than 
three and no more than five Student Outcome Goals. Goals are intended to provide 
the superintendent with the vision and values representing the community in terms of 
student outcomes. Each goal will identify the population, measurement tool, the baseline, 
the target, the deadline as well as annual targets for the duration of the goal. The board 
will also identify annual targets and deadline targets for all subpopulations applicable to 
the goal. It is recommended the board goals last no more than a five-year period.

b. �To assist the superintendent in the operational management of the district while working to 
achieve the Board outcome goals, Board Members will develop one to three Superintendent 
constraints outlining specifically what the board does not want to allow to happen during 
the implementation process. Superintendent constraints are written as:

• The Superintendent shall not……….
• �The superintendent will develop constraint progress measures and report to the board 

progress for each a minimum of one time per year. 
c. �Finally, Board members will also develop (a minimum of one not more than three) Board 

Self- Constraints. These constraints goals will align with the board goals and will be 
written in a format similar to that of Superintendent Constraint: 

• The board shall not…….
• �Board Self-Constraints will be reviewed annually,  

prior to the Superintendent’s summative evaluation.
d. �To provide feedback regularly to the board towards the superintendents’ progress 

in achieving the board student outcome goals and superintendent constraints, the 
superintendent will:

• �Develop one to three Goal Progress Measures for each Board Student Outcome Goal 
and one to Three Constraint progress Measures for each Board Constraint. Both 
progress measures must include the population, measurement tool, baseline, target, 
and deadline. The Superintendent will also identify annual targets and deadline 
targets for all subpopulations applicable to the goal or constraint.

• �Develop a 3-5-year monitoring calendar to inform the board which months the 
superintendent will report their progress for each goal, constraint, goal progress 
measure, constraint progress measures, as well as board self-evaluation timelines, and 
superintendent evaluation timelines (See Addendum G- Sample Monitoring Calendar 
and Monitoring Report).

• �Develop a systematic monitoring report showing the following  
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(See Addendum H- Sample Monitoring Calendar and Monitoring Report):
> ��The goal or constraint being monitored
> � �The Goal Progress Measure or Constraint Progress Measure being monitored to include:

� - previous three reporting periods,	  
 � - the current reporting period, 	
 � - annual targets and
 � - deadline target. 

> � �Superintendents evaluation of each goal and constraint progress measure, and
> � Superintendent next steps 
(See Board Policy AE Local)

Emergency/Crisis Constraints
During an emergency or crisis resulting in the disruption of normal operations of the district 
(over a three-month period), the board may:

• �Suspend all operations related to the developed Student Outcome Goals, progress 
monitoring calendar, and reports.

• �Develop emergency constraints to guide the superintendent and the superintendent may 
develop and report on emergency progress measures. 

	
H. Board Member Training

All board members must annually satisfy the training requirements required by the State of 
Texas. These requirements are outlined in Board Policy BBD (Legal) (See Addendum I- Board 
Member Training) 

Additionally, the entire Board, including all Board members, must participate with the 
Superintendent in team-building sessions as follows:

• Annually in January, or no later than the second regular Board meeting of the calendar year;
• Within 30 days of any change in Board membership or hiring a new Superintendent; and
• At any time determined by the Board.

 
The annual January team-building session must be:

1. Facilitated by a regional education service center or any registered provider; and
2. At least three hours in length, as provided by state law. [See BBD (LEGAL)]
 

The Board shall annually assess the need for additional teambuilding sessions at the first team-
building session of the calendar year and prepare a calendar of sessions based on this assessment. 
Team-building sessions occur at special board meetings designated for that purpose.
 
In addition to the continuing education required by the State of Texas, new board members will 
attend required training on the Lone Star Governance Continuous Improvement Framework.
 
The cost of the training of the Board will follow the guidelines detailed under Board 
Operations, “D”, Board Budget, in this manual. 
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All Board Members while attending HISD reimbursed/paid conferences or training sessions are 
encouraged to attend as many of the available continuing education opportunities as possible 
(See Board Policy BBD Legal, Local and Exhibit). 

Regularly occurring training opportunities available for board members include:

Month Event Website
January

February Mexican American School 
Boards Association (MASBA) 
Texas Association of Black 
School Educators (TABSE)

https://masbatx.org/
https://www.tabse.net/

March

April National School Board 
Association (NSBA) 
Council of Urban Boards of 
Education (CUBE) 
National Association of Black 
School Educators (NABSE)

https://www.nsba.org/
https://www.nsba.org/Events/
CUBE-Annual-Conference
https://www.nabse.org/

May

June Texas Association of School 
Boards (TASB) Summer 
Leadership Institute 

https://www.tasb.org/

June

July

August

September

October Gulf Coast Association of School 
Boards (GCASB) 
Texas Association of School 
Board (TASB) 
Council of Great City  
Schools (CGCS)

https://www.cgcs.org/
domain/16
https://www.tasb.org/ 
home.aspx
https://www.cgcs.org/

November

As scheduled Center for Reform of School 
Systems (CRSS)

http://crss.org/
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board Operations
A. Board Member Officer Elections

At the first regular meeting each January, the Board shall reorganize, electing its officers for one-year 
terms. The officers of the Board consist of a President, a First Vice President, a Second Vice President, 
a Secretary, and an Assistant Secretary who shall be members of the Board. Officers shall be elected 
by majority vote of the members present and voting at the meeting. A vacancy among officers of the 
Board shall be filled by majority action of the Board. Board officers shall serve for a term of one year  
or until a successor is elected. Officers may succeed themselves in office. Each officer shall perform 
any legal duties of the office and other duties as required by action of the Board.

Election of Board Officers is governed by Board Policies BDAA (Legal) and BDAA (Local), and shall 
adhere to the following process:

• �The January Board Meeting will include a provision during executive/closed session for 
the purpose of reconstituting the officers of the Board.

• �During the executive/closed session, the Board will deliberate the duties and qualifications 
of the board officer positions. At this time, board members can express their interest to 
serve in an officer position. 

• �When reconvened in open session, in compliance with the Texas Open Meetings Act, the Board 
President will entertain nominations of members for officers. A nomination requires a second. 
The Board will vote for each office in turn, beginning with the Board President. If there is more 
than one nominee for a position, candidates will be voted on in the order of their nomination. 

• �The current Board President will preside over the election of the Board President. 
Following the election of the Board President, the newly elected Board President will 
officiate the election process for the remaining officer positions. 

• �Newly elected officers will assume responsibility for their office immediately upon  
election to the Board Office (See Board Policy BDAA Legal and Local). 
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B. Role and Authority of Officers

In addition to the duties required by law, the President of the Board shall:
1. Preside at all Board meetings unless unable to attend.
2. �Have the right to discuss, make motions and resolutions, and vote on all matters  

coming before the Board.
3. Secure the resolution of complaints concerning Board members.
4. �Maintain order at meetings and inform the audience that no demonstrations shall  

be permitted; recess any meeting to clear the Boardroom at any time if necessary,  
to maintain order.

5. �Oversee and report to the Board on the Superintendent’s compliance with the  
monitoring system found in policy AF (LOCAL) hot link here. 

The First Vice President of the Board shall:
1. �Act in the capacity and perform the duties of the President of the Board in the event of  

the absence or incapacity of the President.
2. Become President only upon being elected to the position.

The Second Vice President of the Board shall:
1. �Act in the capacity and perform the duties of the First Vice President of the Board in the 

event of the absence or incapacity of the First Vice President.
2. Become First Vice President only upon being elected to the position.

The Secretary of the Board shall:
1. Ensure that an accurate record is kept of the proceedings of each Board meeting.
2. Ensure that notices of Board meetings are posted and sent as required by law.
3. �In the absence of the President and Vice President, call the meeting to order and act  

as presiding officer.
4. Sign or countersign documents as directed by action of the Board.

The Assistant Secretary shall act as the Secretary in the absence of the Secretary and shall 
perform all duties and exercise all functions of the Secretary (See Board Policy BDAA Legal 
and Local). The Secretary and Assistant Secretary will share responsibility for time-tracking 
following Lone-Star Governance protocol.

C. Board Member Replacement

Vacancies on the Board may and do occur at other times than at term-end. Trustee 
vacancies may occur if a Trustee moves out of the School District, moves out of his/
her geographic single-member district, resigns for personal reasons, encounters sudden 
death or illness, or presents some other valid reason to resign. Notification of resignation 
must be in writing and submitted to the Board President. The Board President shall place 
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the resignation on the agenda of the next scheduled meeting of the Board, or a special 
meeting, for acceptance by the Board. A vacancy occurs on the date a Board member’s 
resignation is accepted by the Board or on the eighth day after the date of its receipt  
by the Board, whichever is earlier. 

When a board member resigns from office with time remaining in his /her term, the remaining 
members have two options: 

1) Fill the vacancy by appointment until the next regular school board election, or
2) Fill the vacancy by special election for the unexpired term.

If the Board decides to fill the vacancy by appointment, the Board must do so not later than 30 
days after the creation of the vacancy. The appointee serves until the next regular election of 
the Board, at which time the board must hold a special election for any unexpired term. If the 
Board decides to fill the vacancy by special election, the special election must be conducted 
not later than 90 days after the creation of the vacancy on an authorized uniform election date 
occurring within the 90-day time period. If no uniform date falls within the 90-day time period, 
the Board must fill the vacancy by appointment within the 30-day deadline (Article 2774b, 
Vernon's Annotated Texas Civil Statutes).

D. Board Budget and Travel

1. �The individual Trustee food and travel budgets are maintained in the Board Services Budget 
that will cover the cost of training and education of the Board of Trustees, memberships for 
education related entities, and other necessary expenses.

2. �Board Services will coordinate meeting registration, hotel, travel to and from destination, 
ground transportation, food, and incidentals costs associated with training opportunities 
covered within the board budget. All personal costs will be the responsibility of Board 
Members. (See Policy BBG Local and Regulation) 
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New Board Member Orientation
1. �The Superintendent will meet with each new board member or groups of board members, 

less than a quorum, as soon as practical after joining the Board. The Superintendent will 
review the on- boarding process that has been developed in accordance and alignment with 
board goals and the strategic priorities.

2. �The purpose of the onboarding process is to orient each new trustee to the core departments 
and initiatives of our district, to provide relevant district context to inform trustee work 
as stewards for Houston ISD and to develop a greater understanding of the scope of the 
district’s current work and the Superintendent’s supervisory responsibilities. A printed copy 
of this Board Operating Procedures Manual and Exhibits will be provided to new trustees. If 
any edits are made based upon annual review, each trustee will receive an updated printed 
copy. A current copy of the manual will also be available on the HISD website.

a. �Topics included in the On-Boarding process are: Academics (Curriculum and Instruction, 
Special Populations, Digital Learning, Teacher and Administrator Appraisals and  
Professional Development), Strategy and Innovation, Finance, Human Resources, 
Business Operations, Technology and Legal Services, Internal Audit and Ethics and 
Compliance.

b. �The Superintendent will arrange for new board members to meet with them and key staff 
members to engage in the on-boarding process.
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Houston ISD  
101912  
  
SUPERINTENDENT BJCD 
EVALUATION (LEGAL) 

 

DATE ISSUED: 6/13/2019    1 of 1 
UPDATE 113  
BJCD(LEGAL)-P  

 

The board shall adopt a policy providing for the employment and 
duties of district personnel. The employment policy must provide 
that the board employs and evaluates the superintendent. Educa-
tion Code 11.1513(a)(1) [See DC] 

A board shall appraise a superintendent annually using either: 

1. The commissioner of education’s recommended appraisal 
process and criteria; or 

2. An appraisal process and performance criteria that are: 

a. Developed by the district in consultation with the district- 
and campus-level committees; and 

b. Adopted by the board. 

Education Code 21.354(c) 

In addition to other procedures and criteria determined by the 
board, the commissioner’s recommended appraisal process and 
criteria shall include, at a minimum, an annual evaluation of the su-
perintendent and a student performance domain. Completion of the 
Lone Star Governance superintendent evaluation may satisfy 
these requirements. 19 TAC 150.1031(b)–(c) 

The information in the annual report describing the educational 
performance of a district [see AIB] shall be a primary consideration 
of the board in evaluating the superintendent. Education Code 
39.307(3)(C) 

Funds of the district may not be used to pay a superintendent who 
has not been appraised in the preceding 15 months. Education 
Code 21.354(d) 

A document evaluating the performance of a superintendent is con-
fidential and is not subject to disclosure under the Public Infor-
mation Act, Government Code Chapter 552. [See GBA] 

A district may give the Texas Education Agency (TEA) a document 
evaluating the performance of a superintendent employed by the 
district for purposes of an investigation conducted by TEA. A docu-
ment provided to TEA remains confidential unless the document 
becomes part of the record in a contested case under the Adminis-
trative Procedure Act, Government Code Chapter 2001. 

Except as provided by a court order prohibiting disclosure, a docu-
ment provided to TEA may be used in a disciplinary proceeding 
against a superintendent if the document may be admitted under 
rules of evidence applicable to a contested case under Govern-
ment Code 2001.081. 

Education Code 21.355 

Employment and 
Evaluation 

Appraisal Process 

Annual 
Performance Report 

Penalty for 
Noncompliance 

Confidentiality 
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Houston ISD  
101912  
  
SUPERINTENDENT BJCD 
EVALUATION (LOCAL)  

DATE ISSUED: 7/15/2010   ADOPTED: 1 of 1 
LDU 2010.08  
BJCD(LOCAL)-X   

The instrument used to evaluate the Superintendent shall be based 
on the Superintendent’s job description [see BJA(LOCAL)] and per-
formance goals and shall be adopted by the Board. 

The Board shall prepare a written evaluation of the Superintendent 
annually or at more frequent intervals. 

The Board shall furnish the Superintendent with a copy of the 
completed evaluation and shall discuss its conclusions with the 
Superintendent in closed meeting. 

The Board shall strive to accomplish the following objectives in 
conducting the Superintendent’s written evaluation:  

1. Clarify to the Superintendent his or her role, as seen by the 
Board. 

2. Clarify to Board members the Superintendent’s role, accord-
ing to the Board’s written criteria, as expressed in the Super-
intendent’s job description and the District’s goals and objec-
tives. 

3. Foster an early understanding among new Board members of 
the evaluation process and the Superintendent’s current per-
formance objectives and priorities. 

4. Develop and sustain a harmonious working relationship be-
tween the Board and the Superintendent. 

5. Ensure administrative leadership for excellence in the District. 

The Superintendent shall also complete a self-evaluation using the 
Superintendent’s appraisal instrument. 

The Board may at any time conduct and communicate oral evalua-
tions to augment its written evaluations. 

EVALUATION 
INSTRUMENT 

WRITTEN EVALUATION 

OBJECTIVES 

SELF-EVALUATION 

INFORMAL 
EVALUATION 
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Houston ISD  
101912  
  
SUPERINTENDENT BJCD 
EVALUATION (EXHIBIT) 
 

DATE ISSUED: 2/1/2010    1 of 2 
UPDATE 87   
BJCD(EXHIBIT)-P   
 

PROCEDURES FOR APPRAISAL OF SUPERINTENDENT 
RECOMMENDED BY THE COMMISSIONER 

Note: The following procedures, which are recommended but not required by the Com-
missioner, may be used in whole or in part for the Superintendent’s evaluation. 

The Board shall establish an annual calendar providing for the following activities, in which 
both the Board and the Superintendent shall participate: 

1. Procedures for setting goals that define expectations and set priorities for the Superin-
tendent. 

2. Formative conference. 

3. Summative conference. 

The Superintendent shall be involved in developing, selecting, or revising the appraisal in-
strument and process. 

19 TAC 150.1022 

Student performance shall be a part of locally developed appraisal instruments for Superin-
tendents as specified in Education Code 39.054.  19 TAC 150.1022(e) 

A student performance domain shall be included in the appraisal of the Superintendent as 
follows:  “The Superintendent promotes improvement of the performance of students in the 
District through activities such as comparing disaggregated student performance results to 
state accountability standards and to prior year performance.” 

The domains and descriptors used to evaluate the Superintendent may also include: 

1. Instructional management. 

2. School or organization morale. 

3. School or organization improvement. 

4. Personnel management. 

5. Management of administrative, fiscal, and facilities functions. 

6. Student management. 

7. School or community relations. 

8. Professional growth and development. 

9. Student achievement indicators and campus performance objectives. 

10. Board relations. 
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Houston ISD  
101912  
  
SUPERINTENDENT BJCD 
EVALUATION (EXHIBIT) 
 

DATE ISSUED: 2/1/2010    2 of 2 
UPDATE 87   
BJCD(EXHIBIT)-P   
 

In developing the appraisal instrument, the Board shall use the Superintendent’s job descrip-
tion as applicable. 

19 TAC 150.1021 

The Board may implement a process for collecting staff input for evaluating the Superinten-
dent.  If such a process is implemented for use in the Superintendent’s evaluation, staff input 
shall not be anonymous. 

Before conducting the Superintendent’s appraisal, Board members shall have evidence of 
training in appropriate personnel evaluation skills related to the locally established criteria 
and process. 

The District, with the approval of the Board, may select the Commissioner-recommended 
student performance domain for Superintendents or may develop an alternative process in 
consultation with the District- and campus-level committees and adopted by the Board.  If the 
District uses the Commissioner-recommended student performance domain, it shall meet the 
following requirements: 

1. The Superintendent shall be required to attend an orientation approved by the Commis-
sioner; 

2. The results on the Commissioner-recommended student performance domain shall be 
incorporated into the local appraisal instrument; 

3. The results on the Commissioner-recommended student performance domain shall be 
a primary consideration of the Board in evaluating the Superintendent; 

4. For a Superintendent new to the District, the results from the Commissioner-
recommended student performance domain shall be on a “report only” basis during the 
first year.  Dropout and attendance data for the Superintendent shall be on a “report on-
ly” basis for the first two years. 

19 TAC 150.1022 
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ADDENDUM B
Texas Open Meeting Act

Overview of The Texas  
Open Meetings Act  
(“OMA” or “Act”)

General Provisions

What are the general requirements of the Act?
Except for a few circumstances, the Act requires that all regular, special, or called meetings 
of a governmental body be open to the public. A “meeting” includes any gathering where 
a quorum is present and public business is discussed. Furthermore, the Act requires that 
advance written notice be given for each meeting of a governmental body.

What is a “meeting” under the Act?
The Act applies to “every regular, special, or called meeting of a governmental body” where 
a quorum of its members deliberate over any issue of public business or public policy 
over which the governmental body has jurisdiction. TEX. GOV’T CODE §§ 551.001(4) and 
551.002. A quorum is a majority of the authorized membership of the body. See Tex. Att’y 
Gen. Op. No. JM-1127 (1989). Vacancies on the board do not reduce the number required  
for a quorum. See Tex. Att’y Gen. Op. No. MW-562 (1982).

The Act specifically defines “meeting” as:
• �a deliberation between a quorum of a governmental body,  

or between a quorum of a governmental body and another person, 
• �during which public business or public policy over which the governmental  

body has supervision or control is discussed or considered, or 
• during which the governmental body takes formal action; or 
• �a gathering: (i) that is conducted by the governmental body or for which the 

governmental body is responsible; (ii) at which a quorum of members of the 
governmental body is present; (iii) that has been called by the governmental body; 
and (iv) at which the members receive information from, give information to, ask 
questions of, or receive questions from any third person, including an employee of 
the governmental body, about the public business or public policy over which the 
governmental body has supervision or control.

TEX. GOV’T CODE §551.001(4). 
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Thus, even if no action is taken or words spoken by board members, the body may be 
subject to the Act when a quorum merely listens to a third party speak at a gathering the 
governmental body conducts or for which the governmental body is responsible (unless 
there is an exclusion under the OMA or other law).

The term “meeting” does not include the gathering of a quorum of a governmental 
body at a social function unrelated to the public business that is conducted by the body, 
the attendance by a quorum of a governmental body at a regional, state, or national 
convention or workshop, ceremonial event, or press conference, or the attendance by  
a quorum of a governmental body at a candidate forum, appearance, or debate to inform 
the electorate, if formal action is not taken and any discussion of public business 
is incidental to the social function, convention, workshop, ceremonial event, press 
conference, forum, appearance, or debate. Id., §551.001(4)(B).

Is Location Relevant? (Challenges of New Technologies)
The definition of “meeting” does not turn on the location of the gathering. Informal 
gatherings of a quorum in a bathroom and a barn have been found to be subject to the 
Act. See Acker v. Texas Water Comm., 790 S.W.2d 299 (Tex. 1990); Bexar Medina Atascosa 
Water Dist. v. Bexar Medina Atascosa Landowners’ Ass’n, 2 S.W.3d 459 (Tex. App. – San 
Antonio 1999, pet. den.). In Bexar, 2 S.W.3d at 462, five of seven board members attended an 
“informational” meeting for farmers and landowners at a barn owned by one of the board 
members. “Although the board members did not discuss business among themselves, it was 
only necessary for their communication to occur between themselves and the other people” 
in attendance for the Act to apply. The unpublicized meeting violated the OMA. 

Microblogs (e.g., Twitter), social media websites (e.g., Facebook), text messaging, and instant 
messaging, raise new issues for consideration by the Attorney General, the courts and the 
Legislature. The Senate Committee on State Affairs prepared and submitted an Interim Report 
to the 82nd Legislature in response to concerns on how advances in technology and increased 
use of social media affect the communications of governmental bodies. Under the current 
interpretations of the Act, a quorum would exist if a majority of the governmental body discusses 
public business on a Facebook wall or via successive text or email messages. Although the 
legislature has not yet enacted any laws to specifically address the concerns, it has authorized 
governmental bodies to communicate through an online message board under Section 551.006 
of the Act (discussed later in this outline). The Legislature also has amended Section 551.128 
of the Act to require certain entities to maintain archived copies of recordings of meetings on 
publicly accessible video-sharing or social networking sites (discussed later in this outline).

Does the definition of “meeting” apply to subcommittee meetings of a governing board?
Although the statutory definition of “meeting” excludes gatherings of less than a quorum, 
the Attorney General has concluded that a subcommittee of a board may be subject to 
the Act if the board has granted authority to the subcommittee to supervise or control 
public business or public policy. See Tex. Att’y Gen. Op. No. JC-0060 (1999) (“evaluation 
committee” was more than advisory because it had the authority to negotiate with private 
parties regarding proposed contract).
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What is a “deliberation”?
The Act defines “deliberation” as a verbal exchange between a quorum of a governmental 
body, or between a quorum of a governmental body and another person, concerning 
an issue within the jurisdiction of the governmental body. See TEX. GOV’T CODE § 
551.001(2). “Deliberation” is synonymous with “discussion.” BMA v. Bexar Medina Atascosa 
Landowners’ Assn, 2 S.W.3d 459 at 461 (Tex. App—San Antonio, 1999). “The key is whether 
the verbal or written exchange is about “an issue within the jurisdiction” of the governing 
body. Deliberation” does not contain any element of action or decision-making. Id.

Note that deliberation can take place through written or verbal communications. Thus, board 
members must be careful about responding to email communications, writing letters that have 
not been authorized by the board at an open meeting, or engaging in other forms of written or 
verbal exchanges in numbers of a quorum or greater outside of a board meeting.

Must all meetings be open to the public?
All regular, special, or called meetings must be open to the public, unless the Act specifically 
permits the meeting to be closed to the public. See TEX. GOV’T CODE § 551.002. Any time a 
quorum of a governing body meets and deliberates about an issue within the jurisdiction of 
the governing body, the meeting must be properly posted, must be open to the public,  
and must be recorded. Subchapter D of the Act describes the exceptions permitting  
a closed meeting. These exceptions are discussed later in this outline.

Does the Open Meetings Act require governing bodies  
to give the public an opportunity to speak at a public meeting?

In 2019, the Texas Legislature amended the Act to add Section 551.007, which provides 
that “a governmental body shall allow each member of the public who desires to address 
the body regarding an item on an agenda for an open meeting of the body to address the 
body regarding the item at the meeting before or during the body’s consideration of the 
item”. A governmental body may make reasonable rules limiting the total amount of time a 
member of the public may address the body on a given item. A rule that limits the amount 
of time that a member of the public may address the governmental body must provide that 
a member of the public who addresses the body through a translator must be given at least 
twice the amount of time as a member of the public who does not require the assistance of 
a translator in order to ensure that non-English speakers receive the same opportunity to 
address the body. Additionally, a governmental body may not prohibit public criticism of the 
governmental body, including criticism of any act, omission, policy, procedure, program, or 
service. This does not apply to public criticism that is otherwise prohibited by law.

Issues raised by the public may not be discussed by board members if they are not on the 
agenda. Board members have four options when a member of the public speaks: (1) say 
nothing; (2) briefly respond with a statement of specific factual information; (3) recite an 
existing policy; or (4) propose placing the item on a future agenda for discussion.  
See TEX. GOV’T CODE § 551.042.
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What kind of record must be kept of a meeting?
Section 551.021 of the Act requires that a governmental body keep either a tape recording 
or minutes of each open meeting. If the governmental body chooses to keep minutes rather 
than a tape recording of the meeting, the minutes must reflect the subject matter of each 
item discussed or deliberated, and they must reflect each vote, order, decision, or other 
action taken by the governmental body.

These minutes or tape recording of the open meeting are considered a public record  
and are subject to the Texas Public Information Act, Chapter 552 of the Texas 
Government Code. They must be made available for public inspection and copying  
as required by the Public Information Act.

Either a “certified agenda” or an official tape recording must be kept of the proceedings 
of each closed meeting, except for a board’s private consultation with its attorney as 
permitted under section 551.071. See TEX. GOV’T CODE § 551.103(a). A certified agenda 
must include a statement of the subject matter of each item discussed in closed session, not 
just each item scheduled for discussion. The tape or certified agenda must be maintained 
by the governmental body, and its disclosure is prohibited absent a court order. This record 
provides a method of verifying in court proceedings that the board complied with the 
requirements of the Open Meetings Act. See TEX. GOV’T CODE §§ 551.103, 551.104;  
Tex. Att’y Gen. Op. No. JM-840 (1988).

Section 551.128 of the Act requires school districts with student enrollments of 10,000 
or more to make a video and audio recording of reasonable quality of (1) each regularly 
scheduled meeting that is not a work session or special called meeting and (2) each open 
meeting that is a work session or special called meeting, if at that meeting, the board votes 
on any matter or allows public comment or testimony. The recording must be archived on 
the school district’s website not later than seven days after the recording was made and 
must remain on the website for at least two years.

School districts may additionally broadcast the open portions of their meetings  
over the Internet or on television.

When and how may a board hold an emergency meeting or consider emergency items? 
In “emergencies” or instances urgent public necessity, Section 551.045 of the Act permits the 
meeting notice, or an addition to a previously posted meeting, to be posted only one hour 
before a meeting is convened, rather than the usual 72 hours before the meeting. The meeting, 
or addition to the meeting, must be for the purpose of taking action directly related to the 
emergency.

Emergency meetings require that: (1) an emergency actually exist; (2) the notice clearly 
identify the existing emergency; and (3) the board take action only on matters directly 
related to the emergency, or in the case of a supplemental notice, only on the emergency 
and any items that were contained in the original notice (if posted within the required 72 
hours). If the notice does not identify the emergency, the meeting will be invalid even if an 
emergency exists. See Markowski v. City of Marlin, 940 S.W.2d 720, 724 (Tex. App.—Waco 
1997); Piazza v. City of Granger, 909 S.W.2d 529 (Tex. App. – Austin 1995, no writ).
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In 2019, the legislature provided a clearer definition of “emergency” and provided a list 
of the types of events that constituted an emergency. An emergency or an urgent public 
necessity exists only if immediate action is required of a governmental body because of:

a. an imminent threat to public health and safety; or
b. �a reasonably unforeseeable situation, including: (A) a fire, flood, earthquake, hurricane, 

tornado, or wind, rain, or snow storm; (B) a power failure, transportation failure, or 
interruption of communication facilities; (C) an epidemic; or (D) a riot, civil disturbance, 
enemy attack, or other actual or threatened act of lawlessness or violence.

The notice must clearly identify the emergency or urgent public necessity for calling the 
meeting in the notice so that a member of the public would know from the posting the 
specific nature of the emergency. At the opening of the meeting, the presiding officer should 
announce that an emergency exists and explain the nature of the emergency.

The determination of whether the meeting constituted an emergency and complied with the 
OMA is subject to judicial review.

NOTICE & POSTING REQUIREMENTS

The Texas Open Meetings Act requires written notice of the (1) date, (2) hour,  
(3) place and (4) subject of each meeting. See TEX. GOV’T CODE § 551.041.  
The notice must be sufficient to inform the public of the subjects that will be  
considered during both the open and closed portions of the meeting.

How must the notice be posted?
Section 551.043 requires that notice of all meetings be posted in a place readily accessible 
to the general public at all times for at least 72 hours before the scheduled time of the 
meeting. A school district must also have a notice posted on a bulletin board located at a 
place convenient to the public in its central administrative office and must give notice by 
telephone, fax, or email to any news media requesting such notice and agreeing to pay all 
expenses incurred by the district in providing special notice. Additionally, the Act requires 
school districts, and certain other governmental bodies, to post notice on their Internet 
websites if the entity maintains an Internet website.

The 72-hour notice requirement is relaxed to one hour under the Act when providing 
notice of an “emergency” meeting or an “emergency” addition to the agenda.  
See above for a fuller discussion.

When can a board consider matters that are raised spontaneously or raised  
at the hearing of citizens?

Sometimes a board member or member of the public will ask a question or make a comment 
on a subject that has not been posted. The requirement for giving notice of a subject to be 
considered does not apply to matters about which specific factual information or a recitation 
of existing policy is furnished in response to an inquiry made by a board member or by a 
member of the general public at a meeting. However, any deliberation, discussion, or decision 
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among board members concerning the subject about which inquiry was made must be limited 
to a proposal to place such subject on the agenda for a subsequent meeting for which notice 
has been provided. See TEX. GOV’T CODE § 551.042.

MEETINGS BY TELEPHONE AND/OR VIDEO CONFERENCE

Teleconference Calls (telephone attendance)
School boards may hold open or closed telephone conference call meetings only if an 
emergency or urgent public necessity exists as defined by the Act and if the convening at 
one location of a quorum of a governmental body is difficult or impossible. See TEX. GOV’T 
CODE § 551.125. The telephone meeting is subject to the same notice requirements for 
other meetings (i.e., 1 hour notice for emergency meetings). The notice must specify as the 
location of the meeting the location where meetings of the school board are normally held.

The open portions of the meeting are required to be audible to the public at the location 
specified in the notice and must be recorded. The recording must be made available to 
the public. The Act also requires the location of the meeting to be set up to provide two-
way communication during the entire conference call and the identity of each party to the 
conference call to be clearly stated prior to speaking.

Videoconference Calls
A meeting may be held by videoconference call only if a quorum of the school board is 
physically present at one location of the meeting unless the school district extends into 
three or more counties. See TEX. GOV’T CODE § 551.127. A board member or employee 
of a school district may participate remotely in a meeting of the school district by means 
of a videoconference call if the video and audio feed of the member’s or employee’s 
participation, as applicable, is broadcast live at the meeting and otherwise complies 
with the Act’s provisions on videoconferencing. 

A board member of a governmental body who participates in a meeting by 
videoconference shall be counted as present at the meeting for all purposes. A board 
member who participates in a meeting by videoconference call shall be considered absent 
from any portion of the meeting during which audio or video communication with the 
member is lost or disconnected. The school district may continue the meeting only if a 
quorum of the body remains present at the meeting location.

A meeting held by videoconference call is subject to the notice requirements applicable 
to other meetings in addition to the notice requirements prescribed by the Act 
specifically for videoconference calls.

The notice of a meeting to be held by videoconference call must specify as a location of the 
meeting the location where a quorum of the governmental body will be physically present 
and specify the intent to have a quorum present at that location.

Each portion of a meeting held by videoconference call that is required to be open to the 
public must be visible and audible to the public at the location specified in the meeting 
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notice. If a problem occurs that causes a meeting to no longer be visible and audible to the 
public at that location, the meeting must be recessed until the problem is resolved. If the 
problem is not resolved in six hours or less, the meeting must be adjourned.

The governmental body shall make at least an audio recording of the meeting.  
The recording shall be made available to the public.

The location specified in the meeting notice, and each remote location from which a 
member of the governmental body participates, shall have two-way audio and video 
communication with each other location during the entire meeting. The face of each 
participant in the videoconference call, while that participant is speaking, shall be clearly 
visible, and the voice audible, to each other participant and, during the open portion of the 
meeting, to the members of the public in attendance at the physical location identified in the 
meeting notice and at any other location of the meeting that is open to the public.

The Department of Information Resources has specified minimum standards for audio and 
video signals at a meeting held by videoconference call. The quality of the audio and video 
signals perceptible at each location of the meeting must meet or exceed these standards.

The audio and video signals perceptible by members of the public at each location of the 
meeting must be of sufficient quality so that members of the public at each location can observe 
the demeanor and hear the voice of each participant in the open portion of the meeting.

Without regard to whether a member of the governmental body is participating in a meeting 
from a remote location by videoconference call, a governmental body may allow a member 
of the public to testify at a meeting from a remote location by videoconference call.

WRITTEN ELECTRONIC COMMUNICATION ACCESSIBLE TO THE PUBLIC

Section 551.006 of the Act provides that a communication or exchange of information between 
members of a governmental body about public business or public policy over which the 
governmental body has supervision or control does not constitute a meeting or deliberation 
for purposes of the Act if:

a. the communication is in writing;
b. �the writing is posted to an online message board or similar Internet  

application that is viewable and searchable by the public; and
c �the communication is displayed in real time and displayed on the online message board or 

similar Internet application for no less than 30 days after the communication is first posted.

Only One Message Board or Internet Application
A governmental body may have no more than one online message board or similar Internet 
application to be used for the purposes described in the Open Meetings Act. The online message 
board or similar Internet application must be owned or controlled by the governmental body, 
prominently displayed on the governmental body’s primary Internet web page, and no more than 
one click away from the governmental body’s primary Internet web page.

B.5.a

Packet Pg. 56



37 |   Board Operating Procedures

Requires Specific Authorization
The online message board or similar Internet application may only be used by members 
of the governmental body or staff members of the governmental body who have received 
specific authorization from a member of the governmental body. In the event that a staff 
member posts a communication to the online message board or similar Internet application, 
the name and title of the staff member must be posted along with the communication.

Removal of Posting
If a governmental body removes from the online message board or similar Internet 
application a communication that has been posted for at least 30 days, the governmental 
body shall maintain the posting for a period of six years. This communication is public 
information and must be disclosed in accordance with the Public Information Act.

Cannot Be Used for Voting or Taking Action
The governmental body may not vote or take any action that is required to be taken at a 
meeting under the Open Meetings Act by posting a communication to the online message 
board or similar Internet application. In no event shall a communication or posting to the 
online message board or similar Internet application be construed to be an action of the 
governmental body.

CLOSED SESSIONS

When may a board conduct a closed meeting?
The Act permits boards to meet privately in certain circumstances. The board must first 
convene the meeting in public even if the only item on the agenda is a closed session.  
See TEX. GOV’T CODE § 551.101. The public has a right to know which members are present 
and whether a quorum exists. See Martinez v. State, 879 S.W.2d 54 (Tex. Crim. App. 1994).  
The presiding officer must announce the section or sections under which the closed session 
will be held. See TEX. GOV’T CODE § 551.101. 

No final action may be taken in closed session. See TEX. GOV’T CODE § 551.102;  
Cox Enterprises, Inc. v. Board of Trustees of Austin Indep. Sch. Dist., 706 S.W.2d 956  
(Tex. 1986); Tex. Att’y Gen. Op. Nos. H-1198 (1978). Although the board may not vote  
in closed session, board members may still express their opinions on items and issues  
being discussed. See Weatherford v. City of San Marcos, 157 S.W.3d 473, 485 (Tex. App. –  
Austin 2004, pet. den.). The board must return to open session in order to vote  
on a matter deliberated in closed session. 

Common exceptions permitting a closed session include the following:
• �To consult with legal counsel 

A closed meeting is permissible when the governmental body seeks the advice of its 
attorney about pending or contemplated litigation, a settlement, or “a matter in which 
the duty of the attorney to the governmental body under the Texas Disciplinary Rules of 
Professional Conduct of the State Bar of Texas clearly conflicts with this chapter.” See 
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TEX. GOV’T CODE, § 551.071. General discussion of policy or business matters, unrelated 
to legal matters, is not permitted merely because an attorney is present. See Tex. Att’y 
Gen. Op. No. JC-0233 (2000).

• �To deliberate about real property 
This exception is designed to protect the entity’s interests when it is negotiating in the 
marketplace: “The real estate exception was created to keep a governmental entity from 
having to ‘telegraph its punch’ in an open meeting to the detriment of the taxpayers, not 
to use as a blank check to cut a deal in private, devoid of public input or debate.” See 
Finlan v. City of Dallas, 888 F.Supp. 779, 787 (N.D. Tex. 1995); see also Springs Alliance v. 
Austin Indep. Sch. Dist., 973 S.W.2d 378 (Tex. App. - Austin 1998, no writ).

• �To deliberate personnel matters 
The statute permits boards to meet in closed session to deliberate the appointment, 
employment, evaluation, reassignment, duties, discipline or dismissal of a public officer or 
employee or to hear a complaint or charge against an officer or employee. This exception 
does not apply if the officer or employee, who is the subject of the deliberation or hearing, 
requests a public hearing. See TEX. GOV’T CODE § 551.074. 
 
This exception applies only when the board discusses a particular officer or employee, not 
a whole class of employees. See Tex. Att’y Gen. Op. No. H-496 (1975). 
 
This exception applies to board members as well as employees. For example, the board 
may deliberate the selection of board officers in closed session; however, the decision 
must be made in open session. See Board of Trustees of Austin Indep. Sch. Dist. v. Cox 
Enterprises, Inc., 679 S.W.2d 86 (Tex. App – Texarkana 1984), aff’d in part and rev’d in part, 
706 S.W.2d 956 (Tex. 1986). 
 
The exception does not apply to deliberations regarding independent contractors, such as 
engineers, architects, or consultants. See Tex. Att’y Gen. Op. No. MW-129 (1980).

• ��To hear a complaint against an employee 
The Open Meetings Act does not require a board to conduct an open meeting to 
deliberate in a case in which a complaint or charge is brought against an employee  
and the complaint or charge directly results in a need for a hearing. See TEX. GOV’T  
CODE § 551.082(a)(2). 
 
This section does not apply if an open hearing is requested in writing by the employee 
against whom the complaint or charge is brought.

• �To deliberate about a student disciplinary matter 
The Open Meetings Act does not require a school board to conduct an open meeting to 
deliberate in a case involving discipline of a public school child. This exception does not 
apply if an open hearing is requested in writing by a parent or guardian of the child.  
See TEX. GOV’T CODE § 551.082.
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• �To consider personally identifiable information regarding a student 
Under Section 551.0821, a school board may meet in closed session to deliberate a matter 
regarding a public school student if personally identifiable information about the student 
will necessarily be revealed by the deliberation.

• �To deliberate about security matters 
Section 551.076 states that a board may meet in closed session to deliberate “the 
deployment, or specific occasions for implementation, of security personnel or  
devices” or “a security audit.” 
 
Section 551.089 states that a board may meet in closed session to deliberate security 
assessments or deployments relating to information resources technology; network 
security information; or the deployment, or specific occasions for implementation, of 
security personnel, critical infrastructure, or security devices.

• �To deliberate about economic development negotiations 
Section 551.087 allows a closed meeting to deliberate “regarding commercial or financial 
information that the governmental body has received from a business prospect that the 
governmental body seeks to have locate, stay, or expand in or near the territory of the 
governmental body and with which the governmental body is conducting economic 
development negotiations.”

REMEDIES FOR VIOLATIONS OF THE OPEN MEETINGS ACT

What happens if a board violates the Open Meetings Act?
Any action taken by a board in violation of the Act is voidable. See TEX. GOV’T CODE § 
551.141; Olympic Waste Services v. City of Grand Saline, 204 S.W.2d 496, 504 (Tex. App.-Tyler 
2006, no pet.). The Act does not prevent a governmental body from “curing” a violation.  
See City of Galveston, et al. v. Nancy Saint Paul, 2008 WL 384145 at 4(Tex. App. – Houston 
[1st Dist.] Feb. 14, 2008). However, ratification of an invalid action will not have a retroactive 
effect. See, e.g., Markowski v. City of Marlin, 940 S.W.2d 720, 726 (Tex. App.—Waco 1997) 
(although board properly ratified invalid suspension without pay, board owed the employees 
back pay for the period of time between the improper meeting and the ratification meeting).
 
Additionally, the Act contains criminal penalties for a prohibited series of communications 
intended to circumvent the Act. A board member commits a misdemeanor offense 
if he or she (1) knowingly engages in at least one communication among a series of 
communications that each occur outside of a meeting and that concern an issue within the 
jurisdiction of the governmental body in which the members engaging in the individual 
communications constitute fewer than a quorum of members but the members engaging in 
the series of communications constitute a quorum of members; and (2) knew at the time the 
member engaged in the communication that the series of communications:

(A)  involved or would involve a quorum; and
(B)  �would constitute a deliberation once a quorum of  

members engaged in the series of communications.
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TEX. GOV’T CODE, § 551.143. A board member additionally commits a misdemeanor 
offense if a closed meeting is not permitted by the Act, and the member knowingly calls 
or aids in calling, closes or aids in closing, or participates in the unlawful closed session or 
meeting. Id., §551.144. It is a misdemeanor to meet in closed session if the member knows 
that no certified agenda or tape recording of the closed session is being made, and it is a 
misdemeanor to publicly release the certified agenda or tape recording of a closed meeting. 
See TEX. GOV’T CODE § 551.146.
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ADDENDUM C
Board Records Retention Requirements

As officers of Houston ISD, trustees are expected to comply with requirements of the Texas 
Public Information Act (“TPIA” or “Act”), and to assist the District with its responsibilities 
under the Act.  The TPIA is the Texas version of the federal Freedom of Information Act. The 
purpose of the TPIA is to give the public full and complete information regarding the affairs of 
government and official acts of those who represent them, referred to as “public information” 
under the Act.  Public information is any information that is collected, assembled, and 
maintained by the district under law or ordinance or “in connection with the transaction of 
official business”.  Public information includes:

• Information maintained by a private entity on behalf of the district.
• Iinformation of which the district has ownership or right to access (constructive custody).
• �Books, papers, letters, documents, e-mails, Internet posting, text messages, instant 

messages, other electronic communications, printouts, photographs, film, tape, microfiche, 
microfilm, photostat copies, sound recordings, maps and drawings, and voice, data, or 
video representations held in computer memory.

Information is “in connection with the transaction of official business” if the information is 
created by, transmitted by, received by, or maintained by an officer or employee of the school 
district in the officer’s or employee’s official capacity. 

Notes that may at first seem personal may, in fact, be subject to the PIA. Some examples include:
• Public employee’s appointment calendar including personal entries (ORD 635-1995).
• Handwritten notes taken during an interview by a promotion board (ORD 626-1994).
• Handwritten notes taken by an appraiser while observing a teacher’s classroom (ORD 450-1986).

The definition of public information also applies to and includes any electronic 
communication created, transmitted, received, or maintained on any device if the 
communication is in connection with the transaction of official business.  This includes emails 
on district email accounts as well as on personal email accounts if the content of the email 
deals with district business.  It is the content of the email, not who has possession of it or the 
owner of the account, that will determine whether it is subject to the TPIA.

Under the Act, officers and employees who, in the transaction of official business, create or 
receive public information that has not been provided to the district’s public information 
officer become the temporary custodian of the information, even if the officer or employee is 
no longer associated with the District.  Temporary custodians who maintain public information 
on a privately owned devices must: (1) forward or transfer the public information to the school 
district or the school district’s server or (2) preserve the public information in its original form 
in a backup or archive and on the privately owned device for the time specified by the Act.

Public information that is the subject of an audit, TPIA request, or litigation must be preserved 
until the completion of the litigation, audit, or TPIA request. Additionally, there are state 
record retention schedules that apply to public information. These schedules identify public 
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information by its content, not the medium in which it is stored. Therefore, there is no schedule 
that applies to all emails or all text messages; rather, it is the substance of the email or text 
message that determines how long each one must be maintained  The required retention 
length could vary from “as long as administratively valuable” to 10 or more years depending 
on the content of the communication. Trustees should refer to state record retention schedule 
GR – Records Common to all Local Governments, and schedule SD- Records for Public School 
Districts, located at https://www.HoustonISD.org/Page/31617, for additional information 
concerning record retention requirements for specific documents.

If the District receives a request for public information involving information maintained, 
created, or received by trustees, including emails or text messages, the District’s Public 
Information Officer and Board Counsel will inform trustees of the nature of the request and 
the deadline for compliance.  If responsive information is maintained on District servers, 
the information will be downloaded and assembled for trustee review by the District 
prior to release of the information to the requestor. If the request concerns information 
maintained by trustees on private devices, trustees must provide all responsive information 
to the District’s Public Information Officer and/or Board Counsel by the deadline provided.  
The District’s Public Information Officer Board Counsel will work with trustees to filter 
responsive information from non-responsive information and to determine whether certain 
information may fall within a category of information excepted from disclosure under the Act 
(i.e., attorney-client privileged information, confidential personnel information, personally 
identifiable student information, etc.).

A person commits an offense if the person willfully destroys, mutilates, removes without 
permission, or alters public information, including information maintained on private devices 
which has not been transferred to district servers. An offense under these facts is punishable 
by a fine of not less than $25 or more than $4,000; or confinement in the county jail for not less 
than three days or more than three months; or both.

Additionally, an officer for public information, or the officer’s agent, commits an offense if, 
with criminal negligence, the officer or agent fails or refuses to give access to, or to permit or 
provide copying of, public information to a requestor.

An officer or employee of a school district commits a Class A misdemeanor if he or she 
knowingly or intentionally destroys or alienates a school district record. An officer or employee 
also commits a Class A misdemeanor, and under certain factual circumstances a third-degree 
felony, if he or she intentionally destroys, conceals, removes or otherwise impairs the verity, 
legibility, or availability of a school district record.
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r d
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t p
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ra
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r f
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m
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 d
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R
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T
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A

N
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T

U
D
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O

N
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C

A
L
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A

nn
ua

l, 
su

b-
an

nu
al

, o
r i

rr
eg

ul
ar

ly
 p

re
pa

re
d 

re
po

rts
, p

er
fo

rm
an

ce
 a

ud
its

, o
r p

la
nn

in
g 

st
ud

ie
s s

ub
m

itt
ed

 to
 th

e 
go

ve
rn

in
g 

bo
dy

 o
r 

ch
ie

f a
dm

in
is

tra
tiv

e 
of

fic
er

 o
f a

 lo
ca

l 
go

ve
rn

m
en

t o
r b

y 
th

e 
lo

ca
l g

ov
er

nm
en

t t
o 

a 
st

at
e 

ag
en

cy
, a

s m
ay

 b
e 

re
qu

ire
d 

by
 la

w
 o

r 
re

gu
la

tio
n,

 o
n 

th
e 

no
n-

fis
ca

l p
er

fo
rm

an
ce

 o
f 

a 
de

pa
rtm

en
t, 

pr
og

ra
m

, o
r p

ro
je

ct
 o

r f
or

 
pl

an
ni

ng
 p

ur
po

se
s, 

in
cl

ud
in

g 
th

os
e 

pr
ep

ar
ed

 
by

 c
on

su
lta

nt
s u

nd
er

 c
on

tra
ct

 w
ith

 a
 lo

ca
l 

go
ve

rn
m

en
t, 

ex
ce

pt
 d

oc
um

en
ts

 o
f s

im
ila

r 
ty

pe
s n

ot
ed

 in
 th

is
 o

r o
th

er
 c

om
m

is
si

on
 

sc
he

du
le

s. 
 (1

) A
nn

ua
l r

ep
or

ts
. 

 (2
) S

pe
ci

al
 re

po
rts

 o
r s

tu
di

es
 p

re
pa

re
d 

by
 

or
de

r o
r r

eq
ue

st
 o

f t
he

 g
ov

er
ni

ng
 b

od
y 

or
 

co
ns

id
er

ed
 b

y 
th

e 
go

ve
rn

in
g 

bo
dy

 (a
s 

re
fle

ct
ed

 in
 it

s m
in

ut
es

) o
r o

rd
er

ed
 o

r 
re

qu
es

te
d 

by
 a

 st
at

e 
ag

en
cy

 o
r a

 c
ou

rt.
 

 (3
) S

pe
ci

al
 re

po
rts

 o
r s

tu
di

es
 p

re
pa

re
d 

by
 

or
de

r o
r r

eq
ue

st
 o

f t
he

 c
hi

ef
 a

dm
in

is
tra

tiv
e 

of
fic

er
. 

 (4
) M

on
th

ly
, b

im
on

th
ly

, q
ua

rte
rly

, o
r s

em
i-

an
nu

al
 re

po
rts

. 
 (5

) W
or

ki
ng

 p
ap

er
s a

nd
 r

aw
 d

at
a 

us
ed

 to
 

cr
ea

te
 a

ny
 re

po
rt 

fo
r (

1)
 a

nd
 (2

) a
bo

ve
. 

 (6
) W

or
ki

ng
 p

ap
er

s a
nd

 r
aw

 d
at

a 
us

ed
 to

 
cr

ea
te

 a
ny

 re
po

rt 
fo

r (
3)

 a
nd

 (4
) a

bo
ve

.  
 

              PE
R

M
A

N
EN

T.
 

 PE
R

M
A

N
EN

T.
 

     5 
ye

ar
s. 

   3 
ye

ar
s. 

  3 
ye

ar
s. 

  1 
ye

ar
. 

                      R
et

en
tio

n 
N

ot
e:

  R
ev

ie
w

 b
ef

or
e 

di
sp

os
al

; s
om

e 
re

co
rd

s m
ay

 m
er

it 
PE

R
M

A
N

E
N

T
 re

te
nt

io
n 

fo
r 

hi
st

or
ic

al
 re

as
on

s. 
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R
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N
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C

A
L

) 
A

ct
iv

ity
 re

po
rts

 c
om

pi
le

d 
on

 a
 d

ai
ly

 o
r o

th
er

 
pe

rio
di

c 
ba

si
s p

er
ta

in
in

g 
to

 w
or

kl
oa

d 
m

ea
su

re
s, 

tim
e 

st
ud

ie
s, 

nu
m

be
r o

f p
ub

lic
 

co
nt

ac
ts

, e
tc

., 
ex

ce
pt

 re
po

rts
 o

f s
im

ila
r t

yp
es

 
no

te
d 

in
 th

is
 o

r o
th

er
 c

om
m

is
si

on
 sc

he
du

le
s. 

1 
ye
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R
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B
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IT
Y

  
W
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ve
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f l
ia

bi
lit

y,
 in

cl
ud

in
g 

st
at

em
en

ts
 

si
gn

ed
 b

y 
vo

lu
nt

ee
rs

 a
ck

no
w

le
dg

in
g 

no
n-

en
tit

le
m

en
t t

o 
be

ne
fit

s, 
ag

re
ei

ng
 to

 a
bi

de
 b

y 
lo

ca
l g

ov
er

nm
en

t p
ol

ic
ie

s, 
et

c.
 

 3
 y

ea
rs

 fr
om

 d
at

e 
of

 
ce

ss
at

io
n 

of
 a

ct
iv

ity
 fo

r 
w

hi
ch

 th
e 

w
ai

ve
r w

as
 

si
gn

ed
. 

R
et

en
tio

n 
N

ot
e:

 If
 a

n 
ac

ci
de

nt
 

oc
cu

rs
 to

 a
ny

 p
er

so
n 

co
ve

re
d 

by
 a

 
si

gn
ed

 w
ai

ve
r o

f l
ia

bi
lit

y,
 it

 m
us

t b
e 

re
ta

in
ed

 fo
r t

he
 sa

m
e 

pe
rio

d 
as

 
ac

ci
de

nt
 re

po
rts

.  
Se
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ite

m
 n

um
be
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G

R
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in
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 sc
he

du
le
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G

R
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C
O

N
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 D
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C
L

O
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R
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A
T

E
M
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T
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N
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C

O
N
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O
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T
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R
E
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Q
U

E
ST
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N

N
A

IR
ES

 

C
on

fli
ct

s d
is

cl
os

ur
e 

st
at

em
en

ts
 a

nd
 c

on
fli

ct
 

of
 in

te
re

st
 q

ue
st

io
nn

ai
re

s s
ub

m
itt

ed
 b

y 
lo

ca
l 

go
ve

rn
m

en
t o

ff
ic

er
s o

r v
en

do
rs

 a
nd

 o
th

er
 

pe
rs

on
s f

or
 fi

lin
g 

w
ith

 a
 lo

ca
l g

ov
er

nm
en

t i
n 

ac
co

rd
an

ce
 w

ith
 th

e 
re

qu
ire

m
en

ts
 o

f C
ha

pt
er

 
17

6,
 L

oc
al
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ov

er
nm

en
t C

od
e.

 

D
at

e 
of
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lin
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+ 

3 
ye

ar
s. 
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O
V

E
R

N
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E
N
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O
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E

R
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IS

T
S 

O
F 
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st

s o
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oc
al

 g
ov

er
nm

en
t o

ff
ic

er
s p

re
pa

re
d 

an
d 

m
ad

e 
av

ai
la

bl
e 

to
 th

e 
pu

bl
ic

 b
y 

th
e 

lo
ca

l 
go

ve
rn

m
en

t o
ff

ic
er

 w
ith

 w
ho

m
 c

on
fli

ct
s 

di
sc

lo
su

re
 st

at
em

en
ts

 a
nd

 c
on

fli
ct

 o
f i

nt
er

es
t 

qu
es

tio
nn

ai
re

s a
re

 fi
le

d 
in

 a
cc

or
da

nc
e 

w
ith

 
th

e 
re

qu
ire

m
en

ts
 o

f C
ha

pt
er
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, L
oc

al
 

G
ov
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nm

en
t C

od
e.

 

U
S 
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1 
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ar
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G
R

10
00
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5 

C
A

L
EN

D
A

R
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A
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O
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EN
T

 A
N

D
 

IT
IN

E
R

A
R

Y
 R

E
C

O
R

D
S 

C
al

en
da

rs
, a

pp
oi

nt
m

en
t b

oo
ks

 o
r p

ro
gr

am
s, 

an
d 

sc
he

du
lin

g 
or

 it
in

er
ar

y 
re

co
rd

s, 
pu

rc
ha

se
d 

w
ith

 lo
ca

l g
ov

er
nm

en
t f

un
ds

 o
r 

m
ai

nt
ai

ne
d 

by
 st

af
f d

ur
in

g 
bu

si
ne

ss
 h

ou
rs

 
th

at
 d

oc
um

en
t a

pp
oi

nt
m

en
ts

, i
tin

er
ar

ie
s a

nd
 

ot
he

r a
ct

iv
iti

es
 o

f a
ge

nc
y 

of
fic

ia
ls

 o
r 

em
pl

oy
ee

s. 

C
E 

+ 
1 

ye
ar

. 
R

et
en

tio
n 

N
ot

e:
 A

 re
co

rd
 o

f t
hi

s 
ty

pe
 p

ur
ch

as
ed

 w
ith

 p
er

so
na

l f
un

ds
, 

bu
t u

se
d 

by
 a

 p
ub

lic
 o

ff
ic

ia
l o

r 
em

pl
oy

ee
 to

 d
oc

um
en

t h
is

 o
r h

er
 

w
or

k 
ac

tiv
iti

es
 m

ay
 b

e 
a 

lo
ca

l 
go

ve
rn

m
en

t r
ec

or
d 

an
d 

su
bj

ec
t t

o 
th

is
 

re
te

nt
io

n 
pe

rio
d.

  S
ee

 O
pe

n 
R

ec
or

ds
 

D
ec

is
io

n 
63

5 
is

su
ed

 in
 D

ec
em

be
r 

19
95

 b
y 

th
e 

Te
xa

s A
tto

rn
ey

 G
en

er
al

. 
G

R
10

00
-4

6 
IN

SU
R

A
N

C
E 

C
L

A
IM

S 
C

la
im

s r
el

at
ed

 to
 li

ab
ili

ty
, t

he
ft,

 fi
re

, h
ea

lth
, 

lif
e,

 a
ut

om
ob

ile
, a

nd
 o

th
er

 in
su

ra
nc

e 
po

lic
ie

s. 

Se
ttl

em
en

t o
r d

en
ia

l o
f 

cl
ai

m
 +

 3
 y

ea
rs

. 
 

G
R
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00

-4
7 

C
U

ST
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M
E

R
 S

U
R

V
EY

S 
Su

rv
ey

s r
et

ur
ne

d 
by

 th
e 

cu
st

om
er

s o
r c

lie
nt

s 
of

 a
 lo

ca
l g

ov
er

nm
en

t, 
an

d 
th

e 
st

at
is

tic
al

 d
at

a 
m

ai
nt

ai
ne

d 
ra

tin
g 

a 
go

ve
rn

m
en

t’s
 

pe
rf

or
m

an
ce

. 

Is
su

an
ce

 o
f r

ep
or

t o
n 

re
su

lts
 o

f t
he

 su
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 +
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ar
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R
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N
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R
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R
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D

es
cr

ip
tio

n 
R

et
en

tio
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Pe
ri

od
 

R
em

ar
ks

 

*G
R

10
00

-5
0 

T
R

A
N

SI
T

O
R

Y
 

IN
FO

R
M

A
T

IO
N

 
R

ec
or

ds
 o

f t
em

po
ra

ry
 u

se
fu

ln
es

s t
ha

t a
re

 n
ot

 
an

 in
te

gr
al

 p
ar

t o
f a

 re
co

rd
s s

er
ie

s o
f a

 lo
ca

l 
go

ve
rn

m
en

t, 
th

at
 a

re
 n

ot
 re

gu
la

rly
 fi

le
d 

w
ith

in
 a

 lo
ca

l g
ov

er
nm

en
t’s

 re
co

rd
ke

ep
in

g 
sy

st
em

, a
nd

 th
at

 a
re

 re
qu

ire
d 

on
ly

 fo
r a

 
lim

ite
d 

pe
rio

d 
of

 ti
m

e 
fo

r t
he

 c
om

pl
et

io
n 

of
 

an
 a

ct
io

n 
by

 a
n 

of
fic

ia
l o

r e
m

pl
oy

ee
 o

f t
he

 
lo

ca
l g

ov
er

nm
en

t o
r i

n 
th

e 
pr

ep
ar

at
io

n 
of

 a
n 

on
go

in
g 

re
co

rd
s s

er
ie

s. 
 Tr

an
si

to
ry

 re
co

rd
s a

re
 n

ot
 e

ss
en

tia
l t

o 
th

e 
fu

lfi
llm

en
t o

f s
ta

tu
to

ry
 o

bl
ig

at
io

ns
 o

r t
o 

th
e 

do
cu

m
en

ta
tio

n 
of

 g
ov

er
nm

en
t f

un
ct

io
ns

. 
So

m
e 

ex
am

pl
es

 o
f t

ra
ns

ito
ry

 in
fo

rm
at

io
n,

 
w

hi
ch

 c
an

 b
e 

in
 a

ny
 m

ed
iu

m
 (v

oi
ce

 m
ai

l, 
fa

x,
 e

m
ai

l, 
ha

rd
 c

op
y,

 e
tc

.) 
ar

e 
dr

af
ts

 a
nd

 
w

or
ki

ng
 p

ap
er

s, 
ro

ut
in

e 
m

es
sa

ge
s;

 
te

le
ph

on
e 

m
es

sa
ge

 n
ot

ifi
ca

tio
ns

; i
nt

er
na

l 
m

ee
tin

g 
no

tic
es

; r
ou

tin
g 

sl
ip

s;
 in

co
m

in
g 

le
tte

rs
 o

r m
em

or
an

da
 o

f t
ra

ns
m

itt
al

 th
at

 a
dd

 
no

th
in

g 
of

 su
bs

ta
nc

e 
to

 e
nc

lo
su

re
s;

 a
nd

 
si

m
ila

r r
ou

tin
e 

in
fo

rm
at

io
n 

us
ed

 fo
r 

co
m

m
un

ic
at

io
n,

 b
ut

 n
ot

 fo
r t

he
 

do
cu

m
en

ta
tio

n,
 o

f a
 sp

ec
ifi

c 
go

ve
rn

m
en

t 
tra

ns
ac

tio
n.

 

A
V

. 
R

et
en

tio
n 

N
ot

e:
 R

ec
or

ds
 

m
an

ag
em

en
t o

ff
ic

er
s s

ho
ul

d 
us

e 
ca

ut
io

n 
in

 a
ss

ig
ni

ng
 th

is
 re

co
rd

 se
rie

s 
to

 re
co

rd
s o

f a
 lo

ca
l g

ov
er

nm
en

t t
o 

m
ak

e 
ce

rta
in

 th
ey

 a
re

 n
ot

 p
ar

t o
f 

an
ot

he
r r

ec
or

ds
 se

rie
s l

is
te

d 
in

 th
is

 
sc

he
du

le
 o

r, 
fo

r r
ec

or
ds

 se
rie

s u
ni

qu
e 

to
 a

n 
ag

en
cy

, a
re

 n
ot

 p
ar

t o
f a

 re
co

rd
s 

se
rie

s t
ha

t d
oc

um
en

ts
 th

e 
fu

lfi
llm

en
t 

of
 th

e 
st

at
ut

or
y 

ob
lig

at
io

ns
 o

f t
he

 
ag
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ra
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r r
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 c
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s p
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 D
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s p
ar

t, 
th

e 
te

rm
 “

em
pl

oy
ee

” 
al

so
 in

cl
ud

es
 e

le
ct

ed
 o

r a
pp

oi
nt

ed
 o

ff
ic

ia
ls

 o
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 p
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s o
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 re
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r c
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 C
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 C
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t C
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 c
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l m
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 d
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 c
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l f
ile

 a
re

 n
ot

 sp
ec

ifi
ed

, b
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 m
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 m
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t b
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 c
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s m
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t p

er
so

nn
el

 fi
le

 in
 sh

er
iff

s’
 d
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R
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T
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 d
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 d
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at
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R
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f c
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r p
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N
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N
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 c
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 re
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 p
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 c
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s. 

B
y 

re
gu

la
tio

n 
- 2

9 
C

FR
 1

60
2.

31
, 

16
02

.4
0,

 a
nd

 1
60

2.
49
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N
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os
e 

no
te

d 
(a

)-
(c

), 
re

la
tin

g 
to

 th
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r c
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ra
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s o
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 c
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f c
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t b
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C
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R
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R
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or
ts

 o
f i

nt
er

vi
ew

s, 
an

al
ys

es
, a

nd
 si

m
ila

r 
re

co
rd

s r
el

at
in

g 
to

 th
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 p
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 re
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 d
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 p
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t p
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C

FR
 1

60
2.

31
, 

16
02

.4
0,

 a
nd

 1
60

2.
49
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N
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f p
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 d
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 p

ay
ro

ll 
se

e 
G

R
10

50
-5

2(
b)

. 
*G

R
10

50
-0

8a
 

E
M

PL
O
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 b
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 d
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 d
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 p
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 m
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 p
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 c
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at
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t b
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 p
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 d
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 m
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r o
r b
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l r
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 d
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l d
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 b
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ra
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 p
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r f
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R
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at
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ra
m

s. 
 

2 
ye

ar
s. 
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 re
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R
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 c
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f k
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 d
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r d
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R
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at
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 p
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; o
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 d
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re
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w
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y 
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 c
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 m
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r m
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at
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 d
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m
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tio
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w
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 d
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m
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r d
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 d
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es
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f 

le
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f a
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en
ce

 o
r s
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pe

ns
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n 
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at
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ff
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t 
co

m
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tio

n 
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 le
ng
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f s
er
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e 
or

 
sa
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h 
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n 
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di

ng
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ep

 o
r m

er
it 
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t 

re
ce

nt
 p
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 a
cc

es
s o
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n 
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; a

nd
 d
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e 

of
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tio

n.
 

 D
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e 
of

 se
pa

ra
tio

n 
+ 

75
 y

ea
rs

. 
Fo

r o
th

er
 in

fo
rm

at
io

n 
on

 e
m

pl
oy

ee
s 

th
at

 m
us

t a
ls

o 
be

 re
ta

in
ed

 e
ith

er
 a

s p
ar

t 
of

 th
is

 re
co

rd
 o

r i
n 

an
ot

he
r f

or
m

, s
ee

 
ite

m
 n

um
be

rs
 G

R
10

50
-5

2(
b)

 a
nd

 
G

R
10

50
-5

4(
a)

. 
 R

et
en

tio
n 

N
ot

es
:  

a)
 T

hi
s s

ch
ed

ul
e 

do
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 n
ot

 re
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ire
 th

e 
cr

ea
tio

n 
of

 a
n 

em
pl

oy
ee

 se
rv

ic
e 

re
co

rd
 o

f t
he

 ty
pe

 
de

sc
rib

ed
, b

ut
 th

e 
cr

ea
tio

n 
of

 th
e 

re
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rd
 is
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ng
ly

 re
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m
m

en
de

d 
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lo
w
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eq

ue
nt

 d
is
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sa

l o
f d

oc
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en
ts
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 w
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io
n 
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s b
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n 
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m

m
ar

iz
ed

. I
f a

n 
em

pl
oy

ee
 se

rv
ic

e 
re

co
rd

 is
 n

ot
 m

ai
nt
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ne

d,
 d
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en
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(e

.g
., 
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pl

oy
m

en
t a

pp
lic

at
io

ns
, 

pe
rs

on
ne

l a
ct

io
n 

fo
rm

s)
 c
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ta

in
in

g 
th

e 
pr
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n 

m
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t b
e 
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ed
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e 
of

 se
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+ 

75
 y

ea
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e 
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 d
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at
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 b
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at
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 c
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 c
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 d
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 m
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 b
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ra
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 p
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r p
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 re
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ra
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ra
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 o
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Y
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ra
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r d
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t p
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d)

 o
r f
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 p
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 c
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lts

 a
nd

 a
lc

oh
ol

 
te

st
 re

su
lts

 w
ith

 a
 c
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at
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s o
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r p
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 p
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N
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, c
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r r
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 p
ar

t, 
on

 
an

y 
as

pe
ct

 o
f t

he
 p
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 m
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N
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R
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 d
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; c
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 c
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N
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R
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N
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R
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at
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t c
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 c
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 c
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 p
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r t
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R
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ra
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nt
ar

y 
or

 re
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 c
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ra
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at
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 d
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R
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E
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R
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N
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E
D

U
C

T
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R
E
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O

R
D
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 c
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ta
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w
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g 

pa
yr
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l i
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or

m
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io
n 
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 e
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h 
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pl

oy
ee
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na

m
e,
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st

 k
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w
n 
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es
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nd
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al

 
se
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rit

y 
nu

m
be

r, 
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ou
nt
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f w
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 p
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e 
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oy
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r e
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h 
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ol
l p
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al

l d
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tio
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R
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w
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 d
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s b
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n 
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 e
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s 
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 o
r r
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or

d 
th
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ni
ng
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de
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ct

io
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r 
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 p
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 p
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d.
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as
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r p
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ro
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re
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st

er
 w
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ow
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ni
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s 
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d 
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du

ct
io
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r 
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ch
 p

ay
 p
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d.
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C
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.1
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R
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R
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R
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 c
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w

in
g 
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 d
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m
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at

io
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n 
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 e
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h 
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 d
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e 
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 b
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y 
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m
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r, 
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d 
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 c
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r d
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r r
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Se
rv

ic
e 

R
ec

or
d 

(s
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 p
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at
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r p
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 o
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l p
er

so
ns

 
em

pl
oy

ed
 d
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R
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 re
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 d
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at
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 C
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 d
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 d
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r p
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 c
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f d
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r p
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 d
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 p
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r d
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 d
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 p
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R
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r r
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tm

en
ts

 to
 p
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 d
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 d
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 p
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m
s)

.  
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ra
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r f
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l f
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N
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N
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rt 
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e 
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 d
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 d

ep
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 a

nd
 

tra
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m
itt

al
 o

f p
ay

ro
ll 
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 u

ne
m

pl
oy

m
en

t 
ta

xe
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W
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, 1
09

9)
. 
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r t
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du
e 
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r d
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w
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ch

ev
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r. 

B
y 
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 4
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22
5(
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l f
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m
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A
 re
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 c
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f t

he
 

un
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ed
 a

cc
um
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at

ed
 si

ck
 le
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e 

of
 e

ac
h 

em
pl

oy
ee

 if
 (1

) a
ll 

or
 a

 p
er

ce
nt

ag
e 

of
 

ac
cu

m
ul

at
ed

 si
ck

 le
av

e 
is

 u
se

d 
to

 
ca

lc
ul

at
e 

le
ng

th
 o

f s
er

vi
ce

 a
nd

/o
r (

2)
 

ac
cu

m
ul

at
ed

 si
ck

 le
av

e 
is

 c
re

di
ta

bl
e 

to
 

an
 e

m
pl

oy
ee

 if
 re
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re

d.
 

Th
e 

re
te

nt
io

n 
of

 
an
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of

 th
e 

fo
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w
in

g 
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r d
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e 
of

 se
pa
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tio

n 
+ 

75
 

ye
ar

s w
ill
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fy
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e 
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R
D

E
R

 A
N

D
 

R
E

C
E

IP
T

 R
EC

O
R

D
S 

Pu
rc

ha
si

ng
 lo

g,
 re
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 p
ur

ch
as

e 
or

de
rs

 is
su

ed
, o

rd
er

s r
ec

ei
ve

d,
 a

nd
 si

m
ila

r d
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R
D
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O
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N
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) f
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at
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S.

 T
hi

s i
nc

lu
de

s W
-9

 fo
rm

s 
re

ce
iv

ed
 b

y 
lo

ca
l g

ov
er

nm
en

ts
 fr

om
 v

en
do

rs
.  

D
at

e 
ac

co
un

t i
s 

op
en

ed
 o

r d
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 re
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 b
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r d
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r t
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 p
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r m
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 m
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t d
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 p
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, d
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 o
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f d
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 b
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t b
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C
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L
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1. In addition to the assigned responsibilities related to the func-
tion and duties of the Houston Independent School District 
(HISD) Board of Education as a governing body, the manager, 
Board Services, with support staff members will provide the fol-
lowing personal assistance and services to Board members in 
the conduct of business directly related to their responsibilities 
as officials of the Board. 

a. Board Services staff members schedule routine meetings 
(i.e., Board meetings, agenda review, workshops, hear-
ings, special meetings, etc.); make logistical arrangements 
for out-of-town Board member travel to conferences (i.e., 
registration, airline bookings, car rental, and hotel reserva-
tions); respond to invitations; and maintain a master ca-
lendar of Board member activities.  Additionally, individual 
Trustee district meetings are scheduled on a regular basis, 
as requested.  Fall open house schedules, spring gradua-
tion schedules, and the annual Board awards schedules 
are also provided to Board members.  The Board presi-
dent, with the assistance of the Board Services manager, 
schedules retreats and other special meetings. 

b. A Board referral is any verbal or written communication re-
ceived from a Board member requesting information or 
resolution of an issue.  Referrals may be the result of 
questions or concerns from parents, employees, and 
community members and may include complaints, griev-
ances, or dissatisfaction with the District, its services, 
practices, programs, or employees.  The manager, Board 
Services, assigns the referral to the appropriate direct re-
port to the Superintendent.  The direct report to the Super-
intendent must forward a written response to the manager, 
Board Services, or designee via hard copy or electronic 
mail within five working days of receipt of the referral.  See 
Reference (h).  The manager, Board Services, provides 
Board members with a weekly report concerning the status 
of referrals.  See Reference (g). 

c. To effectively serve the community, Board Services serves 
as a liaison between Board members and their constitu-
ents.  The community liaison staff member is responsible 
for bringing written and verbal concerns to the attention of 
Board members via an established referral process.  See 
Reference (g).  The referral process ensures that constitu-
ent concerns are reviewed and responded to accordingly.  
A written status report on all constituent concerns is distri-
buted to Board members on a weekly basis.  

BOARD SERVICES 
OFFICE 

SCHEDULES 

BOARD REFERRALS 

CONSTITUENT 
CONCERNS 
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d. Board Services maintains and provides a calendar of 
Board workshops and meetings that is distributed to the 
Board and senior administrative staff members.  Also pro-
vided is a weekly calendar of District and community 
events that Board members will be attending.  See Refer-
ence (e). 

e. The Board Services staff writer provides professional writ-
ing services to support Board members in their duties.  
Writing assignments include: speech-writing, Board greet-
ings, Board commendations, position papers, editorial ar-
ticles, contest entries, brochures, preparing Power Point 
presentations, and general business correspondence.  
Additionally, Board Services maintains an active Board of 
Education Web site at www.houstonisd.org (Department 
locator, Board Services). 

f. The Board consists of nine members elected from single-
member districts who serve for a period of four years.  
Elections are held every two years.  Board Services pro-
vides candidates with information and documents neces-
sary to run a campaign.  Board Services also collects filing 
fees, reminds candidates of report due dates, publishes 
Notice of School Trustee Election(s) in local newspapers, 
and assists Governmental Relations with coordinating the 
election process with city and county officials.  Every can-
didate and office holder is required to file semiannual re-
ports of contributions and expenditures by January 15 and 
July 15 of each year.  Candidates and office holders must 
file semiannual reports, even if there is no activity to report 
during the period covered.  See References (a), (b), (c), 
and (d). 

g. Minutes are prepared by the meeting coordinator for all 
regular meetings, special meetings, hearings, and work-
shops.  Copies of the minutes are maintained in Board 
Services and are available to the public upon request. 

h. Board Services provides secretarial assistance for individ-
ual Board members and assists with correspondence and 
other administrative tasks. 

i. Board Services provides personally identifiable stationery 
and necessary office supplies for each Board member. 

j. Board Services provides printing, mailing and graphic de-
sign assistance through HISD Printing Services, HISD De-
sign Department, and the District Post Office through a 

CALENDAR 

WRITING SERVICES 

TRUSTEE 
ELECTIONS 

MEETING MINUTES 

 SECRETARIAL 
ASSISTANCE 

OFFICE SUPPLIES 

PRINTING, MAILING, 
AND GRAPHIC 
DESIGN 
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fee-for-service plan to facilitate the distribution of informa-
tion to constituents.  See Reference (f). 

k. Board Services facilitates travel arrangements for out-of-
district events.  Travel arrangements include booking air-
line reservations, reserving hotel accommodations, car 
rental, and etc.  In addition, Board Services arranges for 
transportation to and from the airport, if needed, and 
transportation for in-district events in an emergency or un-
usual circumstance.   

l. Board Services provides refreshments for lengthy Board 
meetings and food when meetings extend beyond the 
meal hour.  Additionally, receptions are planned for out-
going Board members and/or incoming newly elected 
Board members. 

m. Board members are required, by policy, to obtain a certain 
amount of continuing education requirements annually.  
The meeting coordinator retains course credit receipts and 
provides a summary update twice per year to all Board 
members indicating whether or not they have met their 
annual education requirements. 

n. Board Services will provide any other service that is prac-
ticable and falls within the purview of the laws governing 
expenditures. 

2. This regulation does not require consultation. 

3. The chief of staff is responsible for maintenance of this regula-
tion. 

REFERENCES: 

(a) Board Policy BBB(LEGAL) 

(b) Board Policy BBB(LOCAL) 

(c) Board Policy BBFA(LOCAL) 

(d) Board Policy BBG(LOCAL) 

(e) BBA1(REGULATION) 

(f) BBG1(REGULATION) 

(g) BBE2(REGULATION) 

(h) BED1(REGULATION) 

TRAVEL 
ARRANGEMENTS 

ACCOMMODATIONS 

CONTINUING 
EDUCATION AND 
TRAINING 

OTHER SERVICES 

CONSULTATION 

MAINTENANCE 
RESPONSIBILITY 
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ADDENDUM E
Communications Scripts

1. Recommended Script 1
For Asking for the Appointment to Meet Legislator for the First Time  
(Ask for the person directly; sometimes you’ll get through.) 
 
“Good morning/afternoon, can I speak to <Legislator>?” 
 
If you get to talk to the Legislator directly… 
 
“Hi, <Legislator>, this is <Your Name>, Houston ISD Board Trustee. I would love to have an 
opportunity to meet with you face-to-face and quickly go over our Legislative Agenda. Is 
there a good time for us to get together? I will be in your area on <this date> or <this date>. Do 
either of those dates work for you? Great! What time on that date are you available?” 
 
“Finally, please consider me a source if you have any questions or want to know any thoughts 
about how a bill or piece of legislation will affect the School District. I will seek out and 
provide any data or feedback that you need. I can be reached at <Your Cell Phone Number>. 
*pause* Thank you so much for taking my call. I look forward to our meeting.”
 
If they are not available, then say…
“Not a problem, <Staff Member>, can I leave a message with you, then? Excellent! The 
purpose of my call is to put 10-15 minutes on his/her schedule in the future. 
 
*pause* My name is <Your Name>,Houston ISD Board Trustee. I would love to have an 
opportunity to meet with <Legislator> face-to-face and quickly go over our Legislative 
Agenda. Is there a good time for us to get together? I will be in your area on <this date> or 
<this date>. Do either of those dates work for <Legislator>? Great! What time on that date is 
<Legislator> available?” 
 
“Finally, please consider me a source if you have any questions or want to know any thoughts 
about how a bill or piece of legislation will affect the School District. I will seek out and 
provide any data or feedback that you need. I can be reached at <Your Cell Phone Number>. 
 
*pause* Thank you so much for taking my call. I look forward to connecting with  
<Legislator> in the future.” 
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Thoughts on 2nd and Subsequent Calls
Invite them to the next School District function of interest. Whether it be them or their 
Staff Member, invite them to football games, school visits, anything. Always thank them 
for taking your call, attending the School District event, etc. Always invite them to another 
School District function. Ask them personal questions, such as: 

Where did you go to high school? What was your favorite part about school? What 
information do you want me to pass back to the Board? What are you communicating lately 
to your constituents that you want me to share with the School District? What legislation is 
coming that may be of interest to the School District?

2. Recommended Email Script For Asking for the Appointment to Meet Legislator for the First Time
This is very similar to the phone script and should not be a substitute, but could be an 
additional reminder. You should ALWAYS start with a phone call, followed by an email. 
Otherwise, emails tend to get lost.

Dear Legislator,

It was a pleasure talking with <Staff Member> on <the date you spoke with Staff Member>. 
This is just a quick follow up from that call.

My purpose was threefold:
1) �To see if there was a time on <this date> or <this date> to get on your schedule for 10 or 

15 minutes to update you on the Houston ISD Legislative Agenda
2) �Invite you out to <Name of School District Event> on <Date of School District Event>. 

There’s going to be close to <Number> students (and/or families, whichever is more 
applicable) in attendance

3) �Give you my cell phone number and email address, should you need the School District 
to provide you with any facts, findings or data to help you in crafting or voting on bills

I look forward to talking and meeting with you in the very near future. And hey, feel free to 
call me at <Your Cell Phone Number>. Thanks for all you do for the students of Houston ISD.

Cordially,

Your Name
Houston ISD Board Trustee
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3. Recommended Agenda For First Meeting (with Legislator or Staff Member)
Should you get an appointment, take it very seriously. Be conscious of their time and realize 
it is in flux and that the appointment may shift or even be canceled at the last minute.

“Thank you so much for meeting with me/us today. I am…”

“I/We know your time is precious. Do you mind if I share our Legislative Agenda with you?  
I will also leave a few copies with you. I am not going to read this to you, but there is one item 
on the Legislative Agenda that I do want to point out…”

“What can the School District do to help you?”

“What issues are you running across that may be of interest to the School District?” 

“Finally, I/we would love to invite you or your staff to X.”

As you leave, “I/We want to develop an ongoing relationship with you, so feel free to reach out 
to me/us for any reason.” Leave card(s).

B.5.a

Packet Pg. 140



121 |   Board Operating Procedures

ADDENDUM F
HISD Policy BBF Local- Board Member Ethics
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ETHICS (LOCAL)  

DATE ISSUED: 12/20/2012    1 of 2 
LDU 2012.12  
BBF(LOCAL)-X   

As a member of the Board, I shall promote the best interests of the 
District as a whole, and, to that end, I shall adhere to the following 
educational and ethical standards: 

1. I shall be fair, just, and impartial in all my decisions and ac-
tions. 

2. I shall avoid the appearance of conflict of interest and the ap-
pearance of impropriety.  [See CAA(LOCAL)] 

3. I shall be accountable to the public by representing District 
policies, programs, priorities, and progress accurately. 

4. I shall base my actions around the foundation of the District’s 
legal and ethical policies and procedures, including bringing 
about desired changes through legal and ethical means, con-
sistently upholding and enforcing all laws, State Board of Ed-
ucation rules, and court orders pertaining to schools and the 
District. 

5. I shall make decisions in terms of what is best for the educa-
tional welfare of all students in the District, regardless of an 
individual's age, race, color, ancestry, national origin, sex, 
handicap or disability, marital status, religion, veteran status, 
political affiliation, sexual orientation, gender identity, and/or 
gender expression. 

6. I shall recognize that decisions must be made by the Board 
as a whole and make no personal promise or take private ac-
tion that may compromise the Board, the District, my perfor-
mance, or my responsibilities. 

7. I shall focus my attention on fulfilling the Board’s responsibili-
ties of policy making, goal setting, planning, and evaluation, 
and shall insist on regular and impartial evaluation of all staff 
members. 

8. I shall support and protect school personnel in the proper per-
formance of their duties who are acting in accordance with 
federal, state and local laws, Board policy, or other applicable 
criteria. 

9. I shall hold confidential all matters that, if disclosed, may 
needlessly injure the District, individuals, or the schools, and 
respect the confidentiality of information that is privileged un-
der applicable law. 

10. I shall diligently prepare for and attend all regularly scheduled 
Board meetings insofar as possible and shall ensure I be-

CODE OF ETHICS 

B.5.a

Packet Pg. 141



122 |   Board Operating Procedures

Houston ISD  
101912  
  
BOARD MEMBERS BBF 
ETHICS (LOCAL)  

DATE ISSUED: 12/20/2012   ADOPTED: 2 of 2 
LDU 2012.12  
BBF(LOCAL)-X   

come informed concerning the issues to be considered at 
those meetings. 

11. I shall avoid personal involvement in activities the Board has 
delegated to the Superintendent. 

12. I shall endeavor to make decisions only after full discussion at 
publicly held Board meetings, rendering all decisions based 
on the available facts rather than supposition, opinion, or pub-
lic favor.  I shall share my views while working for consensus. 

13. I shall refuse to surrender my judgment to individuals or spe-
cial groups. 

14. I shall encourage the free expression of opinion by all Board 
members and shall be responsive to the community by seek-
ing its involvement in District affairs and by communicating 
the priorities and concerns of students, staff members, par-
ents, teachers, and all elements of the community. 

15. I shall truthfully communicate to Board members and the Su-
perintendent, at appropriate times, expressions of public reac-
tion to Board policies and school programs. 

16. I shall seek continuing education that will enhance my ability 
to fulfill my duties effectively; including becoming informed 
about current educational issues by individual study and 
through participation in programs providing needed infor-
mation, such as those sponsored by state and national school 
board associations. 

17. I shall refrain from using my Board position for personal or 
partisan gain. 

18. As a Board member, I shall remember always that I must re-
main focused on the educational welfare of all the students at-
tending the public schools, and the prudent and accountable 
use of District resources. 

Board member agreement to the standards herein shall be docu-
mented and agreed upon by his or her signing of BBF(EXHIBIT). 
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ADDENDUM G
Board Agenda Calendar

Agenda Preparation: Significant Dates For Board 

 2020–2021 
 

 
AUGUST  SEPTEMBER  OCTOBER  NOVEMBER 

S M T W T F S  S M T W T F S  S M T W T F S  S M T W T F S 
      1    1 2 3 4 5      1 2 3  1 2 3 4 5 6 7 

2 3 4 5 6 7 8  6 7 8 9 10 11 12  4 5 6 7 8 9 10  8 9 10 11 12 13 14 
9 10 11 12 13 14 15  13 14 15 16 17 18 19  11 12 13 14 15 16 17  15 16 17 18 19 20 21 

16 17 18 19 20 21 22  20 21 22 23 24 25 26  18 19 20 21 22 23 24  22 23 24 25 26 27 28 
23 24 25 26 27 28 29  27 28 29 30     25 26 27 28 29 30 31  29 30      
30 31                              

                               

DECEMBER  JANUARY  FEBRUARY  MARCH 
S M T W T F S  S M T W T F S  S M T W T F S  S M T W T F S 
  1 2 3 4 5       1 2   1 2 3 4 5 6   1 2 3 4 5 6 

6 7 8 9 10 11 12  3 4 5 6 7 8 9  7 8 9 10 11 12 13  7 8 9 10 11 12 13 
13 14 15 16 17 18 19  10 11 12 13 14 15 16  14 15 16 17 18 19 20  14 15 16 17 18 19 20 
20 21 22 23 24 25 26  17 18 19 20 21 22 23  21 22 23 24 25 26 27  21 22 23 24 25 26 27 
27 28 29 30 31    24 25 26 27 28 29 30  28        28 29 30 31    

        31                       
                               

APRIL  MAY  JUNE  JULY 
S M T W T F S  S M T W T F S  S M T W T F S  S M T W T F S 
    1 2 3        1    1 2 3 4 5      1 2 3 

4 5 6 7 8 9 10  2 3 4 5 6 7 8  6 7 8 9 10 11 12  4 5 6 7 8 9 10 
11 12 13 14 15 16 17  9 10 11 12 13 14 15  13 14 15 16 17 18 19  11 12 13 14 15 16 17 
18 19 20 21 22 23 24  16 17 18 19 20 21 22  20 21 22 23 24 25 26  18 19 20 21 22 23 24 
25 26 27 28 29 30   23 24 25 26 27 28 29  27 28 29 30     25 26 27 28 29 30 31 

        30 31                      
 

Agenda Emailed Hard Copies Questions Due Answers Due Agenda Rev./Add’l Q’s 
Requests to Remove from Consent Agenda Revised Q&A Regular Meeting Offices Closed 

 

Agenda PDF Paper 
Agenda 

Trustee 
Questions To 
Chief Of Staff 

Answers Sent To 
Board/Q&A Posted 

On Line 

Agenda 
Review/ 

Add’l Questions 

Remove 
From 

Consent 
Agenda 

Revised Q&A 
To Board & 
Posted On 

Line 

Board 
Meeting 

PDF emailed 
to board by 
5:00 p.m. 

Hard copies 
ready for 
pickup or 
delivery 

5:00 p.m. 5:00 p.m. 

Additional 
questions to CoS 

by end of 
meeting 

Requests to 
CoS Fri. 9:00 
a.m. – Mon. 

noon 

12:00 p.m. 5:00 p.m. 

7/28/20 7/30/20 7/31/20 8/5/20 8/6/20 8/7/20 8/10/20 8/13/20 
8/25/20 8/27/20 8/28/20 9/2/20 9/3/20 9/4/20 9/8/20 9/10/20 
9/22/20 9/24/20 9/25/20 9/30/20 10/1/20 10/2/10 10/5/20 10/8/20 

10/27/20 10/29/20 10/30/20 11/4/20 11/5/20 11/6/20 11/9/20 11/12/20 
11/17/20 11/19/20 11/20/20 12/2/20 12/3/20 12/4/20 12/7/20 12/10/20 
12/15/20 12/17/20 12/18/20 1/6/21 1/7/21 1/8/21 1/11/21 1/14/21 
1/26/21 1/28/21 1/29/21 2/3/21 2/4/21 2/5/21 2/8/21 2/11/21 
2/23/21 2/25/21 2/26/21 3/3/21 3/4/21 3/5/21 3/8/21 3/11/21 
3/23/21 3/25/21 3/26/21 3/31/21 4/1/21 4/5/21 4/6/21 4/8/21 
4/27/21 4/29/21 4/30/21 5/5/21 5/6/21 5/7/21 5/10/21 5/13/21 
5/25/21 5/27/21 5/28/21 6/2/21 6/3/21 6/4/21 6/7/21 6/10/21 
7/27/21 7/29/21 7/30/21 8/4/21 8/5/21 8/6/21 8/9/21 8/12/21 

 
Issued June 23, 2020 
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ADDENDUM H
Sample Monitoring Calendar and Monitoring Report
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ADDENDUM I
Board Member Training

The following continuing education requirements are defined in SBOE rule Texas 
Administrative Code (TAC) §61.1 and Texas Government Code sections 551.005 and 552.012.

Type of 
Continuing 
Education

First Year 
Board 

Members

Experienced 
Board 

Members

Provider

Local District Orientation 3 hours within  
first 120 days

Not required Local District

Orientation to the Texas Education Code 3 hours within  
first 120 days

Not required Education Service 
Center

Update to the Texas Education Code Not required Of sufficient length to 
address major changes

Any registered provider

Evaluating & Improving Student 
Outcomes

3 hours Every 2 years Any authorized provider, 
including LSG Coaches

Team-building Session and 
Assessment of Continuing  
Education Needs of the  
Board-Superintendent Team

3 hours 3 hours annually Any registered provider

Additional Continuing Education, 
based on assessed need and 
Framework for School  
Board Development

10 hours 5 hours annually Any registered provider

Open Meetings Training 1 hour within  
first 90 days

 Attorney General’s 
Office or other  
approved provider

Public Information Act Training Check local district policy for  
board requirements

From TEA’s website at  
https://tea.texas.gov/Texas_Schools/School_Boards/School_Board_Member_Training, 
visited on January 28, 2020. 
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Board Training Requirements

New

Experienced

Tier 1
Orientation/

Updates

Tier 2
Teambuilding

Tier 4*
Student 

Achievement

Tier 3
Additional, based on 

assessed needs

Local Orientation
Orientation to the 
Texas Education 
Code

Legislative Update
After legislative 

session

3 hours
each year

10 hours
first year

5 hours
each year

3 hours
every two years

3 hours
every two years

* Added in 2018
** OMA and PIA training is required of all elected officials and is not 
specific to SBOE training rules for school board members.

Open Meetings**
Public Information**
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Houston ISD  
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BOARD MEMBERS BBG 
COMPENSATION AND EXPENSES (LEGAL) 

 

DATE ISSUED: 6/9/2017    1 of 1 
UPDATE 108  
BBG(LEGAL)-P  

 

Board members serve without compensation.  Education Code 
11.061(d) 

Local funds and state funds not designated for a specific purpose 
may be used for purposes necessary in the conduct of the public 
schools determined by the board.  Reimbursement of travel ex-
penses for school board members is not illegal if the reimburse-
ment is determined to be necessary in the conduct of the school 
and to serve a proper public purpose.  Education Code 45.105(c); 
Atty. Gen. Op. H-133 (1973) 

A board may not pay the travel expenses of spouses and other 
persons who have no responsibilities or duties to perform for the 
board when they accompany board members to board-related ac-
tivities.  Atty. Gen. Op. MW-93 (1979) 

An officer of a school district who is engaged in official business 
may participate in the comptroller’s contract for travel services.  
Gov’t Code 2171.055(f); 34 TAC 20.406(b)(2)(F) 

Note: For guidance regarding board member expense reim-
bursement and income tax issues, see the TEA Financial 
Accountability System Resource Guide, Section 1.9.2.2 
Employee/Board Member Travel and Business Expens-
es. 

MEMBERS’ EXPENSES 

NONMEMBERS’ 
EXPENSES 

TRAVEL SERVICES 
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BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

DATE ISSUED: 10/3/2005 1 of 3
LDU-40-05
BBG(LOCAL)-X   

Education-related meetings, functions, and activities of, or spon-
sored by, the following entities are approved for travel at the ex-
pense of the District:

1. National School Board Association

2. Texas Association of School Boards

3. National Organization for Legal Problems of Education

4. International Baccalaureate of North America

5. American Personnel and Guidance Association

6. Houston ISD

7. Council of Great City Schools

8. Texas Business Education Coalition

9. Congressional Black Caucus

10. National Alliance of Black School Educators

11. Legislature-related activities in Austin

12. Texas Alliance of Black School Educators

13. International Reading Association

14. Association for Supervision and Curriculum Development

15. American Association of School Administrators

16. National Association of Bilingual Educators

17. Texas Association of Bilingual Educators

18. Texas Computer Education Association

19. American Association of School Personnel Administrators

20. Council for Exceptional Children

21. National Association of Latino Elected Officials

22. National Coalition of Essential Schools

23. Council of Urban Boards of Education (CUBE)

24. National Organization of Black School Board Members

25. Texas Association of Partners in Education

26. Congressional Hispanic Caucus

BOARD TRAVEL
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Houston ISD
101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

DATE ISSUED: 10/3/2005 2 of 3
LDU-40-05
BBG(LOCAL)-X   

Other travel may be approved by the President of the Board. The
Vice-President shall be responsible for approving other travel re-
quested by the President. The Board shall have final responsibility
in determining compliance with this policy.

Travel for the Board of Education shall adhere to the following
guidelines:

1. Annually, a travel budget for the Board shall be established as
part of the budget planning process and shall be budgeted in
the General Fund as part of the Board Services Board Trus-
tee travel account.

2. The Board travel budget established as part of the budget
planning process shall be divided equally among the Board.
The travel allocation for each Board Trustee shall reimburse
all out-of-District travel expenditures, including airfare, regis-
tration fees, mileage reimbursement, car rental, hotel
charges, meal reimbursement, telephone calls, and airport
parking. For all travel taken, Board Trustees shall file a travel
statement with receipts accounting for travel amounts actually
expended. The travel allocation may be also used for in-
District travel expenditures.

3. All costs due to cancellation of trips, which cannot be re-
funded, or additional costs associated with the change of
travel arrangements shall be charged to the Board Trustee
unless deemed an emergency by the Board President.

4. The following travel costs shall be budgeted separately and
shall not be allocated against the Board’s annual travel alloca-
tion:

a. Travel costs incurred on trips for state and federal legis-
lative matters;

b. Meetings with TEA;

c. Travel costs incurred in representing the District as the
Board-appointed delegate representative to TASB; and

d. Other designated representation approved by the Board
President.

5. Travel accounts shall be maintained by the Chief Financial
Officer who will submit quarterly travel reports to the Board.

6. Unused funds at the end of the fiscal year shall revert to the
District’s General Fund undesignated fund balance. Ex-
penses exceeding an individual Trustee’s share of the travel
budget shall be borne by that Trustee individually.

EXPENSE
REIMBURSEMENT
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Houston ISD
101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

DATE ISSUED: 10/3/2005 3 of 3
LDU-40-05
BBG(LOCAL)-X 

ADOPTED:

The Board President shall have the use of a national credit card for
expenses incurred in accordance with this policy.

The District shall furnish the Board a place to hold regular and
special meetings. The Board shall determine the seating arrange-
ments, times, dates, and structure of the meetings at the first regu-
lar meeting in January of each year.

Each Trustee shall be furnished with a desk, telephone, and a
gathering place to meet with others, as well as a parking space at
the Central Administration Office.

The Supervisor of the Board Services Office shall report directly to
the Board through the Board President on all assigned responsibili-
ties and duties related to the functions of the Board as a govern-
mental body.

The Supervisor of the Board Services Office shall provide reason-
able personal assistance and services to Board members in the
conduct of business directly related to their responsibilities and ob-
ligations as District officials. In all matters related to administrative
functions, the Supervisor of the Board Services Office shall report
to the Superintendent’s designee.

ACCOMMODATIONS
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BOARD MEMBERS BBG 
COMPENSATION AND EXPENSES (REGULATION) 
 

DATE ISSUED: 12/14/2009    1 of 1 
LDU 2009.09   
BBG(REGULATION)-X   
 

The following regulations are provided at this code: 

BBG1(REGULATION): Guidelines and Procedures Regarding Board of Education 
Member Printing, Graphic Design, and Mailing Services 

BBG2(REGULATION): Guidelines Regarding the Board of Trustees Travel 

BBG3(REGULATION): Description of Equipment and Facilities Provided to the Hou-
ston Independent School District Board of Education 
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ADDENDUM J
New Board Member Training

Houston ISD  
101912  
  
BOARD MEMBERS BBD 
TRAINING AND ORIENTATION (LOCAL)  

DATE ISSUED: 5/6/2019   ADOPTED: 1 of 1 
LDU 2019.01  
BBD(LOCAL)-X   

The Superintendent or designee shall fulfill the responsibilities of 
the public information coordinator and shall receive, on behalf of 
Board members, the training specified by Government Code 
552.012. [ See GBAA] 

The entire Board, including all Board members, must participate 
with the Superintendent in team-building sessions as follows: 

 Annually in January, or no later than the second regular Board 
meeting of the calendar year; 

 Within 30 days of any change in Board membership or hiring 
a new Superintendent; and 

 At any time determined by the Board. 

The annual January team-building session must be:  

1. Facilitated by a regional education service center or any reg-
istered provider; and  

2. At least three hours in length, as provided by state law. [See 
BBD (LEGAL)]  

The Board shall annually assess the need for additional team-
building sessions at the first team-building session of the calendar 
year and prepare a calendar of sessions based on this assess-
ment. 

The Board President shall announce the status of each Board 
member’s continuing education credit. The announcement shall be 
made annually at the last regular Board meeting before the Dis-
trict’s uniform election date, whether or not an election is held. The 
announcement shall be reflected in the meeting minutes and, when 
necessary, posted on the District’s website in accordance with law. 

This policy shall be effective as of the adoption date. 

Public Information 
Coordinator 

Team Building 

Reporting 
Continuing 
Education Credit 

Effective Date 
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made annually at the last regular Board meeting before the Dis-
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necessary, posted on the District’s website in accordance with law. 

This policy shall be effective as of the adoption date. 
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Houston ISD  
101912  
  
BOARD MEMBERS BBD 
TRAINING AND ORIENTATION (LEGAL) 

 

DATE ISSUED: 7/23/2018    1 of 5 
UPDATE 111  
BBD(LEGAL)-P  

 

Not later than the 90th day after taking the oath of office, each 
board member shall complete training of not less than one and not 
more than two hours regarding the responsibilities of the board and 
its members under Government Code Chapter 551 (Texas Open 
Meetings Act). 

The attorney general may provide the training and may also ap-
prove other acceptable sources of training. 

The board shall maintain and make available for public inspection 
the record of its members’ completion of the training. The failure of 
one or more members of the board to complete the training does 
not affect the validity of an action taken by the board. 

Gov’t Code 551.005 

Not later than the 90th day after taking the oath of office, each 
board member shall complete training of not less than one and not 
more than two hours regarding the responsibilities of the board and 
its officers and employees under Government Code Chapter 552 
(Public Information Act). A board member may designate a public 
information coordinator to satisfy the training for the board member 
if the public information coordinator is primarily responsible for ad-
ministering the responsibilities of the board member or board under 
the Public Information Act. [See GBAA regarding public information 
coordinator training]  Gov’t Code 552.012 

A trustee must complete any training required by the State Board 
of Education (SBOE). Education Code 11.159 

The continuing education required under Education Code 11.159 
applies to each member of the board and consists of orientation 
sessions, an annual team-building session with the board and the 
superintendent, and specified hours of continuing education based 
on identified needs. To the extent possible, an entire board shall 
participate in continuing education programs together. 19 TAC 
61.1(b), (i) 

The SBOE’s framework for governance leadership [see 
BBD(EXHIBIT)] shall be distributed annually by the board president 
to all current board members and the superintendent. 19 TAC 
61.1(a) 

No continuing education shall take place during a board meeting 
unless that meeting is called for the delivery of board member con-
tinuing education. Continuing education may take place before or 
after a legally called board meeting in accordance with Govern-
ment Code 551.001(4) (definition of “meeting”). 19 TAC 61.1(c) 

Open Meetings Act 
Training 

Public Information 
Act Training 

SBOE-Required 
Training 
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Houston ISD  
101912  
  
BOARD MEMBERS BBD 
TRAINING AND ORIENTATION (LEGAL) 

 

DATE ISSUED: 7/23/2018    2 of 5 
UPDATE 111  
BBD(LEGAL)-P  

 

Annually, the SBOE shall commend those board-superintendent 
teams that receive at least eight hours of continuing education in 
the continuing education specified at Team Building and Annual 
Continuing Education below as an entire board-superintendent 
team.  

Annually, the SBOE shall commend those board-superintendent 
teams that effectively implement the commissioner of education’s 
trustee improvement and evaluation tool developed under Educa-
tion Code 11.182 or any other tool approved by the commissioner. 

19 TAC 61.1(k), (l) 

At the last regular board meeting before an election of trustees, the 
board president shall announce the name of each board member 
who has completed the required continuing education, who has 
exceeded the required hours of continuing education, and who is 
deficient in meeting the required continuing education as of the an-
niversary of the date of each board member’s election or appoint-
ment to the board. The announcement shall state that completing 
the required continuing education is a basic obligation and expec-
tation of any board member under SBOE rule. The minutes of the 
last regular board meeting held before an election of trustees must 
reflect whether each trustee has met or is deficient in meeting the 
training required for the trustee as of the first anniversary of the 
date of the trustee’s election or appointment. The president shall 
cause the minutes to reflect the announcement and, if the minutes 
reflect that a trustee is deficient in training as of the anniversary of 
his or her joining the board, the district shall post the minutes on 
the district’s Internet website within ten business days of the meet-
ing and maintain the posting until the trustee meets the require-
ments. 19 TAC 61.1(j); Education Code 11.159(b) 

Each new board member shall participate in a local district orienta-
tion session within one year before or 120 days after the board 
member’s election or appointment. The purpose of this orientation 
is to familiarize new board members with local board policies and 
procedures and district goals and priorities. The orientation shall be 
at least three hours in length for each new board member and, in 
addition to topics chosen by the district, shall address local district 
practices in curriculum and instruction, business and finance oper-
ations, district operations, superintendent evaluation, and board 
member roles and responsibilities. 

Any sitting board member may attend or participate in the local dis-
trict orientation. 

19 TAC 61.1(b)(1)(A) 

Reporting 

Orientation 
Local District 
Orientation 

B.5.a

Packet Pg. 154



135 |   Board Operating Procedures

Houston ISD  
101912  
  
BOARD MEMBERS BBD 
TRAINING AND ORIENTATION (LEGAL) 
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A sitting board member shall receive a basic orientation to the Ed-
ucation Code and relevant legal obligations. The orientation shall 
have special but not exclusive emphasis on statutory provisions 
related to governing Texas school districts. The orientation shall be 
delivered by regional education service centers and shall be no 
less than three hours in length. Topics shall include Chapter 26 
(Parental Rights and Responsibilities) and Education Code 28.004 
(Local School Health Advisory Council and Health Education In-
struction). 

A newly elected or appointed board member shall receive the Edu-
cation Code orientation within the first 120 days of service. 

The Education Code orientation shall be open to any sitting board 
member who chooses to attend. 

19 TAC 61.1 (b)(1)(B) 

After each session of the Texas Legislature, each board member 
shall receive an update to the basic orientation to the Education 
Code from a regional education service center or any registered 
provider. A board member who has attended a basic orientation 
session given by a service center that incorporates the most recent 
legislative changes is not required to attend an update. 19 TAC 
61.1(b)(1)(C) 

Annually, the entire board, including all board members, shall par-
ticipate with their superintendent in a team-building session facili-
tated by a regional education service center or any registered pro-
vider. The team-building session shall be at least three hours in 
length. 

The purpose of the team-building session is to enhance the effec-
tiveness of the board-superintendent team and to assess the con-
tinuing education needs of the board-superintendent team. The 
session shall include a review of the roles, rights, and responsibili-
ties of the board as outlined in the framework for governance lead-
ership. The assessment of needs shall be based on the framework 
for governance leadership [see BBD(EXHIBIT)] and shall be used 
to plan continuing education activities for the governance leader-
ship team for the year. 

19 TAC 61.1(b)(2) 

In addition to the continuing education requirements at Orientation 
and Team Building above, each board member shall receive addi-
tional continuing education on an annual basis in fulfillment of as-
sessed needs and based on the framework for governance leader-
ship. [See BBD(EXHIBIT)]  The continuing education may be 

Education Code 
Orientation 

New Members 
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provided by a regional education service center or other registered 
provider. 19 TAC 61.1(b)(3) 

At least 50 percent of the continuing education shall be designed 
and delivered by persons not employed or affiliated with a board 
member’s school district. No more than one hour of the required 
continuing education that is delivered by the district may use self-
instructional materials. 19 TAC 61.1(h) 

In the first year of service, a board member shall receive at least 
ten hours of continuing education in fulfillment of assessed needs. 
Up to five of the required ten hours may be fulfilled through online 
instruction, provided the training is designed and offered by a regis-
tered provider, incorporates interactive activities that assess learn-
ing and provide feedback to the learner, and offers an opportunity 
for interaction with the instructor. 19 TAC 61.1(b)(3)(A) 

After the first year of service, a board member shall receive at least 
five hours of continuing education annually in fulfillment of as-
sessed needs. A board member may fulfill the five hours of continu-
ing education through online instruction, provided that the training 
is designed and offered by a registered provider, incorporates in-
teractive activities that assess learning and provide feedback to the 
learner, and offers an opportunity for interaction with the instructor. 
19 TAC 61.1(b)(3)(B) 

A board president shall receive continuing education related to 
leadership duties of the board president as some portion of the an-
nual requirement. 19 TAC 61.1(b)(3)(C) 

Each board member shall complete continuing education every two 
years on evaluating student academic performance. 

The purpose of the training is to provide research-based infor-
mation to board members that is designed to support the oversight 
role of the board of trustees outlined in Education Code 11.1515. 
[See BAA] 

19 TAC 61.1(b)(4) 

A trustee or candidate may complete the training at a regional edu-
cation service center or through another authorized provider. Edu-
cation Code 11.159(d) 

An authorized provider for training on evaluating student academic 
performance is a provider who is registered pursuant to 19 Admin-
istrative Code 61.1(f) and has demonstrated proficiency in the con-
tent required [see Contents, below]. 19 TAC 61.1(b)(4)(C) 

First Year 
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A candidate may complete the training up to one year before the 
candidate is elected. 

If a newly elected or appointed board member did not complete 
this training in the year preceding the member's election, the mem-
ber must complete the training within 120 days after election or ap-
pointment. 

A returning board member shall complete the training by the sec-
ond anniversary of the completion of the trustee's previous training. 

The training on evaluating student academic performance shall be 
at least three hours in length and include, at a minimum, the follow-
ing: 

1. Instruction in school board behaviors correlated to improved 
student outcomes with emphasis on inputs, outcomes, and 
collaborative student outcome goal setting; 

2. Instruction in progress monitoring to improve student out-
comes with emphasis on progress monitoring practices, form-
ative assessments, interim assessments, and summative as-
sessments; and 

3. Instruction in state accountability with emphasis on the Texas 
Essential Knowledge and Skills, state assessment instru-
ments administered under the Education Code Chapter 39, 
and the state accountability rating system. 

If the training is attended by an entire board and its superintendent, 
includes a review of local school district data on student achieve-
ment, and otherwise meets the requirements described at Team 
Building above, the training may serve to meet a board member's 
obligation to receive training described at Team Building and at 
Evaluating Student Academic Performance, above, as long as the 
training complies with the Texas Open Meetings Act. 

19 TAC 61.1(b)(4) 
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New Board Member Orientation
1. �The Superintendent will meet with each new board member or groups of board members, 

less than a quorum, as soon as practical after joining the Board. The Superintendent will 
review the on- boarding process that has been developed in accordance and alignment with 
board goals and the strategic priorities.

2. �The purpose of the onboarding process is to orient each new trustee to the core departments 
and initiatives of our district, to provide relevant district context to inform trustee work 
as stewards for Houston ISD and to develop a greater understanding of the scope of the 
district’s current work and the Superintendent’s supervisory responsibilities.

a.	� Topics included in the On-Boarding process are:  
Academics (Curriculum and Instruction,  
Special Populations, Digital Learning,  
Teacher and Administrator Appraisals  
and Professional Development),  
Strategy and Innovation, Finance,  
Human Resources, Business Operations,  
Technology and Legal Services.

b.	� The Superintendent will arrange for new board members  
to meet with her/him and key staff members to engage  
in the on-boarding process.
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Thompson & Horton LLP 
Phoenix Tower, Suite 2000 
3200 Southwest Freeway 
Houston, Texas  77027-7528 
 

 

M E M O R A N D U M 
 
 

THIS DOCUMENT IS A CONFIDENTIAL COMMUNICATION 
BETWEEN ATTORNEY AND CLIENT, AND THIS DOCUMENT 
OR COPIES THEREOF CANNOT BE RELEASED WITHOUT 
THE EXPRESS CONSENT OF THE BOARD OF EDUCATION OF 
THE HOUSTON INDEPENDENT SCHOOL DISTRICT 

 

To:  Board of Education, Houston ISD 
 
From:  Lisa R. McBride 
 Thompson & Horton LLP 

 
Date: January 17, 2020 
 
Re:  Board Hearing Standards 
  

This memorandum summarizes the various legal standards the Board applies in various employment-
related hearings.    

1. Employee Grievances (Dispute Resolution) – Policy DGBA 
 
Legal Standard for Board’s Decision 

Employees have the right, in a peaceable manner, to assemble together for their common good 
and to apply to those invested with the powers of government for redress of grievances or other 
purposes, by petition, address, or remonstrance. Tex. Const. Art. I, Sec. 27.   
 
There is no requirement that the Board negotiate, or even respond to, complaints. However, the 
Board must stop, look, and listen and must consider the petition, address, or remonstrance.  
 
Generally, as a matter of effective governance, the Board reviews grievances for violations of 
law, policy, or regulation, or for decisions that are arbitrary or capricious.   

B.5.a

Packet Pg. 159



140 |   Board Operating Procedures

 
 
 
 

  Page 2 

 
Standard for Board’s Review 
 
The Board reviews the record created at Level II and the decision made by the Level II hearing 
officer.  The Board should not consider matters outside the record.  The Board does not 
substitute its discretion for that of the administration, but rather determines whether there is a 
violation of law, policy or regulation, or whether the decision is arbitrary or capricious.   
 

2. Termination of Probationary, Term, and Continuing Teachers During the Contract  
 
Legal Standard for Board’s Decision 

• Probationary, term, and continuing contract teachers may be discharged during the term 
of the contract for good cause. 

 
Standard for Board’s Review 

• In these terminations, the Board will be reviewing a written recommendation from an 
independent hearing examiner who has held a hearing in the matter.   

 
• The hearing examiner’s recommendation will contain findings of fact, conclusions of 

law, and a proposal for relief.   
 

• The Board or subcommittee may adopt, reject, or change the hearing examiner’s 
conclusions of law (including a determination regarding good cause for termination) or 
proposal for granting relief.   

 

• The Board may reject or change a finding of fact made by the hearing examiner: 
o Only after reviewing the record of the proceedings; and 
o Only if the finding of fact is not supported by substantial evidence. 

 
• The Board must state in writing the reason and legal basis for a change or rejection of a 

finding of fact or conclusion of law. 
 

3. Non-renewals of Term Contracts at End of Term 
 
Legal Standard for Board’s Decision 

• Term contracts may be non-renewed at end of contract for reasons in Board Policy. 
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Non-renewal reasons contained in HISD Board Policy DFBB (Local) include: 

 
1. Deficiencies pointed out in observation reports, 

appraisals or evaluations, supplemental 
memoranda, or other communications. 

2. Failure to fulfill duties or responsibilities. 

3. Incompetency or inefficiency in the performance of 
duties. 

4. Inability to maintain discipline in any situation in 
which the employee is responsible for the oversight 
and supervision of students. 

5. Insubordination or failure to comply with official 
directives. 

6. Failure to comply with Board policies or 
administrative regulations. 

7. Excessive absences. 

8. Conducting personal business during school hours 
when it results in neglect of duties. 

9. Reduction in force because of financial exigency.  
[See DFFA] 

10. Reduction in force because of a program change.  
[See DFFB] 

11. Termination of a term contract employee resulting 
from being displaced by a continuing contract 
employee, when that employee has been identified 
for reduction in force.  

12. Drunkenness or excessive use of alcoholic 
beverages; illegal use of drugs, hallucinogens, or 
possession, use, or being under the influence of 
alcohol or alcoholic beverages while on school 
property, while working in the scope of the 
employee’s duties, or while attending any school- 
or District-sponsored activity. 

13. The illegal possession, use, manufacture, or 
distribution of a controlled substance, a drug, a 
dangerous drug, hallucinogens, or other substances 
regulated by state statutes. 

14. Conviction of a felony or of any crime involving 
moral turpitude; conviction of a lesser included 

offense pursuant to a plea when the original 
charged offense is a felony; or deferred adjudication 
for a felony or any crime involving moral turpitude.  
[See DH] 

15. Failure to report any arrest, conviction, or deferred 
adjudication for any felony or any crime involving 
moral turpitude as required by policy.  [See DH] 

16. Failure to meet the District’s standards of 
professional conduct. 

17. Immorality, which is conduct the Board determines 
is not in conformity with the accepted moral 
standards of the community encompassed by the 
District.  Immorality is not confined to sexual 
matters, but includes conduct inconsistent with 
rectitude, or indicative of corruption, indecency, or 
depravity. 

18. Failure to comply with reasonable District 
requirements regarding advanced coursework or 
professional improvement and growth. 

19. Disability, not otherwise protected by law, that 
prevents the employee from performing the 
essential functions of the job. 

20. Any activity, school-connected or otherwise, that, 
because of publicity given it, or knowledge of it 
among students, faculty, and community, impairs or 
diminishes the employee’s effectiveness in the 
District. 

21. Any breach by the employee of an employment 
contract or any reason specified in the employee’s 
employment contract. 

22. Failure to maintain an effective working 
relationship, or maintain good rapport, with parents, 
the community, or colleagues. 

23. A significant lack of student progress attributable to 
the educator. 

24. Behavior that presents a danger of physical harm to 
a student or to other individuals. 
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25. Assault on a person on school property or at a 
school-related function, or on an employee, student, 
or student’s parent regardless of time or place. 

26. Use of profanity in the course of performing any 
duties of employment, whether on or off school 
premises, in the presence of students, staff, or 
members of the public, if reasonably characterized 
as unprofessional. 

27. Falsification of records or other documents related 
to the District’s activities. 

28. Falsification or omission of required information on 
an employment application. 

29. Intentional or deliberate misrepresentation of facts 
to a supervisor or other District official in the 
conduct of District business. 

30. Failure to fulfill requirements for certification, 
including passing certification examinations 
required by state law for the employee’s 
assignment. 

31. Failure to achieve or maintain “highly qualified” 
status as required for the employee’s assignment. 

32. Failure to fulfill the requirements of a deficiency 
plan under an Emergency Permit, a Special 
Assignment Permit, or a Temporary Classroom 
Assignment Permit. 

33. Any attempt to encourage or coerce a child to 
withhold information from the child’s parent or 
from other District personnel. 

34. Any reason that makes the employment relationship 
void or voidable, such as a violation of federal, 
state, or local law. 

35. Insufficient student academic growth as reflected 
by value-added scores. 

36. Any reason constituting good cause for terminating 
the contract during its term. 

 
Standard for Board’s Review 

• In non-renewals, the Board will be reviewing a written recommendation from an 
independent hearing examiner who has held a hearing in the matter.   

 
• The hearing examiner’s recommendation will contain findings of fact, conclusions of 

law, and a proposal for relief.   
 

• The Board or subcommittee may adopt, reject, or change the hearing examiner’s 
conclusions of law or proposal for granting relief.   

 

• The Board may reject or change a finding of fact made by the hearing examiner: 
o Only after reviewing the record of the proceedings; and 
o Only if the finding of fact is not supported by substantial evidence. 

 
• The Board must state in writing the reason and legal basis for a change or rejection of a 

finding of fact or conclusion of law. 
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4. Termination of Probationary Teachers at End of the Contract 

 
Legal Standard for Board’s Decision 

A probationary contract employee may be terminated at the end of the contract period if the 
Board determines that such termination will serve the best interest of the District. 
 
 
Standard for Board’s Review 

Probationary contract employees are not entitled to an independent hearing to challenge a 
termination of their probationary contract at the end of the term.  A probationary teacher may file 
a grievance as described in Section 1 above. 
 
The Board’s decision to terminate a probationary employee at the end of a contract period is final 
and may not be appealed. 
 

5. Fourth Year for Probationary Contract Teachers 
 
Legal Standard for Board’s Decision 

A probationary contract employee may be extended beyond the third consecutive year of 
employment if, during the third year of the probationary period, the Board determines that it is 
doubtful whether a continuing contract or a term contract should be given. 
 
If the Board makes such a determination, the District may give a probationary contract for a term 
ending with the fourth consecutive school year.   
 
Standard for Board’s Review 

Probationary contract teachers are not entitled to an independent hearing to challenge the 
decision to give a fourth year of probation.  A probationary teacher may file a grievance as 
described in Section 1 above. 
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Board of Trustees  
OPERATING PROCEDURES 

Overview

The purpose of this manual is to formalize the general practices of the Houston ISD Board of 
Trustees. This document was adopted by the Board at a regularly scheduled meeting and may 
be modified by a majority vote of the Board. The manual is divided into four (4) sections, Board 
Relationships, Work of the Board, Board Operations, and New Board Member Orientation.

The Board’s responsibility is to define the District’s policies and goals that shall reflect the 
district’s advocacy for all students. Board Members serve as advocates for all students by 
providing leadership at the local, state and national level. The policies set by the Board 
will ensure that the mission and goals are achieved. It is the Board’s responsibility to hire a 
Superintendent, who then implements the policies and goals adopted by the Board. The Board 
shall hire the Superintendent and the Chief Audit Executive and evaluate their performance 
using the evaluation instruments adopted by the board. The superintendent’s evaluation 
is aligned with the Board’s Continuous Improvement Process- the Lone Star Governance 
Framework (See Addendum A- Superintendent Evaluation and Chief Audit Executive 
Evaluation). These operating procedures will be reviewed annually by the Board.

The Houston ISD Board of Trustees began implementing the Lone Star Governance model 
in 2016. These procedures align with the Texas Framework for School Board Development:

•  �Vision - The board ensures creation of a shared vision that promotes enhanced student achievement.
•  �Structure - The board provides guidance and direction for accomplishing the vision.
•  �Accountability - The board measures and communicates how well the vision is being accomplished.
•  Advocacy - The board promotes the vision.
•  �Unity - The board works with the superintendent to lead the district toward the vision.

The Houston ISD Board of Education wants to recognize the Hurst-Euless-Bedford Board of 
Education in this work as their board operating procedures manual served as an exemplar 
reference in the creation of our customized board operating procedures manual.
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Board Relationships
A. Board Members

Board Members may use mail, email, voice mail, text messaging, fax, phone, special committee 
meetings or personal contact to communicate with each other; however, Board Members shall 
never meet, talk, text or e-mail in a group large enough to constitute an official meeting, typically 
five (5) or more, unless notice has been posted. In email or text messaging, “Reply to All” should 
be avoided (See Addendum B- Overview of the Texas Open Meeting Act and Addendum C- 
Board Member Record Retention Requirements). 

B. Superintendent

1. �Board Members will keep the Superintendent informed of critical or urgent concerns, 
ideally within 72 hours. It is the Superintendent’s job to take action and resolve situations. 
Board Members should not violate the chain of command, causing disrespect and unclear 
expectations between Staff, Superintendent, and Board. Board members should directly 
communicate concerns with the Superintendent and/or Chief Audit Executive.

2. The Superintendent will communicate information to all Board Members in a timely manner.

3. �Information shared by Superintendent to Board in executive session will be kept confidential 
until the Superintendent notifies the Board that information is public.

C. Chief Audit Executive (CAE)

Every year, trustees will have the opportunity to provide input concerning the audit plan.  
The CAE will reach out to trustees individually to schedule a 1:1 meeting and, occasionally, 
other members from the Audit team and external auditors may reach out to trustees to 
inform risk assessments. The Audit Plan is approved by the full board annually. Should 
trustees have questions or concerns outside of the scope of the audit plan, they can  
directly contact the Chief Audit Executive. 
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D. District Staff

1. �Board Services, under the direction of the Superintendent, may provide personal  
assistance and services to Board members directly related to their responsibilities  
as Trustees. (See Addendum D - Policy BB Regulation) 

2. �Board Members are encouraged to visit with staff members and learn more about their 
responsibilities with the District but are never to give staff members orders. 

3. �Board Members are encouraged to visit campuses while at the same time Board Members 
must ensure the visits do not impede the delivery of instruction in the classroom or disrupt 
the normal school environment. If a Board Member wishes to initiate a visit to a campus or 
campuses, Board Members should notify the Superintendent and work with his or her designee 
to schedule the visit within 5 school days of the requested visit. Board Members may also visit 
campuses upon invitation from a campus principal. As a courtesy to the administration, Board 
Members should notify the Superintendent, Board Services, and the Principal at least 48 hours 
in advance when accepting an invitation from the campus principal.  
 
While visiting a campus, Board Members should observe the following guidelines:
•  The Board Member will check in at the principal’s office upon arrival at the school.
•  �While on campus the Board Member should be escorted by a staff member designated  

by the principal.
•  �Visits to individual classrooms during instructional time shall be permitted only with  

the principal’s approval.
•  Board members will not assume a supervisory role with staff or students.
•  �Board members will not participate in staff activities unless specifically requested  

to do so by a campus administrator.
•  �Board members attending school events as private citizens (for example public events or 

events for family members) should be mindful that they continue in their official role.

E. Community

Trustees are encouraged to interact with community members through community meetings. 
Trustees interacting with community members may take one of the three actions to address 
concerns: 1) refer the individual to the school or department so the concern can be addressed 
directly with them or 2) refer the concern or complaint to Board Services to be entered as a Board 
Referral or 3) ask Board Services to enter the concern or complaint as a Superintendent Referral. 

The differences between a Board and a Superintendent referral is who is included in the response. 
In a Board referral both the individual with the concern and all the trustees receive notification of 
closure along with the response. In a Superintendent referral, the communication or resolution 
is with the individual bringing forth the concern. With this in mind, it is best practice to assign 
parent, student, employee and community concerns as Superintendent referrals and reserve 
Board referrals for trustees.

Board Referral: A Board referral is any verbal or written communication received from a 
Board member requesting information or resolution of an issue. Referrals may be the result 
of questions or concerns from parents, employees, and community members and may 
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include complaints, grievances, or dissatisfaction with the District, its services, practices, 
programs, or employees. Since referrals are designed to show resolution, trustees should 
request board referrals when they would like to see how an issue was resolved, and send a 
superintendent referral, when they are alerting administration to a concern. The director 
of Board Services, assigns the referral to the appropriate direct report to the Superintendent. 
The direct report to the Superintendent must forward a written response to the director, 
Board Services, or designee via hard copy or electronic mail within ten working days of 
receipt of the referral. The director, Board Services, provides Board members with a weekly 
report concerning the status of referrals. (See Board Regulation BBE2.)
 
Superintendent Referrals: A Superintendent referral is any written communication received 
from a parent or community member requesting information or resolution of an issue and 
may include complaints or dissatisfaction with the District, its services, practices, programs, 
or employees. The Chief of Staff assigns the referral to the appropriate direct report to 
the Superintendent. The direct report to the Superintendent must address the request or 
concern within ten working days of receipt of the referral. After the request or concern is 
addressed, the direct report to the Superintendent records all information and action taken 
on the referral before it is closed.

The following flowcharts illustrate these processes.

Step 1
Superintendent or designee 
receives referral or request

Step 2
Chief of Staff Office receives 

referral or request

Step 3
Referral is entered  

for tracking

Step 4
Referral assigned to 

Administration (Chief)

Step 5
Chief or designee provides 

response within 10 days

Step 6
Chief or designee 

communicates with 
constituent/parent

Step 1
Trustee receives referral  

or places request

Step 2
Board Services receives 

referral or request

Step 3
Referral is entered  

for tracking

Step 4
Referral assigned to 

Administration (Chief)

Step 5
Chief or designee provides 

response within 10 days

Step 6
Board Services  

communicates with Trustee 
and/or constituent/parent,  

if applicable

superintendent
referral processBoard Referral Process

Referral Process
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F. Other Elected Officials and Advocacy

Relationships with other elected officials are critical to ensure the School District can achieve 
all its goals. Board Members are encouraged to meet with and visit City Council members and 
State Legislators. Annually, the Board of Trustees should invite City Council members,  
City of Houston Director of Education, and Legislators to a Community forum to discuss 
education policy and other issues that affect the School District (For recommended 
communication scripts see Addendum E- Communication Scripts).

G. Board Concerns

Board Members are expected to conduct themselves in a professional manner when 
representing the district, treating all parties with dignity and respect. It is important to note, 
as an elected official there are few moments when the public will not associate your personal 
behavior with behavior representing the district. Should issues occur with inappropriate 
behavior of a board member, the following guideline is available. 

1. �If a Board Member is concerned that another Board Member has violated the Board Member 
Ethics (See Addendum F- HISD Policy BBF Local- Board Member Ethics), Rules of Order for 
Board Meetings, and/or any of the Board’s Operating Procedures, it is the responsibility of 
the concerned Board Member to discuss the alleged violation with the other Board Member 
in private prior to taking any other action, unless the nature of the allegation requires 
immediate escalation to the Board President. 

 
2. �If, after the concerned Board Member has privately discussed the alleged violation with the 

other Board Member, the concerned Board Member may request a conference with the Board 
President and alleged Board Member. If the Board President is involved in the allegation, the 
concerned Board Member may instead make the request to the Board First Vice President or 
the next most senior Board Member not involved in the allegation. 

3. �The Board Members involved will conference to discuss the alleged violation, [unless it 
would constitute a quorum of the Board, in which case the issue will be posted for discussion  
at a specially called meeting or the next regularly scheduled meeting of the Board].  
All parties are strongly encouraged not to allow any further escalation of these procedures. 

 
If, after the conference, the concerned Board Member remains unsatisfied that the alleged 
violation has been addressed, the Board President will allow time for discussion during 
executive session at the next scheduled meeting. If, after the executive session discussion, 
the Board determines that additional consideration of the alleged violation is warranted, 
the Board President may call upon Board Counsel or external legal advisor to investigate 
the nature of the allegations. Once findings are determined results of the investigation  
will be presented during a future closed session of the Board.
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H. Social Media 

1. �Board Members who participate in social media such as, but not limited to, Facebook, 
LinkedIn, Instagram, or Twitter should be careful to avoid online conversations that  
could be construed as speaking for the Board or constituting an online Board meeting.

2. �In using social media to communicate about school district business, a school board  
member should:
•  �Clarify that he or she is communicating as an individual member of the board, and not  

an official district spokesperson.
•  �Avoid deliberating school district business with a quorum of the board. In addition to the 

risk of violating the Open Meetings Act, such communications undermine good working 
relationships and the purpose of open meetings.

•  Direct complaints or concerns presented online to the appropriate administrator.
•  �Avoid posting content that indicates you have already formed an opinion on pending matters.
•  �Ask for community input to be provided through appropriate channels, but not allow the 

social network to direct his or her decisions as a trustee.
•  �Post only content that the district has already released to the public. A person commits  

an offense if the person distributes information considered confidential by law.
•  �When attempting to restate what happened at a previous board meeting, clarify that  

the posting is not an official record of the board meeting and share information only  
from the open portions of the meeting.

•  �Conduct himself or herself online in a manner that reflects well on the district;  
avoid posting information that has not been verified and made public by the district;  
and never post anonymously about school business.

•  �Immediately report harassing or defamatory communications to the superintendent if 
they involve school officials, staff, students, or district business.

•  �Retain electronic records—including your own posts and content others post to your 
account—when required to do so by the district’s records retention policy.

•  �Immediately report to the district any potential security breach if you lose control  
or possession of a district-issued or personal electronic device on which confidential 
district records could be accessed.

•  �Comply with the district’s acceptable use policy when using district-issued devices  
or technology resources, including district Internet access on a personal device.

3. �The Board President shall act as the official spokesman. Once a majority decision has 
been reached, individual Board Members will publicly support that decision. Other Board 
Members may speak at meetings, hearings, public functions, or to the media, but all remarks 
should be clarified as their personal opinion.
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work of the board
A. Meetings 

a. During the course of board work several types of meetings may occur:
• �Regular Meetings- The Board of Trustees usually takes action and conducts student 

outcome goal monitoring during Regular Meetings. Community members may register  
to address the board at Regular Meetings. 

• �Agenda Review Meetings- At agenda review meetings, the Board of Trustees may discuss 
or ask questions about regular meeting agenda items and may conduct student outcome 
goal monitoring. Community members may register to address the board regarding  
posted agenda items at Agenda Review Meetings. 

• �Board Retreats- Board Retreats bring the board together periodically to engage in  
(1) team building, (2) board training, and (3) deep dives into student outcome goals.

• �Special Meetings-The Board President shall call special meetings at the Board President’s 
discretion or on request by three members of the Board. Special meetings include but are 
not limited to Hearings and Workshops. Hearings are usually held on the third Thursday  
of each month beginning at 8:30am.

• �Emergency Meetings -An emergency meeting may be called only if immediate action is 
required of a governmental body because of an imminent threat to public health and safety; 
or a reasonably unforeseeable situation. (Texas Government Code, Section 551.045)

• �Hearing Meetings- Hearing Meetings are held on the third Thursday of each month in the 
Board Auditorium. Hearings include student and employee grievances, student expulsion 
hearings, and employee separations (non-renewals and terminations). All nonstudent 
hearings are open to the public unless otherwise requested by the parties being grieved. 
Ordinarily, all student hearings are closed to the public unless otherwise requested by 
the parent or legal guardian. Hearing transcripts are prepared by Board Services in 
conjunction with Employee Relations. 
 
The Board will meet the first Thursday of the month for an Agenda Review and the second 
Thursday of the month to hold the Regular Board Public Meeting to conduct the business of 
the Board which includes discussing student outcome data, providing committee reports, 
discussing and voting upon other trustee and superintendent items/reports and items 
requiring approval from the board in order to ensure the business of the District continues.  
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The start time of the meeting will be determined by the Board. The meeting date may be 
changed if voted on by the board (See Board Policies BE, BEC, and BED). No regular meetings 
of the board will be scheduled in July as outlined in BE (Local). In an effort to celebrate 
achievements across HISD over the course of the scholastic year, each trustee is assigned 
a month to celebrate accomplishments. Trustees may use three (3) minutes during a Board 
Meeting to announce an identified achievement during their assigned month. The Board 
recognizes by proclamation the following months: 

• �February: Black History Month 
• �April: National Arab American Heritage Month
• �May: Asian and Pacific Islander Heritage Month
• �June: PRIDE Month 
• �September 15-October 15: Hispanic Heritage Month
• �November: Native American Heritage Month

B. Developing Board Meeting Agendas 

• �The meeting agenda is the vehicle through which the Board informs the community of 
the items it will be discussing at the meeting so that members of the public can decide 
if they wish to be present for the meeting. As a consequence and given the complexity of 
District business in an organization of the District’s size, preparation of the agenda must 
be carefully planned, following regular protocols in its construction and posting. 

•�The Board adheres to the following with regard to its agendas (See Addendum G- Board 
Agenda Development Calendar):

>�For each Regular Meeting, the administration will prepare a Q&A Document providing 
answers to board member questions about agenda items. The Q&A Document will be 
posted publicly online.

> �In consultation with the Board President, the Superintendent shall prepare the agenda 
for all Board meetings. The board president shall ensure all board members are notified 
as to any agenda items he or she withdrew, at the time of the withdrawal request and 
no later than 24 hours prior to the meeting posting, to allow adequate time for board 
members to respond to withdrawn items.

• �In reviewing the agenda before posting, the president shall ensure that any topics the 
board, or at least three members of the board, have requested to be addressed are either on 
the agenda for the first regular meeting that is at least seven calendar days after the date 
the president receives the request, or on the agenda for a special or emergency meeting if 
the president determines that the item requires immediate consideration and should be 
communicated to the public in accordance with state law, Government Code 551.043(b).

• �The deadline for submission of proposed agenda items to the Office of Board Services 
for inclusion on an upcoming agenda is 5:00 p.m. 17 calendar days before the Regular 
Meeting, unless circumstances (such as a holiday) make that date unavailable. To 
document a request to add an agenda item, three board members should send a written 
request to the Board President, while copying Board Counsel and the Chief of Staff, in 
accordance to the time specifications outlined above. Any items not provided in full with 
all attachments present to the board of trustees at least 16 days in advance of a Regular 
Meeting are moved to the following month’s agenda. 
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• �The superintendent or designee will ensure that all necessary information is supplied to 
each board member to allow for informed discussion. It is the responsibility of each board 
member to review this information in advance and to prepare for meetings.

• �Once the agenda is available, trustees should submit questions about agenda items for 
administrative response in a Q&A Document to the Chief of Staff. At Agenda Review, 
trustees may request clarification to these answers or engage in further discussion on an 
item. Immediately following Agenda Review, trustees may submit additional questions 
for response in an updated to the Q&A Document. Questions submitted through the 
Q&A process should be focused on helping trustees make a decision about how to vote on 
agenda items. Other questions should be submitted through the regular referral process.

The agenda will be posted for public information in accordance with Texas law.
1. �Some items are restricted from the agenda as per Texas Education Code and may only be 

considered in Executive Session.
2. �All Board meetings will observe Robert’s Rules of Order; Newly Revised Edition- except  

as otherwise provided in board procedural rules or law.
3. �If a special committee is formed, oral reports will be presented at the Regular Board Meeting 

and a written account filed in the Regular Board Meeting minutes.
4. All Board Members have an equal vote on all action items. In the case of a tie vote, the item fails.
5. �Community Members may address the Board at Agenda Reviews and Regular Board Meetings. 

Community members may address agenda items during both agenda reviews and regular 
board meetings. During hearing of the community, which is held at regular board meetings, 
non-agenda items addressed. During these sections of the agenda the Board is assembled 
only to gather input from community members and not respond to concerns or suggestions; 
however the Board can only offer factual information, quote Board policy. Speakers will be 
limited to two (2) minutes and time may be adjusted by the Board President based upon the 
number of requests to address the board (See Board Policy BE Local and Regulation).

C. Committees/Appointments

1. �Board work shall be done as a committee of the whole.  However, from time to time, that 
work might be more efficiently prepared through an ad hoc or special committee.  Ad 
Hoc/Special committees will be assigned as needed by the board president or board.  The 
assignments will include a specific scope of work and deliverable, as well as a deadline by 
which that deliverable will be provided to the full board at a regular board meeting.  The 
committee shall select an ad hoc committee chair to oversee the work and ensure it meets 
the timeline given.  Notice of ad hoc committee meetings shall be publicly posted on the 
District’s website.  Meeting minutes shall be prepared and approved for the record by the 
committee and posted on the District’s website.  An ad hoc committee will be discontinued 
when the deadline for that ad hoc committee has been met or upon vote of the Board.  Ad 
hoc committees do not have decision-making authority and will not take on additional work 
beyond what was originally outlined. 
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Board committees currently in place are the legislative and the audit committees. The Board 
Legislative Committee chairperson shall have the responsibility of being the liaison between 
the Board and local, regional, state, and federal government bodies. 
 
Audit Committee Meetings- Audit Committee Meetings are scheduled by the Chair of the 
Committee. Notice of Audit Committee Meetings shall be publicly posted on the District’s 
website. The Chair will establish the agenda for Audit Committee meetings in consultation 
with Audit Committee members, senior management, and the Chief Audit Executive. 
Meeting agendas will be provided in advance to members, along with appropriate briefing 
materials. The committee will invite members of management, auditors or others to attend 
meetings and provide pertinent information, as necessary. A portion of each meeting shall 
be set aside for a private session with the independent and/or internal auditors for items 
that fall within the executive session provisions of the Texas Open Meetings Act. Minutes 
will be prepared and approved for the record for the open session portion of the meeting, 
and a certified agenda shall be prepared for the executive session portion of the meeting. 
When requested, the Chief Audit Executive will facilitate and coordinate meetings as well as 
provide ancillary support to the committee, as time and resources permit.

2. �Internal and External Organizations- Trustees also serve on, or appoint community 
members to serve on, several internal and external organizations for the purpose of 
representing the interests of the Houston Independent School District.  These organizations 
range from professional organizations to joint projects with other governmental entities. 
A listing of external and internal organizations on which board members or community 
members serve on the District’s behalf, along with the selection process for those 
organizations, follows on the two charts below:
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Appointments by HISD Trustees to External and Internal Organizations1

Organization Purpose Length of Term HISD 
Appointment 

Method
City of Houston 
Tax Increment 
Reinvestment Zones 
(TIRZs)

TIRZs are special zones created 
by a City or County to attract 
new investment in an area. 
These zones help finance costs 
of redevelopment and promote 
growth in areas that would 
otherwise not attract sufficient 
market development in a timely 
manner.

Each school district, county, or 
city, other than the city or county 
that created the zone, that levies 
taxes on real property in the 
zone may appoint one member of 
the board if the school dis-trict, 
county, or city has ap-proved the 
payment of all or part of the tax 
increment produced by the unit 
into the tax increment fund. 

HISD currently participates in 12 
zones.

Two-Year Terms

• �TIRZ 1 (St. George Place) –Term Expires 
December 2020 (Trustee District 7)

• �TIRZ 2 (Midtown) – Term Expires 
December 2019 (Trustee District 4)

• �TIRZ 3 (Main St/Market Square) – Term 
Expires December 2020 (Trustee District 8)

• �TIRZ 7 (OST/Almeda Corridor) – Term 
Expires May 2020 (Trustee District 4)

• �TIRZ 8 (Gulfgate) – Term Expires December 
2020 (Trustee District 3)

• �TIRZ 9 (South Post Oak) – Term Expires 
December 2020 (Trustee District 9)

• �TIRZ 12 (City Park) – Term Expires 
December 2021 (Trustee District 7)

• �TIRZ 13 (Old Sixth Ward) –Term Expires 
December 2019 (Trustee District 8)

• �TIRZ 14 (Fourth Ward) – Term Expires June 
2018 (Trustee District 8)

• �TIRZ 15 (East Downtown) –Term Expires 
July 2020 (Trustee District 8)

• �TIRZ 16 (Uptown) - Term Expires July 2020 
(Trustee District 7)

• �TIRZ 18 (Fifth Ward) –Term Expires July 
2022 (Trustee District 2)

Recommendation 
of Trustee whose 
geographic district the 
TIRZ primarily falls in.

Houston Land 
Bank or LARA [The 
Land Assemblage 
Redevelopment 
Authority]

Organized to assist the City of 
Houston with the acquisition, 
management, marketing, 
redevelopment, and disposition 
of properties acquired by the 
City through foreclosure due to 
delinquent taxes.

Two-Year Terms

Positions 8, 9 and 10 on the Board – Term 
Expires December 2020

Recommendation 
of Trustee whose 
geographic district the 
HLB project(s) is in.
HLB properties within 
HISD are currently 
primarily located in 
Trustee Districts 2 
and 4.

1This chart outlines the Board process for selecting community members for service on external organizations.

B.5.b

Packet Pg. 177



15 |   Board Operating Procedures

Appointments of HISD Trustees to External Organizations2 

Organization Length of Term HISD Appointment 
Method

Harris County Appraisal 
District (HCAD)

Two Years Board President Recommendation3

TASB Board of Directors Three Years Board President Recommendation

TASB Delegate Not stated in bylaws – appears to be at discretion of 
member district.

Board President Recommendation

TASB Alternate Not stated in bylaws – appears to be at discretion of 
member district.

Board President Recommendation

Gulf Coast Area Assn of School 
Boards

Member – appears to be at discretion of member district
Officer – one year

Board President Recommendation

Mexican-American School 
Board Assn Board of Directors

Two years (unless elected as Director for another region, 
in which case, one year)

Board President Recommendation

Council of Great City Schools Undefined – Appears to be at the discretion of the 
member district.

Board President Recommendation

HISD Foundation One year Board President Recommendation

HISD Public Facility 
Corporation

This is 3-member board.  The term is three years. Board President Recommendation

HISD School Safety and Security 
Committee

Two years

State law provides that the Board President and 
one other board member shall be members of the 
Committee.  See TEX. EDUC. CODE § 37.109

Board President Recommendation

2The chart outlines the Board process for selecting Board Members to serve on external/internal organizations.
3Selections are made/renewed annually in January/February following reorganization of the Board.  The newly installed 
Board President makes the nominations for approval by the Board.  

D. Hiring and Evaluating the Superintendent

Note that this section will be revised and will reflect updated policy regarding the 
superintendent evaluation process. 

1. �Hiring the superintendent is one of the primary duties of the board and is conducted  
in accordance to state law. 

2. Evaluating the Superintendent- (See Addendum A- Superintendent Evaluation)- 
a. �Because Superintendent performance is considered indistinguishable from school system 

performance, the Superintendent’s evaluation is simply the amalgam of all monthly 
monitoring reports. A student outcome goal or constraint is considered met if:

> �the goal/constraint actual results meet or exceed the targets or
> �at least 2/3rds of the respective goal progress measure (GPM) / constraint progress 

measure (CPM) actual results meet or exceed the targets. 
> �Overall Superintendent performance is met if at least 4/5ths of the goals and 

constraints are met. 
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b. �On a semi-annual basis, the Board of Trustees will conduct a review of the 
Superintendent’s performance using the Lone Star Governance evaluation tool.  
This evaluation will use the following process:

c. Superintendent Evaluation Pre-Conference:
> During the month of _________.

d. Formative Evaluation- The Board President shall:
> Ensure data for March formative evaluation has been calendared.
> �Ensure that the date affords the Superintendent sufficient time to gather the data  

and present findings during executive closed session.
e. Summative Evaluation- The Board President shall:

> Ensure the date for the October summative evaluation has been calendared.
> �Ensure that the date affords the Superintendent sufficient time to gather the data  

and present findings during executive closed session.
f. �Board Members will review Superintendent evaluation data, without the superintendent 

present, during in Executive Session.
g. �When the evaluation review is completed, the Board President will bring the Superintendent 

into the session and address the evaluation. This conversation will afford the Superintendent the 
opportunity to respond to any Board Member concerns or address any Board Member questions.

h. The Board will return to Open Session to make vote on the superintendent’s evaluation. 
i. The completed, dated evaluation will be signed by the all Board Trustees. 
j. �As part of the summative process, the Board will also make a recommendation regarding 

any raise deemed appropriate for the Superintendent, considering the Superintendent’s 
performance, the District’s financial condition, and the raises being recommended for 
other staff. The Board may also recommend extension of the Superintendent’s contract. 
Though proposed changes may be discussed in Executive Session, the Board must make 
any motions and take any votes regarding these changes in Open Session (See Board 
Policy BJCD Legal, Local and Exhibit).

E. Approving the District Budget

The Board of Trustees is responsible for approving the Annual Budget for the District aligned 
to the Lone Star Governance Framework by June 30. Trustees are responsible for adopting 
a budget that aligns to board goals and constraints. The superintendent shall illustrate how 
budgetary resources are allocated to achieve the board adopted goals and constraints.  
This can occur through budget workshops, board meeting presentations or budget memos. 

Trustees are encouraged to attend budget training provided by external resources such  
as TASB and review “B” and “C” series policies related to school board budgets. 

F. Board’s Responsibility Regarding Policy Review

The District’s policy manual is organized into seven sections, each devoted to a separate  
area of District governance:

A — Basic District Foundations
B — Local Governance
C — Business and Support Services
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D — Personnel
E — Instruction
F — Students
G — Community and Governmental Relations

Each policy in the manual is assigned an alphabetical code consisting of two to four letters.  
The first letter is always the letter of the governance section the policy falls under. Legally 
referenced “(LEGAL)” policies track the language of the U.S. and Texas Constitutions; 
federal and state statutes, including the Texas Education Code; attorney general opinions; 
the Texas Administrative Code, including Commissioner’s and State Board of Education 
rules; and other sources of authority defining the legal context for local school  
district governance and management.

All legally referenced policies have the designation “(LEGAL)” in the upper right corner  
of each page directly below the alphabetical code, and again in the lower left corner. 

Legal policies are NOT adopted by the Board. These documents are snapshots of often rapidly 
evolving law and are intended to inform decision-makers, and others, of the legal context in 
which a school district conducts business. Some lag will occur between the enactment of new 
law and its reflection in the manual. Current law will supersede any out-of-date (LEGAL) policy 
as outlined in Board Policy BF(LOCAL).

Local policies are identified by the designation (LOCAL) directly below the alphabetical code, 
in the upper right corner of each page and again in the lower left corner. Local policies that are 
preceded by a (LEGAL) policy in the same code generally expand on, or qualify the directives 
or options provided in the associated legal policy. Other (LOCAL) policies stand alone, 
reflecting the Board’s intentions in areas not otherwise addressed by law.

Administrative Regulations assist in implementation of policy and are developed by 
the administration. These documents are identified by the designation (REGULATION) 
directly below the code in the upper right corner. Regulations are not adopted by the Board. 
Regulations can provide detailed guidelines, descriptions, practices, and/or procedures  
for district operation.

Exhibits can be forms to be completed by district students, parents, staff or the public;  
or charts, tables, or illustrations that accompany policies or regulations. Some exhibits are 
promulgated by legal authority. While not adopted by the Board, they are included in the 
district’s policy manual to assist in the implementation of policy. Exhibits have the designation 
(EXHIBIT) directly below the code, in the upper right corner. Multiple exhibits under the same 
code are usually preceded by a cover page listing the various exhibits. 

The usual sequence of materials, should all four documents be found at a given code, is 
(LEGAL), followed by (LOCAL), followed by (REGULATION), and then by (EXHIBIT).

HISD subscribes to the policy services offered by the Texas Association of School Boards 
(TASB). This service provides the district with at least quarterly updates of recommended legal 
policy changes based on the changes in laws in regulations.
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In addition, the Board shall encourage the superintendent to authorize a formal review of district 
policies every five (5) years to identify outdated policies or policies which have been transcended 
by newer policies. This may be done in an established process which cycles through the policies 
so that different sections are up for review at different times in whatever manner seems to be 
most efficient for the administration. Board members who note needed changes in policies based 
on actual practice should bring those items to the administration’s attention (See Board Policy 
A18 Legal).

G. Board Goals, Superintendent Goal Progress Measures, Superintendent 
Constraints, Superintendent Constraint Progress Measures, and  
Board Self- Constraints 

a. �Utilizing the Lone Star Governance Framework, the board will adopt no less than 
three and no more than five Student Outcome Goals. Goals are intended to provide 
the superintendent with the vision and values representing the community in terms of 
student outcomes. Each goal will identify the population, measurement tool, the baseline, 
the target, the deadline as well as annual targets for the duration of the goal. The board 
will also identify annual targets and deadline targets for all subpopulations applicable to 
the goal. It is recommended the board goals last no more than a five-year period.

b. �To assist the superintendent in the operational management of the district while working to 
achieve the Board outcome goals, Board Members will develop one to three Superintendent 
constraints outlining specifically what the board does not want to allow to happen during 
the implementation process. Superintendent constraints are written as:

• The Superintendent shall not……….
• �The superintendent will develop constraint progress measures and report to the board 

progress for each a minimum of one time per year. 
c. �Finally, Board members will also develop (a minimum of one not more than three) Board 

Self- Constraints. These constraints goals will align with the board goals and will be 
written in a format similar to that of Superintendent Constraint: 

• The board shall not…….
• �Board Self-Constraints will be reviewed annually,  

prior to the Superintendent’s summative evaluation.
d. �To provide feedback regularly to the board towards the superintendents’ progress 

in achieving the board student outcome goals and superintendent constraints, the 
superintendent will:

• �Develop one to three Goal Progress Measures for each Board Student Outcome Goal 
and one to Three Constraint progress Measures for each Board Constraint. Both 
progress measures must include the population, measurement tool, baseline, target, 
and deadline. The Superintendent will also identify annual targets and deadline 
targets for all subpopulations applicable to the goal or constraint.

• �Develop a 3-5-year monitoring calendar to inform the board which months the 
superintendent will report their progress for each goal, constraint, goal progress 
measure, constraint progress measures, as well as board self-evaluation timelines, and 
superintendent evaluation timelines (See Addendum G- Sample Monitoring Calendar 
and Monitoring Report).

• �Develop a systematic monitoring report showing the following  
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(See Addendum H- Sample Monitoring Calendar and Monitoring Report):
> ��The goal or constraint being monitored
> � �The Goal Progress Measure or Constraint Progress Measure being monitored to include:

� - previous three reporting periods,	  
 � - the current reporting period, 	
 � - annual targets and
 � - deadline target. 

> � �Superintendents evaluation of each goal and constraint progress measure, and
> � Superintendent next steps 
(See Board Policy AE Local)

Emergency/Crisis Constraints
During an emergency or crisis resulting in the disruption of normal operations of the district 
(over a three-month period), the board may:

• �Suspend all operations related to the developed Student Outcome Goals, progress 
monitoring calendar, and reports.

• �Develop emergency constraints to guide the superintendent and the superintendent may 
develop and report on emergency progress measures. 

	
H. Board Member Training

All board members must annually satisfy the training requirements required by the State of 
Texas. These requirements are outlined in Board Policy BBD (Legal) (See Addendum I- Board 
Member Training) 

Additionally, the entire Board, including all Board members, must participate with the 
Superintendent in team-building sessions as follows:

• Annually in January, or no later than the second regular Board meeting of the calendar year;
• Within 30 days of any change in Board membership or hiring a new Superintendent; and
• At any time determined by the Board.

 
The annual January team-building session must be:

1. Facilitated by a regional education service center or any registered provider; and
2. At least three hours in length, as provided by state law. [See BBD (LEGAL)]
 

The Board shall annually assess the need for additional teambuilding sessions at the first team-
building session of the calendar year and prepare a calendar of sessions based on this assessment. 
Team-building sessions occur at special board meetings designated for that purpose.
 
In addition to the continuing education required by the State of Texas, new board members will 
attend required training on the Lone Star Governance Continuous Improvement Framework.
 
The cost of the training of the Board will follow the guidelines detailed under Board 
Operations, “D”, Board Budget, in this manual. 
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All Board Members while attending HISD reimbursed/paid conferences or training sessions are 
encouraged to attend as many of the available continuing education opportunities as possible 
(See Board Policy BBD Legal, Local and Exhibit). 

Regularly occurring training opportunities available for board members include:

Month Event Website
January

February Mexican American School 
Boards Association (MASBA) 
Texas Association of Black 
School Educators (TABSE)

https://masbatx.org/
https://www.tabse.net/

March

April National School Board 
Association (NSBA) 
Council of Urban Boards of 
Education (CUBE) 
National Association of Black 
School Educators (NABSE)

https://www.nsba.org/
https://www.nsba.org/Events/
CUBE-Annual-Conference
https://www.nabse.org/

May

June Texas Association of School 
Boards (TASB) Summer 
Leadership Institute 

https://www.tasb.org/

June

July

August

September

October Gulf Coast Association of School 
Boards (GCASB) 
Texas Association of School 
Board (TASB) 
Council of Great City  
Schools (CGCS)

https://www.cgcs.org/
domain/16
https://www.tasb.org/ 
home.aspx
https://www.cgcs.org/

November

As scheduled Center for Reform of School 
Systems (CRSS)

http://crss.org/

Deleted Board Member representation in Community Functions Page
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board Operations
A. Board Member Officer Elections

At the first regular meeting each January, the Board shall reorganize, electing its officers for one-year 
terms. The officers of the Board consist of a President, a First Vice President, a Second Vice President, 
a Secretary, and an Assistant Secretary who shall be members of the Board. Officers shall be elected 
by majority vote of the members present and voting at the meeting. A vacancy among officers of the 
Board shall be filled by majority action of the Board. Board officers shall serve for a term of one year  
or until a successor is elected. Officers may succeed themselves in office. Each officer shall perform 
any legal duties of the office and other duties as required by action of the Board.

Election of Board Officers is governed by Board Policies BDAA (Legal) and BDAA (Local), and shall 
adhere to the following process:

• Any Board Member who seeks to be elected to a specific officer position will notify the
Board Counsel by ____________________________. Upon receiving notice that a Board
Member seeks election to be an officer, the Board Counsel will promptly notify the other
Board Members of the intent of the Board Member.
• ��A Board Member may choose to withdraw his/her name from consideration for an office by
notifying the Board Counsel, who will then notify all Board Members, at any time up until
the election is conducted.
• �The January Board Meeting will include a provision during executive/closed session for 

the purpose of reconstituting the officers of the Board.
• �During the executive/closed session, the Board will deliberate the duties and qualifications 

of the board officer positions. At this time, newly appointed board members can express 
their interest to serve in an officer position. 

• �When reconvened in open session, in compliance with the Texas Open Meetings Act, the Board 
President will entertain nominations of members for officers. A nomination requires a second. 
The Board will vote for each office in turn, beginning with the Board President. If there is more 
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than one nominee for a position, candidates will be voted on in the order of their nomination. 
• �The current Board President will preside over the election of the Board President. 

Following the election of the Board President, the newly elected Board President will 
officiate the election process for the remaining officer positions. 

• �Newly elected officers will assume responsibility for their office immediately upon  
election to the Board Office (See Board Policy BDAA Legal and Local). 

B. Role and Authority of Officers

In addition to the duties required by law, the President of the Board shall:
1. Preside at all Board meetings unless unable to attend.
2. �Have the right to discuss, make motions and resolutions, and vote on all matters  

coming before the Board.
3. Secure the resolution of complaints concerning Board members.
4. �Maintain order at meetings and inform the audience that no demonstrations shall  

be permitted; recess any meeting to clear the Boardroom at any time if necessary,  
to maintain order.

5. �Oversee and report to the Board on the Superintendent’s compliance with the  
monitoring system found in policy AF (LOCAL) hot link here. 

The First Vice President of the Board shall:
1. �Act in the capacity and perform the duties of the President of the Board in the event of  

the absence or incapacity of the President.
2. Become President only upon being elected to the position.

The Second Vice President of the Board shall:
1. �Act in the capacity and perform the duties of the First Vice President of the Board in the 

event of the absence or incapacity of the First Vice President.
2. Become First Vice President only upon being elected to the position.

The Secretary of the Board shall:
1. Ensure that an accurate record is kept of the proceedings of each Board meeting.
2. Ensure that notices of Board meetings are posted and sent as required by law.
3. �In the absence of the President and Vice President, call the meeting to order and act  

as presiding officer.
4. Sign or countersign documents as directed by action of the Board.

The Assistant Secretary shall act as the Secretary in the absence of the Secretary and shall 
perform all duties and exercise all functions of the Secretary (See Board Policy BDAA Legal 
and Local). The Secretary and Assistant Secretary will share responsibility for time-tracking 
following Lone-Star Governance protocol.
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C. Board Member Replacement

Vacancies on the Board may and do occur at other times than at term-end. Trustee 
vacancies may occur if a Trustee moves out of the School District, moves out of his/
her geographic single-member district, resigns for personal reasons, encounters sudden 
death or illness, or presents some other valid reason to resign. Notification of resignation 
must be in writing and submitted to the Board President. The Board President shall place 
the resignation on the agenda of the next scheduled meeting of the Board, or a special 
meeting, for acceptance by the Board. A vacancy occurs on the date a Board member’s 
resignation is accepted by the Board or on the eighth day after the date of its receipt  
by the Board, whichever is earlier. 

When a board member resigns from office with time remaining in his /her term, the remaining 
members have two options: 

1) Fill the vacancy by appointment until the next regular school board election, or
2) Fill the vacancy by special election for the unexpired term.

If the Board decides to fill the vacancy by appointment, the Board must do so not later than 30 
days after the creation of the vacancy. The appointee serves until the next regular election of 
the Board, at which time the board must hold a special election for any unexpired term. If the 
Board decides to fill the vacancy by special election, the special election must be conducted 
not later than 90 days after the creation of the vacancy on an authorized uniform election date 
occurring within the 90-day time period. If no uniform date falls within the 90-day time period, 
the Board must fill the vacancy by appointment within the 30-day deadline (Article 2774b, 
Vernon's Annotated Texas Civil Statutes).

D. Board Budget and Travel

1. �The individual Trustee food and travel budgets are maintained in the Board Services Budget 
that will cover the cost of training and education of the Board of Trustees, memberships for 
education related entities, and other necessary expenses.

2. �Board Services will coordinate meeting registration, hotel, travel to and from destination, 
ground transportation, food, and incidentals costs associated with training opportunities 
covered within the board budget. All personal costs will be the responsibility of Board 
Members. (See Policy BBG Local and Regulation) 
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New Board Member Orientation
1. �The Superintendent will meet with each new board member or groups of board members, 

less than a quorum, as soon as practical after joining the Board. The Superintendent will 
review the on- boarding process that has been developed in accordance and alignment with 
board goals and the strategic priorities.

2. �The purpose of the onboarding process is to orient each new trustee to the core departments 
and initiatives of our district, to provide relevant district context to inform trustee work 
as stewards for Houston ISD and to develop a greater understanding of the scope of the 
district’s current work and the Superintendent’s supervisory responsibilities. A printed copy 
of this Board Operating Procedures Manual and Exhibits will be provided to new trustees. If 
any edits are made based upon annual review, each trustee will receive an updated printed 
copy. A current copy of the manual will also be available on the HISD website.

a. �Topics included in the On-Boarding process are: Academics (Curriculum and Instruction, 
Special Populations, Digital Learning, Teacher and Administrator Appraisals and  
Professional Development), Strategy and Innovation, Finance, Human Resources, 
Business Operations, Technology and Legal Services, Internal Audit and Ethics and 
Compliance.

b. �The Superintendent will arrange for new board members to meet with them and key staff 
members to engage in the on-boarding process.
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Houston ISD  
101912  
  
SUPERINTENDENT BJCD 
EVALUATION (LEGAL) 

 

DATE ISSUED: 6/13/2019    1 of 1 
UPDATE 113  
BJCD(LEGAL)-P  

 

The board shall adopt a policy providing for the employment and 
duties of district personnel. The employment policy must provide 
that the board employs and evaluates the superintendent. Educa-
tion Code 11.1513(a)(1) [See DC] 

A board shall appraise a superintendent annually using either: 

1. The commissioner of education’s recommended appraisal 
process and criteria; or 

2. An appraisal process and performance criteria that are: 

a. Developed by the district in consultation with the district- 
and campus-level committees; and 

b. Adopted by the board. 

Education Code 21.354(c) 

In addition to other procedures and criteria determined by the 
board, the commissioner’s recommended appraisal process and 
criteria shall include, at a minimum, an annual evaluation of the su-
perintendent and a student performance domain. Completion of the 
Lone Star Governance superintendent evaluation may satisfy 
these requirements. 19 TAC 150.1031(b)–(c) 

The information in the annual report describing the educational 
performance of a district [see AIB] shall be a primary consideration 
of the board in evaluating the superintendent. Education Code 
39.307(3)(C) 

Funds of the district may not be used to pay a superintendent who 
has not been appraised in the preceding 15 months. Education 
Code 21.354(d) 

A document evaluating the performance of a superintendent is con-
fidential and is not subject to disclosure under the Public Infor-
mation Act, Government Code Chapter 552. [See GBA] 

A district may give the Texas Education Agency (TEA) a document 
evaluating the performance of a superintendent employed by the 
district for purposes of an investigation conducted by TEA. A docu-
ment provided to TEA remains confidential unless the document 
becomes part of the record in a contested case under the Adminis-
trative Procedure Act, Government Code Chapter 2001. 

Except as provided by a court order prohibiting disclosure, a docu-
ment provided to TEA may be used in a disciplinary proceeding 
against a superintendent if the document may be admitted under 
rules of evidence applicable to a contested case under Govern-
ment Code 2001.081. 

Education Code 21.355 

Employment and 
Evaluation 

Appraisal Process 

Annual 
Performance Report 

Penalty for 
Noncompliance 

Confidentiality 
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Houston ISD  
101912  
  
SUPERINTENDENT BJCD 
EVALUATION (LOCAL)  

DATE ISSUED: 7/15/2010   ADOPTED: 1 of 1 
LDU 2010.08  
BJCD(LOCAL)-X   

The instrument used to evaluate the Superintendent shall be based 
on the Superintendent’s job description [see BJA(LOCAL)] and per-
formance goals and shall be adopted by the Board. 

The Board shall prepare a written evaluation of the Superintendent 
annually or at more frequent intervals. 

The Board shall furnish the Superintendent with a copy of the 
completed evaluation and shall discuss its conclusions with the 
Superintendent in closed meeting. 

The Board shall strive to accomplish the following objectives in 
conducting the Superintendent’s written evaluation:  

1. Clarify to the Superintendent his or her role, as seen by the 
Board. 

2. Clarify to Board members the Superintendent’s role, accord-
ing to the Board’s written criteria, as expressed in the Super-
intendent’s job description and the District’s goals and objec-
tives. 

3. Foster an early understanding among new Board members of 
the evaluation process and the Superintendent’s current per-
formance objectives and priorities. 

4. Develop and sustain a harmonious working relationship be-
tween the Board and the Superintendent. 

5. Ensure administrative leadership for excellence in the District. 

The Superintendent shall also complete a self-evaluation using the 
Superintendent’s appraisal instrument. 

The Board may at any time conduct and communicate oral evalua-
tions to augment its written evaluations. 

EVALUATION 
INSTRUMENT 

WRITTEN EVALUATION 

OBJECTIVES 

SELF-EVALUATION 

INFORMAL 
EVALUATION 
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Houston ISD  
101912  
  
SUPERINTENDENT BJCD 
EVALUATION (EXHIBIT) 
 

DATE ISSUED: 2/1/2010    1 of 2 
UPDATE 87   
BJCD(EXHIBIT)-P   
 

PROCEDURES FOR APPRAISAL OF SUPERINTENDENT 
RECOMMENDED BY THE COMMISSIONER 

Note: The following procedures, which are recommended but not required by the Com-
missioner, may be used in whole or in part for the Superintendent’s evaluation. 

The Board shall establish an annual calendar providing for the following activities, in which 
both the Board and the Superintendent shall participate: 

1. Procedures for setting goals that define expectations and set priorities for the Superin-
tendent. 

2. Formative conference. 

3. Summative conference. 

The Superintendent shall be involved in developing, selecting, or revising the appraisal in-
strument and process. 

19 TAC 150.1022 

Student performance shall be a part of locally developed appraisal instruments for Superin-
tendents as specified in Education Code 39.054.  19 TAC 150.1022(e) 

A student performance domain shall be included in the appraisal of the Superintendent as 
follows:  “The Superintendent promotes improvement of the performance of students in the 
District through activities such as comparing disaggregated student performance results to 
state accountability standards and to prior year performance.” 

The domains and descriptors used to evaluate the Superintendent may also include: 

1. Instructional management. 

2. School or organization morale. 

3. School or organization improvement. 

4. Personnel management. 

5. Management of administrative, fiscal, and facilities functions. 

6. Student management. 

7. School or community relations. 

8. Professional growth and development. 

9. Student achievement indicators and campus performance objectives. 

10. Board relations. 
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In developing the appraisal instrument, the Board shall use the Superintendent’s job descrip-
tion as applicable. 

19 TAC 150.1021 

The Board may implement a process for collecting staff input for evaluating the Superinten-
dent.  If such a process is implemented for use in the Superintendent’s evaluation, staff input 
shall not be anonymous. 

Before conducting the Superintendent’s appraisal, Board members shall have evidence of 
training in appropriate personnel evaluation skills related to the locally established criteria 
and process. 

The District, with the approval of the Board, may select the Commissioner-recommended 
student performance domain for Superintendents or may develop an alternative process in 
consultation with the District- and campus-level committees and adopted by the Board.  If the 
District uses the Commissioner-recommended student performance domain, it shall meet the 
following requirements: 

1. The Superintendent shall be required to attend an orientation approved by the Commis-
sioner; 

2. The results on the Commissioner-recommended student performance domain shall be 
incorporated into the local appraisal instrument; 

3. The results on the Commissioner-recommended student performance domain shall be 
a primary consideration of the Board in evaluating the Superintendent; 

4. For a Superintendent new to the District, the results from the Commissioner-
recommended student performance domain shall be on a “report only” basis during the 
first year.  Dropout and attendance data for the Superintendent shall be on a “report on-
ly” basis for the first two years. 

19 TAC 150.1022 
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ADDENDUM B
Texas Open Meeting Act

Overview of The Texas  
Open Meetings Act  
(“OMA” or “Act”)

General Provisions

What are the general requirements of the Act?
Except for a few circumstances, the Act requires that all regular, special, or called meetings 
of a governmental body be open to the public. A “meeting” includes any gathering where 
a quorum is present and public business is discussed. Furthermore, the Act requires that 
advance written notice be given for each meeting of a governmental body.

What is a “meeting” under the Act?
The Act applies to “every regular, special, or called meeting of a governmental body” where 
a quorum of its members deliberate over any issue of public business or public policy 
over which the governmental body has jurisdiction. TEX. GOV’T CODE §§ 551.001(4) and 
551.002. A quorum is a majority of the authorized membership of the body. See Tex. Att’y 
Gen. Op. No. JM-1127 (1989). Vacancies on the board do not reduce the number required  
for a quorum. See Tex. Att’y Gen. Op. No. MW-562 (1982).

The Act specifically defines “meeting” as:
• �a deliberation between a quorum of a governmental body,  

or between a quorum of a governmental body and another person, 
• �during which public business or public policy over which the governmental  

body has supervision or control is discussed or considered, or 
• during which the governmental body takes formal action; or 
• �a gathering: (i) that is conducted by the governmental body or for which the 

governmental body is responsible; (ii) at which a quorum of members of the 
governmental body is present; (iii) that has been called by the governmental body; 
and (iv) at which the members receive information from, give information to, ask 
questions of, or receive questions from any third person, including an employee of 
the governmental body, about the public business or public policy over which the 
governmental body has supervision or control.

TEX. GOV’T CODE §551.001(4). 
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Thus, even if no action is taken or words spoken by board members, the body may be 
subject to the Act when a quorum merely listens to a third party speak at a gathering the 
governmental body conducts or for which the governmental body is responsible (unless 
there is an exclusion under the OMA or other law).

The term “meeting” does not include the gathering of a quorum of a governmental 
body at a social function unrelated to the public business that is conducted by the body, 
the attendance by a quorum of a governmental body at a regional, state, or national 
convention or workshop, ceremonial event, or press conference, or the attendance by  
a quorum of a governmental body at a candidate forum, appearance, or debate to inform 
the electorate, if formal action is not taken and any discussion of public business 
is incidental to the social function, convention, workshop, ceremonial event, press 
conference, forum, appearance, or debate. Id., §551.001(4)(B).

Is Location Relevant? (Challenges of New Technologies)
The definition of “meeting” does not turn on the location of the gathering. Informal 
gatherings of a quorum in a bathroom and a barn have been found to be subject to the 
Act. See Acker v. Texas Water Comm., 790 S.W.2d 299 (Tex. 1990); Bexar Medina Atascosa 
Water Dist. v. Bexar Medina Atascosa Landowners’ Ass’n, 2 S.W.3d 459 (Tex. App. – San 
Antonio 1999, pet. den.). In Bexar, 2 S.W.3d at 462, five of seven board members attended an 
“informational” meeting for farmers and landowners at a barn owned by one of the board 
members. “Although the board members did not discuss business among themselves, it was 
only necessary for their communication to occur between themselves and the other people” 
in attendance for the Act to apply. The unpublicized meeting violated the OMA. 

Microblogs (e.g., Twitter), social media websites (e.g., Facebook), text messaging, and instant 
messaging, raise new issues for consideration by the Attorney General, the courts and the 
Legislature. The Senate Committee on State Affairs prepared and submitted an Interim Report 
to the 82nd Legislature in response to concerns on how advances in technology and increased 
use of social media affect the communications of governmental bodies. Under the current 
interpretations of the Act, a quorum would exist if a majority of the governmental body discusses 
public business on a Facebook wall or via successive text or email messages. Although the 
legislature has not yet enacted any laws to specifically address the concerns, it has authorized 
governmental bodies to communicate through an online message board under Section 551.006 
of the Act (discussed later in this outline). The Legislature also has amended Section 551.128 
of the Act to require certain entities to maintain archived copies of recordings of meetings on 
publicly accessible video-sharing or social networking sites (discussed later in this outline).

Does the definition of “meeting” apply to subcommittee meetings of a governing board?
Although the statutory definition of “meeting” excludes gatherings of less than a quorum, 
the Attorney General has concluded that a subcommittee of a board may be subject to 
the Act if the board has granted authority to the subcommittee to supervise or control 
public business or public policy. See Tex. Att’y Gen. Op. No. JC-0060 (1999) (“evaluation 
committee” was more than advisory because it had the authority to negotiate with private 
parties regarding proposed contract).
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What is a “deliberation”?
The Act defines “deliberation” as a verbal exchange between a quorum of a governmental 
body, or between a quorum of a governmental body and another person, concerning 
an issue within the jurisdiction of the governmental body. See TEX. GOV’T CODE § 
551.001(2). “Deliberation” is synonymous with “discussion.” BMA v. Bexar Medina Atascosa 
Landowners’ Assn, 2 S.W.3d 459 at 461 (Tex. App—San Antonio, 1999). “The key is whether 
the verbal or written exchange is about “an issue within the jurisdiction” of the governing 
body. Deliberation” does not contain any element of action or decision-making. Id.

Note that deliberation can take place through written or verbal communications. Thus, board 
members must be careful about responding to email communications, writing letters that have 
not been authorized by the board at an open meeting, or engaging in other forms of written or 
verbal exchanges in numbers of a quorum or greater outside of a board meeting.

Must all meetings be open to the public?
All regular, special, or called meetings must be open to the public, unless the Act specifically 
permits the meeting to be closed to the public. See TEX. GOV’T CODE § 551.002. Any time a 
quorum of a governing body meets and deliberates about an issue within the jurisdiction of 
the governing body, the meeting must be properly posted, must be open to the public,  
and must be recorded. Subchapter D of the Act describes the exceptions permitting  
a closed meeting. These exceptions are discussed later in this outline.

Does the Open Meetings Act require governing bodies  
to give the public an opportunity to speak at a public meeting?

In 2019, the Texas Legislature amended the Act to add Section 551.007, which provides 
that “a governmental body shall allow each member of the public who desires to address 
the body regarding an item on an agenda for an open meeting of the body to address the 
body regarding the item at the meeting before or during the body’s consideration of the 
item”. A governmental body may make reasonable rules limiting the total amount of time a 
member of the public may address the body on a given item. A rule that limits the amount 
of time that a member of the public may address the governmental body must provide that 
a member of the public who addresses the body through a translator must be given at least 
twice the amount of time as a member of the public who does not require the assistance of 
a translator in order to ensure that non-English speakers receive the same opportunity to 
address the body. Additionally, a governmental body may not prohibit public criticism of the 
governmental body, including criticism of any act, omission, policy, procedure, program, or 
service. This does not apply to public criticism that is otherwise prohibited by law.

Issues raised by the public may not be discussed by board members if they are not on the 
agenda. Board members have four options when a member of the public speaks: (1) say 
nothing; (2) briefly respond with a statement of specific factual information; (3) recite an 
existing policy; or (4) propose placing the item on a future agenda for discussion.  
See TEX. GOV’T CODE § 551.042.
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What kind of record must be kept of a meeting?
Section 551.021 of the Act requires that a governmental body keep either a tape recording 
or minutes of each open meeting. If the governmental body chooses to keep minutes rather 
than a tape recording of the meeting, the minutes must reflect the subject matter of each 
item discussed or deliberated, and they must reflect each vote, order, decision, or other 
action taken by the governmental body.

These minutes or tape recording of the open meeting are considered a public record  
and are subject to the Texas Public Information Act, Chapter 552 of the Texas 
Government Code. They must be made available for public inspection and copying  
as required by the Public Information Act.

Either a “certified agenda” or an official tape recording must be kept of the proceedings 
of each closed meeting, except for a board’s private consultation with its attorney as 
permitted under section 551.071. See TEX. GOV’T CODE § 551.103(a). A certified agenda 
must include a statement of the subject matter of each item discussed in closed session, not 
just each item scheduled for discussion. The tape or certified agenda must be maintained 
by the governmental body, and its disclosure is prohibited absent a court order. This record 
provides a method of verifying in court proceedings that the board complied with the 
requirements of the Open Meetings Act. See TEX. GOV’T CODE §§ 551.103, 551.104;  
Tex. Att’y Gen. Op. No. JM-840 (1988).

Section 551.128 of the Act requires school districts with student enrollments of 10,000 
or more to make a video and audio recording of reasonable quality of (1) each regularly 
scheduled meeting that is not a work session or special called meeting and (2) each open 
meeting that is a work session or special called meeting, if at that meeting, the board votes 
on any matter or allows public comment or testimony. The recording must be archived on 
the school district’s website not later than seven days after the recording was made and 
must remain on the website for at least two years.

School districts may additionally broadcast the open portions of their meetings  
over the Internet or on television.

When and how may a board hold an emergency meeting or consider emergency items? 
In “emergencies” or instances urgent public necessity, Section 551.045 of the Act permits the 
meeting notice, or an addition to a previously posted meeting, to be posted only one hour 
before a meeting is convened, rather than the usual 72 hours before the meeting. The meeting, 
or addition to the meeting, must be for the purpose of taking action directly related to the 
emergency.

Emergency meetings require that: (1) an emergency actually exist; (2) the notice clearly 
identify the existing emergency; and (3) the board take action only on matters directly 
related to the emergency, or in the case of a supplemental notice, only on the emergency 
and any items that were contained in the original notice (if posted within the required 72 
hours). If the notice does not identify the emergency, the meeting will be invalid even if an 
emergency exists. See Markowski v. City of Marlin, 940 S.W.2d 720, 724 (Tex. App.—Waco 
1997); Piazza v. City of Granger, 909 S.W.2d 529 (Tex. App. – Austin 1995, no writ).
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In 2019, the legislature provided a clearer definition of “emergency” and provided a list 
of the types of events that constituted an emergency. An emergency or an urgent public 
necessity exists only if immediate action is required of a governmental body because of:

a. an imminent threat to public health and safety; or
b. �a reasonably unforeseeable situation, including: (A) a fire, flood, earthquake, hurricane, 

tornado, or wind, rain, or snow storm; (B) a power failure, transportation failure, or 
interruption of communication facilities; (C) an epidemic; or (D) a riot, civil disturbance, 
enemy attack, or other actual or threatened act of lawlessness or violence.

The notice must clearly identify the emergency or urgent public necessity for calling the 
meeting in the notice so that a member of the public would know from the posting the 
specific nature of the emergency. At the opening of the meeting, the presiding officer should 
announce that an emergency exists and explain the nature of the emergency.

The determination of whether the meeting constituted an emergency and complied with the 
OMA is subject to judicial review.

NOTICE & POSTING REQUIREMENTS

The Texas Open Meetings Act requires written notice of the (1) date, (2) hour,  
(3) place and (4) subject of each meeting. See TEX. GOV’T CODE § 551.041.  
The notice must be sufficient to inform the public of the subjects that will be  
considered during both the open and closed portions of the meeting.

How must the notice be posted?
Section 551.043 requires that notice of all meetings be posted in a place readily accessible 
to the general public at all times for at least 72 hours before the scheduled time of the 
meeting. A school district must also have a notice posted on a bulletin board located at a 
place convenient to the public in its central administrative office and must give notice by 
telephone, fax, or email to any news media requesting such notice and agreeing to pay all 
expenses incurred by the district in providing special notice. Additionally, the Act requires 
school districts, and certain other governmental bodies, to post notice on their Internet 
websites if the entity maintains an Internet website.

The 72-hour notice requirement is relaxed to one hour under the Act when providing 
notice of an “emergency” meeting or an “emergency” addition to the agenda.  
See above for a fuller discussion.

When can a board consider matters that are raised spontaneously or raised  
at the hearing of citizens?

Sometimes a board member or member of the public will ask a question or make a comment 
on a subject that has not been posted. The requirement for giving notice of a subject to be 
considered does not apply to matters about which specific factual information or a recitation 
of existing policy is furnished in response to an inquiry made by a board member or by a 
member of the general public at a meeting. However, any deliberation, discussion, or decision 
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among board members concerning the subject about which inquiry was made must be limited 
to a proposal to place such subject on the agenda for a subsequent meeting for which notice 
has been provided. See TEX. GOV’T CODE § 551.042.

MEETINGS BY TELEPHONE AND/OR VIDEO CONFERENCE

Teleconference Calls (telephone attendance)
School boards may hold open or closed telephone conference call meetings only if an 
emergency or urgent public necessity exists as defined by the Act and if the convening at 
one location of a quorum of a governmental body is difficult or impossible. See TEX. GOV’T 
CODE § 551.125. The telephone meeting is subject to the same notice requirements for 
other meetings (i.e., 1 hour notice for emergency meetings). The notice must specify as the 
location of the meeting the location where meetings of the school board are normally held.

The open portions of the meeting are required to be audible to the public at the location 
specified in the notice and must be recorded. The recording must be made available to 
the public. The Act also requires the location of the meeting to be set up to provide two-
way communication during the entire conference call and the identity of each party to the 
conference call to be clearly stated prior to speaking.

Videoconference Calls
A meeting may be held by videoconference call only if a quorum of the school board is 
physically present at one location of the meeting unless the school district extends into 
three or more counties. See TEX. GOV’T CODE § 551.127. A board member or employee 
of a school district may participate remotely in a meeting of the school district by means 
of a videoconference call if the video and audio feed of the member’s or employee’s 
participation, as applicable, is broadcast live at the meeting and otherwise complies 
with the Act’s provisions on videoconferencing. 

A board member of a governmental body who participates in a meeting by 
videoconference shall be counted as present at the meeting for all purposes. A board 
member who participates in a meeting by videoconference call shall be considered absent 
from any portion of the meeting during which audio or video communication with the 
member is lost or disconnected. The school district may continue the meeting only if a 
quorum of the body remains present at the meeting location.

A meeting held by videoconference call is subject to the notice requirements applicable 
to other meetings in addition to the notice requirements prescribed by the Act 
specifically for videoconference calls.

The notice of a meeting to be held by videoconference call must specify as a location of the 
meeting the location where a quorum of the governmental body will be physically present 
and specify the intent to have a quorum present at that location.

Each portion of a meeting held by videoconference call that is required to be open to the 
public must be visible and audible to the public at the location specified in the meeting 
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notice. If a problem occurs that causes a meeting to no longer be visible and audible to the 
public at that location, the meeting must be recessed until the problem is resolved. If the 
problem is not resolved in six hours or less, the meeting must be adjourned.

The governmental body shall make at least an audio recording of the meeting.  
The recording shall be made available to the public.

The location specified in the meeting notice, and each remote location from which a 
member of the governmental body participates, shall have two-way audio and video 
communication with each other location during the entire meeting. The face of each 
participant in the videoconference call, while that participant is speaking, shall be clearly 
visible, and the voice audible, to each other participant and, during the open portion of the 
meeting, to the members of the public in attendance at the physical location identified in the 
meeting notice and at any other location of the meeting that is open to the public.

The Department of Information Resources has specified minimum standards for audio and 
video signals at a meeting held by videoconference call. The quality of the audio and video 
signals perceptible at each location of the meeting must meet or exceed these standards.

The audio and video signals perceptible by members of the public at each location of the 
meeting must be of sufficient quality so that members of the public at each location can observe 
the demeanor and hear the voice of each participant in the open portion of the meeting.

Without regard to whether a member of the governmental body is participating in a meeting 
from a remote location by videoconference call, a governmental body may allow a member 
of the public to testify at a meeting from a remote location by videoconference call.

WRITTEN ELECTRONIC COMMUNICATION ACCESSIBLE TO THE PUBLIC

Section 551.006 of the Act provides that a communication or exchange of information between 
members of a governmental body about public business or public policy over which the 
governmental body has supervision or control does not constitute a meeting or deliberation 
for purposes of the Act if:

a. the communication is in writing;
b. �the writing is posted to an online message board or similar Internet  

application that is viewable and searchable by the public; and
c �the communication is displayed in real time and displayed on the online message board or 

similar Internet application for no less than 30 days after the communication is first posted.

Only One Message Board or Internet Application
A governmental body may have no more than one online message board or similar Internet 
application to be used for the purposes described in the Open Meetings Act. The online message 
board or similar Internet application must be owned or controlled by the governmental body, 
prominently displayed on the governmental body’s primary Internet web page, and no more than 
one click away from the governmental body’s primary Internet web page.
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Requires Specific Authorization
The online message board or similar Internet application may only be used by members 
of the governmental body or staff members of the governmental body who have received 
specific authorization from a member of the governmental body. In the event that a staff 
member posts a communication to the online message board or similar Internet application, 
the name and title of the staff member must be posted along with the communication.

Removal of Posting
If a governmental body removes from the online message board or similar Internet 
application a communication that has been posted for at least 30 days, the governmental 
body shall maintain the posting for a period of six years. This communication is public 
information and must be disclosed in accordance with the Public Information Act.

Cannot Be Used for Voting or Taking Action
The governmental body may not vote or take any action that is required to be taken at a 
meeting under the Open Meetings Act by posting a communication to the online message 
board or similar Internet application. In no event shall a communication or posting to the 
online message board or similar Internet application be construed to be an action of the 
governmental body.

CLOSED SESSIONS

When may a board conduct a closed meeting?
The Act permits boards to meet privately in certain circumstances. The board must first 
convene the meeting in public even if the only item on the agenda is a closed session.  
See TEX. GOV’T CODE § 551.101. The public has a right to know which members are present 
and whether a quorum exists. See Martinez v. State, 879 S.W.2d 54 (Tex. Crim. App. 1994).  
The presiding officer must announce the section or sections under which the closed session 
will be held. See TEX. GOV’T CODE § 551.101. 

No final action may be taken in closed session. See TEX. GOV’T CODE § 551.102;  
Cox Enterprises, Inc. v. Board of Trustees of Austin Indep. Sch. Dist., 706 S.W.2d 956  
(Tex. 1986); Tex. Att’y Gen. Op. Nos. H-1198 (1978). Although the board may not vote  
in closed session, board members may still express their opinions on items and issues  
being discussed. See Weatherford v. City of San Marcos, 157 S.W.3d 473, 485 (Tex. App. –  
Austin 2004, pet. den.). The board must return to open session in order to vote  
on a matter deliberated in closed session. 

Common exceptions permitting a closed session include the following:
• �To consult with legal counsel 

A closed meeting is permissible when the governmental body seeks the advice of its 
attorney about pending or contemplated litigation, a settlement, or “a matter in which 
the duty of the attorney to the governmental body under the Texas Disciplinary Rules of 
Professional Conduct of the State Bar of Texas clearly conflicts with this chapter.” See 
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TEX. GOV’T CODE, § 551.071. General discussion of policy or business matters, unrelated 
to legal matters, is not permitted merely because an attorney is present. See Tex. Att’y 
Gen. Op. No. JC-0233 (2000).

• �To deliberate about real property 
This exception is designed to protect the entity’s interests when it is negotiating in the 
marketplace: “The real estate exception was created to keep a governmental entity from 
having to ‘telegraph its punch’ in an open meeting to the detriment of the taxpayers, not 
to use as a blank check to cut a deal in private, devoid of public input or debate.” See 
Finlan v. City of Dallas, 888 F.Supp. 779, 787 (N.D. Tex. 1995); see also Springs Alliance v. 
Austin Indep. Sch. Dist., 973 S.W.2d 378 (Tex. App. - Austin 1998, no writ).

• �To deliberate personnel matters 
The statute permits boards to meet in closed session to deliberate the appointment, 
employment, evaluation, reassignment, duties, discipline or dismissal of a public officer or 
employee or to hear a complaint or charge against an officer or employee. This exception 
does not apply if the officer or employee, who is the subject of the deliberation or hearing, 
requests a public hearing. See TEX. GOV’T CODE § 551.074. 
 
This exception applies only when the board discusses a particular officer or employee, not 
a whole class of employees. See Tex. Att’y Gen. Op. No. H-496 (1975). 
 
This exception applies to board members as well as employees. For example, the board 
may deliberate the selection of board officers in closed session; however, the decision 
must be made in open session. See Board of Trustees of Austin Indep. Sch. Dist. v. Cox 
Enterprises, Inc., 679 S.W.2d 86 (Tex. App – Texarkana 1984), aff’d in part and rev’d in part, 
706 S.W.2d 956 (Tex. 1986). 
 
The exception does not apply to deliberations regarding independent contractors, such as 
engineers, architects, or consultants. See Tex. Att’y Gen. Op. No. MW-129 (1980).

• ��To hear a complaint against an employee 
The Open Meetings Act does not require a board to conduct an open meeting to 
deliberate in a case in which a complaint or charge is brought against an employee  
and the complaint or charge directly results in a need for a hearing. See TEX. GOV’T  
CODE § 551.082(a)(2). 
 
This section does not apply if an open hearing is requested in writing by the employee 
against whom the complaint or charge is brought.

• �To deliberate about a student disciplinary matter 
The Open Meetings Act does not require a school board to conduct an open meeting to 
deliberate in a case involving discipline of a public school child. This exception does not 
apply if an open hearing is requested in writing by a parent or guardian of the child.  
See TEX. GOV’T CODE § 551.082.
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• �To consider personally identifiable information regarding a student 
Under Section 551.0821, a school board may meet in closed session to deliberate a matter 
regarding a public school student if personally identifiable information about the student 
will necessarily be revealed by the deliberation.

• �To deliberate about security matters 
Section 551.076 states that a board may meet in closed session to deliberate “the 
deployment, or specific occasions for implementation, of security personnel or  
devices” or “a security audit.” 
 
Section 551.089 states that a board may meet in closed session to deliberate security 
assessments or deployments relating to information resources technology; network 
security information; or the deployment, or specific occasions for implementation, of 
security personnel, critical infrastructure, or security devices.

• �To deliberate about economic development negotiations 
Section 551.087 allows a closed meeting to deliberate “regarding commercial or financial 
information that the governmental body has received from a business prospect that the 
governmental body seeks to have locate, stay, or expand in or near the territory of the 
governmental body and with which the governmental body is conducting economic 
development negotiations.”

REMEDIES FOR VIOLATIONS OF THE OPEN MEETINGS ACT

What happens if a board violates the Open Meetings Act?
Any action taken by a board in violation of the Act is voidable. See TEX. GOV’T CODE § 
551.141; Olympic Waste Services v. City of Grand Saline, 204 S.W.2d 496, 504 (Tex. App.-Tyler 
2006, no pet.). The Act does not prevent a governmental body from “curing” a violation.  
See City of Galveston, et al. v. Nancy Saint Paul, 2008 WL 384145 at 4(Tex. App. – Houston 
[1st Dist.] Feb. 14, 2008). However, ratification of an invalid action will not have a retroactive 
effect. See, e.g., Markowski v. City of Marlin, 940 S.W.2d 720, 726 (Tex. App.—Waco 1997) 
(although board properly ratified invalid suspension without pay, board owed the employees 
back pay for the period of time between the improper meeting and the ratification meeting).
 
Additionally, the Act contains criminal penalties for a prohibited series of communications 
intended to circumvent the Act. A board member commits a misdemeanor offense 
if he or she (1) knowingly engages in at least one communication among a series of 
communications that each occur outside of a meeting and that concern an issue within the 
jurisdiction of the governmental body in which the members engaging in the individual 
communications constitute fewer than a quorum of members but the members engaging in 
the series of communications constitute a quorum of members; and (2) knew at the time the 
member engaged in the communication that the series of communications:

(A)  involved or would involve a quorum; and
(B)  �would constitute a deliberation once a quorum of  

members engaged in the series of communications.
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TEX. GOV’T CODE, § 551.143. A board member additionally commits a misdemeanor 
offense if a closed meeting is not permitted by the Act, and the member knowingly calls 
or aids in calling, closes or aids in closing, or participates in the unlawful closed session or 
meeting. Id., §551.144. It is a misdemeanor to meet in closed session if the member knows 
that no certified agenda or tape recording of the closed session is being made, and it is a 
misdemeanor to publicly release the certified agenda or tape recording of a closed meeting. 
See TEX. GOV’T CODE § 551.146.
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ADDENDUM C
Board Records Retention Requirements

As officers of Houston ISD, trustees are expected to comply with requirements of the Texas 
Public Information Act (“TPIA” or “Act”), and to assist the District with its responsibilities 
under the Act.  The TPIA is the Texas version of the federal Freedom of Information Act. The 
purpose of the TPIA is to give the public full and complete information regarding the affairs of 
government and official acts of those who represent them, referred to as “public information” 
under the Act.  Public information is any information that is collected, assembled, and 
maintained by the district under law or ordinance or “in connection with the transaction of 
official business”.  Public information includes:

• Information maintained by a private entity on behalf of the district.
• Iinformation of which the district has ownership or right to access (constructive custody).
• �Books, papers, letters, documents, e-mails, Internet posting, text messages, instant 

messages, other electronic communications, printouts, photographs, film, tape, microfiche, 
microfilm, photostat copies, sound recordings, maps and drawings, and voice, data, or 
video representations held in computer memory.

Information is “in connection with the transaction of official business” if the information is 
created by, transmitted by, received by, or maintained by an officer or employee of the school 
district in the officer’s or employee’s official capacity. 

Notes that may at first seem personal may, in fact, be subject to the PIA. Some examples include:
• Public employee’s appointment calendar including personal entries (ORD 635-1995).
• Handwritten notes taken during an interview by a promotion board (ORD 626-1994).
• Handwritten notes taken by an appraiser while observing a teacher’s classroom (ORD 450-1986).

The definition of public information also applies to and includes any electronic 
communication created, transmitted, received, or maintained on any device if the 
communication is in connection with the transaction of official business.  This includes emails 
on district email accounts as well as on personal email accounts if the content of the email 
deals with district business.  It is the content of the email, not who has possession of it or the 
owner of the account, that will determine whether it is subject to the TPIA.

Under the Act, officers and employees who, in the transaction of official business, create or 
receive public information that has not been provided to the district’s public information 
officer become the temporary custodian of the information, even if the officer or employee is 
no longer associated with the District.  Temporary custodians who maintain public information 
on a privately owned devices must: (1) forward or transfer the public information to the school 
district or the school district’s server or (2) preserve the public information in its original form 
in a backup or archive and on the privately owned device for the time specified by the Act.

Public information that is the subject of an audit, TPIA request, or litigation must be preserved 
until the completion of the litigation, audit, or TPIA request. Additionally, there are state 
record retention schedules that apply to public information. These schedules identify public 
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information by its content, not the medium in which it is stored. Therefore, there is no schedule 
that applies to all emails or all text messages; rather, it is the substance of the email or text 
message that determines how long each one must be maintained  The required retention 
length could vary from “as long as administratively valuable” to 10 or more years depending 
on the content of the communication. Trustees should refer to state record retention schedule 
GR – Records Common to all Local Governments, and schedule SD- Records for Public School 
Districts, located at https://www.HoustonISD.org/Page/31617, for additional information 
concerning record retention requirements for specific documents.

If the District receives a request for public information involving information maintained, 
created, or received by trustees, including emails or text messages, the District’s Public 
Information Officer and Board Counsel will inform trustees of the nature of the request and 
the deadline for compliance.  If responsive information is maintained on District servers, 
the information will be downloaded and assembled for trustee review by the District 
prior to release of the information to the requestor. If the request concerns information 
maintained by trustees on private devices, trustees must provide all responsive information 
to the District’s Public Information Officer and/or Board Counsel by the deadline provided.  
The District’s Public Information Officer Board Counsel will work with trustees to filter 
responsive information from non-responsive information and to determine whether certain 
information may fall within a category of information excepted from disclosure under the Act 
(i.e., attorney-client privileged information, confidential personnel information, personally 
identifiable student information, etc.).

A person commits an offense if the person willfully destroys, mutilates, removes without 
permission, or alters public information, including information maintained on private devices 
which has not been transferred to district servers. An offense under these facts is punishable 
by a fine of not less than $25 or more than $4,000; or confinement in the county jail for not less 
than three days or more than three months; or both.

Additionally, an officer for public information, or the officer’s agent, commits an offense if, 
with criminal negligence, the officer or agent fails or refuses to give access to, or to permit or 
provide copying of, public information to a requestor.

An officer or employee of a school district commits a Class A misdemeanor if he or she 
knowingly or intentionally destroys or alienates a school district record. An officer or employee 
also commits a Class A misdemeanor, and under certain factual circumstances a third-degree 
felony, if he or she intentionally destroys, conceals, removes or otherwise impairs the verity, 
legibility, or availability of a school district record.
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R
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R
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 b
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R
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N
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 re
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rin

g 
m

ee
tin

gs
 fr

om
 w

hi
ch

 
w

rit
te

n 
m

in
ut

es
 a

re
 p

re
pa

re
d.

   
90

 d
ay

s a
fte

r 
ap

pr
ov

al
 o

f 
m

in
ut

es
 b

y 
th

e 
go

ve
rn

in
g 

bo
dy

.  
 

 

*G
R

10
00

-0
3c

 
M

IN
U

T
E

S 
A

ud
io

vi
su

al
 re

co
rd

in
gs

 o
f o

pe
n 

m
ee

tin
gs

, 
ex

ce
pt

 a
s d

es
cr

ib
ed

 in
 (d

), 
fo

r w
hi

ch
 w

rit
te

n 
m

in
ut

es
 a

re
 n

ot
 p

re
pa

re
d.

   

PE
R

M
A

N
EN

T.
 

 

B.5.b

Packet Pg. 213



51 |   Board Operating Procedures

 H
IS

D
 S

ch
ed

ul
e 

G
R 

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
E

ffe
ct

iv
e 

A
pr

il 
17

, 2
01

6 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
Pa

ge
 9

 o
f 7

2 

R
ec

or
d 

N
um

be
r 

R
ec

or
d 

Ti
tle

 
R

ec
or

d 
D

es
cr

ip
tio

n 
R

et
en

tio
n 

Pe
ri

od
 

R
em

ar
ks

 

*G
R

10
00

-0
3d

 
M

IN
U

T
E

S 
A

ud
io

vi
su

al
 re

co
rd

in
gs

 o
f w

or
ks

ho
p 

se
ss

io
ns

 
of

 g
ov

er
ni

ng
 b

od
ie

s i
n 

w
hi

ch
 v

ot
es

 a
re

 n
ot

 
m

ad
e 

an
d 

w
rit

te
n 

m
in

ut
es

 a
re

 n
ot

 re
qu

ire
d 

by
 

la
w

 to
 b

e 
ta

ke
n.

   

2 
ye

ar
s. 

 

*G
R

10
00

-0
3e

 
M

IN
U

T
E

S 
A

ud
io

vi
su

al
 re

co
rd

in
gs

 o
f o

pe
n 

m
ee

tin
gs

 fo
r 

w
hi

ch
 w

rit
te

n 
m

in
ut

es
 a

re
 p

re
pa

re
d.

   
90

 d
ay

s a
fte

r 
ap

pr
ov

al
 o

f 
m

in
ut

es
 b

y 
th

e 
go

ve
rn

in
g 

bo
dy

.  
 

 

*G
R

10
00

-0
3f

 
M

IN
U

T
E

S 
C

er
tif

ie
d 

au
di

ov
is

ua
l r

ec
or

di
ng

s o
f c

lo
se

d 
m

ee
tin

gs
.  

 
2 

ye
ar

s. 
  

B
y 

la
w

 - 
G

ov
er

nm
en

t C
od

e,
 S

ec
tio

n 
55

1.
10

4(
a)

. 

B.5.b

Packet Pg. 214



52 |   Board Operating Procedures

 H
IS

D
 S

ch
ed

ul
e 

G
R 

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
E

ffe
ct

iv
e 

A
pr

il 
17

, 2
01

6 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
Pa

ge
 1

0 
of

 7
2 

R
ec

or
d 

N
um

be
r 

R
ec

or
d 

Ti
tle

 
R

ec
or

d 
D

es
cr

ip
tio

n 
R

et
en

tio
n 

Pe
ri

od
 

R
em

ar
ks

 

G
R

10
00

-0
3g

 
M

IN
U

T
E

S 
Su

pp
or

tin
g 

do
cu

m
en

ta
tio

n 
- O

ne
 c

op
y 

of
 e

ac
h 

do
cu

m
en

t o
f a

ny
 ty

pe
 su

bm
itt

ed
 to

 a
 m

ee
tin

g 
of

 a
 g

ov
er

ni
ng

 b
od

y 
fo

r c
on

si
de

ra
tio

n,
 

ap
pr

ov
al

, o
r o

th
er

 a
ct

io
n;

 if
 su

ch
 a

ct
io

n 
is

 
re

fle
ct

ed
 in

 th
e 

m
in

ut
es

 o
f t

he
 m

ee
tin

g.
   

2 
ye

ar
s. 

 
R

et
en

tio
n 

N
ot

es
:  

a)
 T

he
 re

te
nt

io
n 

pe
rio

ds
 fo

r m
an

y 
of

 th
e 

do
cu

m
en

ts
 

su
bm

itt
ed

 to
 a

 g
ov

er
ni

ng
 b

od
y 

fo
r 

ac
tio

n 
ar

e 
es

ta
bl

is
he

d 
el

se
w

he
re

 in
 th

is
 

or
 o

th
er

 c
om

m
is

si
on

 sc
he

du
le

s a
nd

 a
re

 
of

te
n 

lo
ng

er
 th

an
 th

e 
2-

ye
ar

 re
te

nt
io

n 
pe

rio
d 

fo
r s

up
po

rti
ng

 d
oc

um
en

ta
tio

n 
se

t h
er

e.
 T

he
 2

-y
ea

r r
et

en
tio

n 
re

qu
ire

m
en

t d
oe

s n
ot

 o
ve

rr
id

e 
a 

lo
ng

er
 

re
te

nt
io

n 
re

qu
ire

m
en

t s
et

 e
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si

tio
n 

of
 c

as
e 

+2
 y

ea
rs

 
Re

qu
es

te
d 

by
 H

IS
D

 L
eg

al
 S

er
vi

ce
s 

D
ep

t. 
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Pa

ge
 2

4 
of

 7
2 

R
ec

or
d 

N
um

be
r 

R
ec

or
d 

Ti
tle

 
R

ec
or

d 
D

es
cr

ip
tio

n 
R

et
en

tio
n 

Pe
ri

od
 

R
em

ar
ks

 

H
92

00
-0

6 
SP

E
C

IA
L

 E
D

U
C

A
T

IO
N

 
R

E
SE

A
R

C
H

 
(O

ff
ic

e 
of

 L
eg

al
 S

er
vi

ce
s)

 

R
es

ea
rc

h 
co

nd
uc

te
d 

fo
r S

pe
ci

al
 E

du
ca

tio
n 

ca
se

s 
Fi

na
l d

is
po

si
tio

n 
of

 c
as

e 
+2

 y
ea

rs
 

Re
qu

es
te

d 
by

 H
IS

D
 L

eg
al

 S
er

vi
ce

s 
D

ep
t. 

H
92

00
-0

7 
W

O
R

K
ER

S’
 

C
O

M
PE

N
SA

TI
O

N
 C

A
SE

S 
(O

ff
ic

e 
of

 L
eg

al
 S

er
vi

ce
s)

 

C
as

e 
Fi

le
s 

Fi
na

l d
is

po
si

tio
n 

of
 c

as
e 

+2
 y

ea
rs

 
Re

qu
es

te
d 

by
 L

eg
al

 S
er

vi
ce

s D
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 H
IS

D
 S

ch
ed

ul
e 

G
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E

ffe
ct

iv
e 

A
pr
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01
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Pa

ge
 2

5 
of

 7
2 

 
PA

R
T

 2
:  

FI
N

A
N

C
IA

L
 R

E
C

O
R

D
S 

 R
et

en
tio

n 
N

ot
es

:  
a)

 A
U

D
IT

 R
EQ

U
IR

EM
EN

TS
 - 

M
os

t l
oc

al
 g

ov
er

nm
en

ts
 a

re
 re

qu
ire

d 
by

 st
at

e 
la

w
 to

 c
on

du
ct

 a
nn

ua
l o

r b
ie

nn
ia

l a
ud

its
 o

f t
he

ir 
re

co
rd

s a
nd

 a
cc

ou
nt

s. 
Th

es
e 

au
di

t r
eq

ui
re

m
en

ts
 w

er
e 

ta
ke

n 
in

to
 a

cc
ou

nt
 in

 se
tti

ng
 th

e 
re

te
nt

io
n 

pe
rio

ds
 in

 th
is

 sc
he

du
le

. T
he

 fo
llo

w
in

g 
re

te
nt

io
n 

ru
le

s a
ls

o 
ap

pl
y:

 
 

1)
 In

 a
ny

 lo
ca

l g
ov

er
nm

en
t f

or
 w

hi
ch

 th
er

e 
is

 n
o 

st
at

ut
or

y 
au

di
t r

eq
ui

re
m

en
t a

nd
 a

ud
its

 a
re

 c
on

du
ct

ed
 ir

re
gu

la
rly

 o
r i

n 
a 

lo
ca

l g
ov

er
nm

en
t i

n 
w

hi
ch

 a
 st

at
ut

or
ily

 
re

qu
ire

d 
au

di
t i

s d
el

ay
ed

, a
ny

 re
co

rd
 in

 th
is

 sc
he

du
le

 w
ho

se
 re

te
nt

io
n 

pe
rio

d 
da

te
s f

ro
m

 th
e 

en
d 

of
 a

 fi
sc

al
 y

ea
r (

FE
) m

us
t b

e 
re

ta
in

ed
 fo

r t
he

 re
te

nt
io

n 
pe

rio
d 

st
at

ed
 o

r o
ne

 y
ea

r a
fte

r a
ud

it,
 w

hi
ch

ev
er

 la
te

r. 
 2)

 W
ith

 re
ga

rd
 to

 a
ny

 sp
ec

ia
l f

un
d 

of
 a

 lo
ca

l g
ov

er
nm

en
t o

r e
le

ct
iv

e 
co

un
ty

 o
ff

ic
e 

fo
r w

hi
ch

 th
er

e 
is

 n
o 

st
at

ut
or

y 
au

di
t r

eq
ui

re
m

en
t a

nd
 th

e 
fu

nd
 is

 n
ot

 a
ud

ite
d,

 
an

y 
re

co
rd

s l
is

te
d 

un
de

r i
te

m
 n

um
be

rs
 G

R
10

25
-2

6,
 G

R
10

25
-2

7,
 G

R
10

25
-2

8,
 a

nd
 G

R
10

25
-3

0 
as

so
ci

at
ed

 w
ith

 re
ce

ip
ts

 a
nd

 d
is

bu
rs

em
en

ts
 fr

om
 o

r t
o 

th
e 

fu
nd

 
m

us
t b

e 
re

ta
in

ed
 fo

r F
E 

+ 
10

 y
ea

rs
. 

 b)
 G

R
A

N
T 

O
R

 L
O

A
N

 R
EC

O
R

D
S 

- S
ub

se
ct

io
ns

 (1
)-

(3
) a

pp
ly

 to
 a

ny
 lo

ca
l g

ov
er

nm
en

t, 
ex

ce
pt

 sc
ho

ol
 d

is
tri

ct
s, 

re
ce

iv
in

g 
fe

de
ra

l, 
st

at
e,

 o
r p

riv
at

e 
gr

an
ts

; s
ub

se
ct

io
n 

(4
) 

ap
pl

ie
s t

o 
sc

ho
ol

 d
is

tri
ct

s o
nl

y.
 If

 a
 g

ra
nt

 o
r l

oa
n 

re
qu

ire
s a

 lo
ng

er
 re

te
nt

io
n 

pe
rio

d 
th

an
 th

os
e 

st
at

ed
 in

 th
is

 sc
he

du
le

, t
he

 a
ss

oc
ia

te
d 

re
co

rd
s m

us
t b

e 
re

ta
in

ed
 fo

r t
he

 fu
ll 

re
te

nt
io

n 
pe

rio
d 

re
qu

ire
d 

by
 th

e 
te

rm
s o

f t
he

 g
ra

nt
 o

r l
oa

n.
 

 
1)

 D
ire

ct
 F

ed
er

al
 G

ra
nt

s -
 T

hi
s s

ub
se

ct
io

n 
ap

pl
ie

s t
o 

gr
an

ts
 re

ce
iv

ed
 b

y 
a 

lo
ca

l g
ov

er
nm

en
t d

ir
ec

tly
 fr

om
 a

 fe
de

ra
l g

ra
nt

or
 a

ge
nc

y.
 

 
i) 

Fe
de

ra
l g

ra
nt

or
 a

ge
nc

ie
s r

eq
ui

re
 th

at
 g

ra
nt

-r
el

at
ed

 re
co

rd
s b

e 
re

ta
in

ed
 fo

r a
ud

it 
pu

rp
os

es
 fo

r 3
 y

ea
rs

 fr
om

 th
e 

fil
in

g 
of

 re
qu

ire
d 

ex
pe

nd
itu

re
 re

po
rts

.  
 ii)

 In
 a

dd
iti

on
 to

 it
em

 n
um

be
r G

R
10

25
-0

8(
a)

-(
b)

, f
in

an
ci

al
 a

nd
 p

ro
gr

am
m

at
ic

 re
co

rd
s o

f g
ra

nt
-f

un
de

d 
pr

oj
ec

ts
, i

nc
lu

di
ng

 c
op

ie
s o

r d
oc

um
en

ta
tio

n 
of

 
re

le
va

nt
 a

cc
ou

nt
in

g,
 b

an
ki

ng
, p

ur
ch

as
in

g,
 a

nd
 p

ay
ro

ll 
re

co
rd

s, 
an

d 
ot

he
r d

oc
um

en
ts

 a
nd

 w
or

ki
ng

 p
ap

er
s a

ss
oc

ia
te

d 
w

ith
 th

e 
fin

an
ci

al
 a

nd
 p

ro
gr

am
m

at
ic

 
ad

m
in

is
tra

tio
n 

of
 th

e 
gr

an
t f

un
ds

 o
r u

se
d 

to
 p

re
pa

re
 re

po
rts

 o
r f

or
m

s r
eq

ui
re

d 
by

 fe
de

ra
l l

aw
 o

r r
eg

ul
at

io
n 

m
us

t b
e 

re
ta

in
ed

 fo
r t

he
 fo

llo
w

in
g 

pe
rio

ds
: 

 (A
) F

or
 g

ra
nt

s c
on

tin
ue

d 
or

 re
ne

w
ed

 a
nn

ua
lly

 o
r a

t o
th

er
 in

te
rv

al
s e

xc
ep

t q
ua

rte
rly

 th
at

 a
re

 n
ot

 p
ar

t o
f a

 m
ul

ti-
ye

ar
 fu

nd
in

g 
cy

cl
e 

- 3
  y

ea
rs

 
fr

om
 th

e 
da

te
 o

f s
ub

m
is

si
on

 o
f t

he
 a

nn
ua

l o
r o

th
er

 p
er

io
di

c 
ex

pe
nd

itu
re

 re
po

rt.
 

 
 

B
) F

or
 g

ra
nt

s c
on

tin
ue

d 
or

 re
ne

w
ed

 a
nn

ua
lly

 o
r a

t o
th

er
 in

te
rv

al
s e

xc
ep

t q
ua

rte
rly

 th
at

 a
re

 a
 p

ar
t o

f a
 m

ul
ti-

ye
ar

 fu
nd

in
g 

cy
cl

e 
– 

3 
ye

ar
s f

ro
m

 
th

e 
da

te
 o

f s
ub

m
is

si
on

 o
f t

he
 a

nn
ua

l o
r o

th
er

 p
er

io
di

c 
ex

pe
nd

itu
re

 re
po

rt 
fo

r t
he

 fi
na

l r
ep

or
tin

g 
pe

rio
d 

of
 th

e 
gr

an
t c

yc
le

. 
 

 
C

) F
or

 g
ra

nt
s c

on
tin

ue
d 

or
 re

ne
w

ed
 q

ua
rte

rly
 - 

3 
ye

ar
s f

ro
m

 th
e 

da
te

 o
f s

ub
m

is
si

on
 o

f t
he

 e
xp

en
di

tu
re

 re
po

rt 
fo

r t
he

 la
st

 q
ua

rte
r o

f t
he

 fe
de

ra
l 

fis
ca

l y
ea

r. 
 

D
) F

or
 g

ra
nt

s f
or

 w
hi

ch
 th

e 
re

qu
ire

m
en

t o
f a

 fi
na

l e
xp

en
di

tu
re

 re
po

rt 
ha

s b
ee

n 
w

ai
ve

d 
- 3

 y
ea

rs
 fr

om
 th

e 
da

te
 th

e 
re

po
rt 

w
ou

ld
 h

av
e 

be
en

 d
ue

. 
 E)

 F
or

 a
ll 

ot
he

r g
ra

nt
s –

 3
 y

ea
rs

 fr
om

 th
e 

da
te

 o
f s

ub
m

is
si

on
 o

f t
he

 fi
na

l e
xp

en
di

tu
re

 re
po

rt.
 

 
iii

) T
he

 re
te

nt
io

n 
pe

rio
ds

 fo
r t

he
 fo

llo
w

in
g 

ty
pe

s o
f r

ec
or

ds
 a

re
 e

xc
ep

tio
ns

 to
 th

e 
pe

rio
ds

 n
ot

ed
 a

bo
ve

: 
 

A
) R

ec
or

ds
 o

f n
on

-e
xp

en
da

bl
e 

pr
op

er
ty

 o
r e

qu
ip

m
en

t a
cq

ui
re

d 
w

ith
 g

ra
nt

 fu
nd

s -
 3

 y
ea

rs
 fr

om
 th

e 
da

te
 o

f t
ra

ns
fe

r, 
re

pl
ac

em
en

t, 
sa

le
, o

r 
ju

nk
in

g 
of

 th
e 

ite
m

. 
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e 

A
pr

il 
17

, 2
01

6 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
Pa

ge
 2

6 
of

 7
2 

B
) C

os
t a

llo
ca

tio
n 

pl
an

s a
nd

 in
di

re
ct

 c
os

t r
ec

or
ds

 - 
3 

ye
ar

s f
ro

m
 d

at
e 

of
 su

bm
is

si
on

 o
r, 

fo
r p

la
ns

 p
re

pa
re

d 
an

d 
re

ta
in

ed
 b

y 
th

e 
gr

an
te

e,
 fr

om
 th

e 
cl

os
e 

of
 th

e 
fis

ca
l y

ea
r c

ov
er

ed
 b

y 
th

e 
pl

an
. 

 C
) I

nc
om

e 
re

co
rd

s -
 3

 y
ea

rs
 fr

om
 th

e 
en

d 
of

 th
e 

fis
ca

l y
ea

r i
n 

w
hi

ch
 th

e 
in

co
m

e 
is

 u
se

d.
 

 
iv

) I
f a

ny
 li

tig
at

io
n 

or
 a

ud
it 

co
m

m
en

ce
s b

ef
or

e 
th

e 
ex

pi
ra

tio
n 

of
 th

e 
3-

ye
ar

 p
er

io
d,

 th
e 

re
co

rd
s m

us
t b

e 
re

ta
in

ed
 u

nt
il 

al
l l

iti
ga

tio
n 

or
 a

ud
it 

fin
di

ng
s a

re
 

re
so

lv
ed

 o
r u

nt
il 

th
e 

en
d 

of
 th

e 
re

gu
la

r 3
-y

ea
r p

er
io

d,
 w

hi
ch

ev
er

 is
 la

te
r. 

 v)
 If

 re
co

rd
s a

re
 tr

an
sf

er
re

d 
to

 th
e 

gr
an

to
r a

ge
nc

y 
at

 it
s r

eq
ue

st
, c

op
ie

s o
f t

he
 re

co
rd

s n
ee

d 
no

t b
e 

re
ta

in
ed

. 
 

2)
 In

di
re

ct
 F

ed
er

al
 G

ra
nt

s -
 T

hi
s s

ub
se

ct
io

n 
ap

pl
ie

s t
o 

fe
de

ra
l g

ra
nt

s r
ec

ei
ve

d 
as

 su
bg

ra
nt

s f
ro

m
 st

at
e 

ag
en

ci
es

 o
r o

th
er

 lo
ca

l g
ov

er
nm

en
ts

 (e
.g

., 
re

gi
on

al
 c

ou
nc

ils
 

of
 g

ov
er

nm
en

t).
 

 
Th

e 
ex

pe
nd

itu
re

 re
po

rts
 a

re
 su

bm
itt

ed
 to

 th
e 

fe
de

ra
l a

ge
nc

y 
by

 th
e 

st
at

e 
or

 lo
ca

l s
ub

gr
an

to
r a

ge
nc

y 
af

te
r a

ll 
su

bg
ra

nt
ee

s h
av

e 
su

bm
itt

ed
 re

po
rts

 to
 th

e 
su

bg
ra

nt
or

. 
C

on
se

qu
en

tly
, r

ec
or

ds
 u

nd
er

 it
em

 n
um

be
r G

R
10

25
-0

8(
a)

-(
b)

 a
nd

 re
co

rd
s d

es
cr

ib
ed

 in
 se

ct
io

n 
(b

) (
1)

 m
us

t b
e 

re
ta

in
ed

 b
y 

lo
ca

l g
ov

er
nm

en
t s

ub
gr

an
te

es
 fo

r F
E 

+ 
5 

ye
ar

s. 
Lo

ca
l g

ov
er

nm
en

ts
 sh

ou
ld

 c
on

su
lt 

w
ith

 th
e 

st
at

e 
or

 lo
ca

l s
ub

gr
an

to
r a

ge
nc

y 
to

 d
et

er
m

in
e 

if 
th

er
e 

ar
e 

ad
di

tio
na

l o
r s

pe
ci

al
 re

qu
ire

m
en

ts
 a

ss
oc

ia
te

d 
w

ith
 a

 
pa

rti
cu

la
r g

ra
nt

. 
 

Th
e 

lo
ca

l g
ov

er
nm

en
t m

us
t r

et
ai

n 
co

pi
es

 o
f r

ep
or

ts
 o

r r
ec

or
ds

 su
bm

itt
ed

 to
 th

e 
su

bg
ra

nt
or

 a
ge

nc
y 

fo
r t

he
 p

er
io

ds
 in

di
ca

te
d.

 
 

3)
 S

ta
te

 a
nd

 P
riv

at
e 

G
ra

nt
s -

 T
hi

s s
ch

ed
ul

e 
ex

te
nd

s t
he

 3
-y

ea
r f

ed
er

al
 re

te
nt

io
n 

re
qu

ire
m

en
t d

es
cr

ib
ed

 in
 se

ct
io

n 
(b

)(
1)

 to
 st

at
e 

(e
xc

lu
di

ng
 fe

de
ra

l s
ub

gr
an

ts
) a

nd
 

pr
iv

at
e 

gr
an

t r
ec

or
ds

 u
nl

es
s t

he
 st

at
e 

or
 p

riv
at

e 
gr

an
to

r a
ge

nc
y 

ha
s e

st
ab

lis
he

d 
di

ff
er

en
t r

et
en

tio
n 

re
qu

ire
m

en
ts

, i
n 

w
hi

ch
 c

as
e 

th
os

e 
re

qu
ire

m
en

ts
 sh

al
l p

re
va

il.
 It

 
is

 a
n 

ex
ce

pt
io

n 
to

 th
e 

ex
te

ns
io

n 
of

 fe
de

ra
l g

ra
nt

 re
qu

ire
m

en
ts

 to
 st

at
e 

an
d 

pr
iv

at
e 

gr
an

ts
 th

at
 fo

r s
ta

te
 o

r p
riv

at
e 

gr
an

ts
 re

ne
w

ed
 q

ua
rte

rly
 a

s d
es

cr
ib

ed
 in

 se
ct

io
n 

(b
) (

1)
 (i

i) 
(B

), 
th

e 
3-

ye
ar

 re
te

nt
io

n 
re

qu
ire

m
en

t r
un

s f
ro

m
 th

e 
da

te
 o

f s
ub

m
is

si
on

 o
f t

he
 e

xp
en

di
tu

re
 re

po
rt 

fo
r t

he
 la

st
 q

ua
rte

r o
f t

he
 st

at
e 

fis
ca

l y
ea

r f
or

 st
at

e 
gr

an
ts

 a
nd

 fr
om

 th
e 

la
st

 q
ua

rte
r o

f t
he

 lo
ca

l g
ov

er
nm

en
t's

 fi
sc

al
 y

ea
r f

or
 p

riv
at

e 
gr

an
ts

. 
 4)

 G
ra

nt
 R

ec
or

ds
 a

nd
 S

ch
oo

l D
is

tri
ct

s (
in

cl
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e 

A
pr

il 
17

, 2
01

6 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
Pa

ge
 3

7 
of

 7
2 

R
ec

or
d 

N
um

be
r 

R
ec

or
d 

Ti
tle

 
R

ec
or

d 
D

es
cr

ip
tio

n 
R

et
en

tio
n 

Pe
ri

od
 

R
em

ar
ks

 

G
R

10
50

-0
4 

C
E

R
T

IF
IC

A
T

E
S 

A
N

D
 

L
IC

E
N

SE
S 

C
er

tif
ic

at
es

, l
ic

en
se

s, 
or

 p
er

m
its

 re
qu

ire
d 

of
 

em
pl

oy
ee

s t
o 

qu
al

ify
 fo

r o
r r

em
ai

n 
el

ig
ib

le
 to

 
ho

ld
 a

 p
os

iti
on

 re
qu

iri
ng

 c
er

tif
ic

at
io

n 
or

 
lic

en
si

ng
. 

U
S 

or
 se

pa
ra

tio
n 

of
 

em
pl

oy
ee

 +
 5

 
ye

ar
s. 

R
et

en
tio

n 
N

ot
e:

  I
f t

he
 su

bm
is

si
on

 o
f 

co
pi

es
 o

f c
er

tif
ic

at
es

, l
ic

en
se

s, 
or

 
pe

rm
its

 is
 re

qu
ire

d 
of

 a
ll 

ap
pl

ic
an

ts
 fo

r 
a 

po
si

tio
n,

 th
os

e 
of

 a
pp

lic
an

ts
 n

ot
 

hi
re

d 
m

us
t b

e 
re

ta
in

ed
 fo

r 2
 y

ea
rs

 
un

de
r i

te
m

 n
um

be
r G

R
10

50
-1

4.
 

G
R

10
50

-0
5 

C
O

N
FL

IC
T 

O
F 

IN
T

E
R

E
ST

 
A

FF
ID

A
V

IT
S 

 
5 

ye
ar

s a
fte

r 
le

av
in

g 
po

si
tio

n 
fo

r 
w

hi
ch

 th
e 

af
fid

av
it 

w
as

 fi
le

d.
 

 

G
R

10
50

-0
6 

C
O

U
N

SE
L

IN
G

 P
R

O
G

R
A

M
 

R
E

C
O

R
D

S 
 

 
 

*G
R

10
50

-0
6a

 
C

O
U

N
SE

L
IN

G
 P

R
O

G
R

A
M

 
R

E
C

O
R

D
S 

R
ep

or
ts

 o
f i

nt
er

vi
ew

s, 
an

al
ys

es
, a

nd
 si

m
ila

r 
re

co
rd

s r
el

at
in

g 
to

 th
e 

co
un

se
lin

g 
of

 a
n 

em
pl

oy
ee

 fo
r w

or
k-

re
la

te
d,

 p
er

so
na

l, 
or

 
su

bs
ta

nc
e 

ab
us

e 
pr

ob
le

m
s, 

in
cl

ud
in

g 
an

y 
w

ar
ni

ng
s a

ss
oc

ia
te

d 
w

ith
 th

e 
co

un
se

lin
g.

 
U

su
al

ly
 m

ai
nt

ai
ne

d 
at

 th
e 

su
pe

rv
is

or
y 

le
ve

l o
r 

by
 h

um
an

 re
so

ur
ce

s d
ep

ar
tm

en
ts

. 

3 
ye

ar
s a

fte
r 

te
rm

in
at

io
n 

of
 

co
un

se
lin

g.
 

R
et

en
tio

n 
N

ot
e:

 F
or

 re
co

rd
s r

et
ai

ne
d 

by
 p

ro
fe

ss
io

na
l t

he
ra

pi
st

s;
 re

fe
r t

o 
Lo

ca
l S

ch
ed

ul
e 

H
R

 fo
r p

at
ie

nt
 re

co
rd

s. 

G
R

10
50

-0
6b

 
C

O
U

N
SE

L
IN

G
 P

R
O

G
R

A
M

 
R

E
C

O
R

D
S 

R
ec

or
ds

 re
la

tin
g 

to
 th

e 
pl

an
ni

ng
, c

oo
rd

in
at

io
n,

 
im

pl
em

en
ta

tio
n,

 d
ire

ct
io

n,
 a

nd
 e

va
lu

at
io

n 
of

 
an

 e
m

pl
oy

ee
 c

ou
ns

el
in

g 
pr

og
ra

m
. 

3 
ye

ar
s. 
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 H
IS

D
 S

ch
ed

ul
e 

G
R 

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
E

ffe
ct

iv
e 

A
pr

il 
17

, 2
01

6 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
Pa

ge
 3

8 
of

 7
2 

R
ec

or
d 

N
um

be
r 

R
ec

or
d 

Ti
tle

 
R

ec
or

d 
D

es
cr

ip
tio

n 
R

et
en

tio
n 

Pe
ri

od
 

R
em

ar
ks

 

*G
R

10
50

-0
7 

D
IS

C
IP

L
IN

A
R

Y
 A

N
D

 
A

D
V

E
R

SE
 A

C
T

IO
N

 R
E

C
O

R
D

S 
R

ec
or

ds
 c

re
at

ed
 b

y 
ci

vi
l s

er
vi

ce
 b

oa
rd

s o
r b

y 
pe

rs
on

ne
l o

r s
up

er
vi

so
ry

 o
ff

ic
er

s i
n 

co
ns

id
er

in
g,

 o
r r

ec
on

si
de

rin
g 

on
 a

pp
ea

l, 
an

 
ad

ve
rs

e 
ac

tio
n 

(e
.g

., 
de

m
ot

io
n,

 p
ro

ba
tio

n,
 

te
rm

in
at

io
n,

 su
sp

en
si

on
, l

ea
ve

 w
ith

ou
t p

ay
) 

ag
ai

ns
t a

n 
em

pl
oy

ee
, i

nc
lu

di
ng

, a
s a

pp
lic

ab
le

, 
w

itn
es

s a
nd

 e
m

pl
oy

ee
 st

at
em

en
ts

, i
nt

er
vi

ew
 

re
po

rts
, e

xh
ib

its
, r

ep
or

ts
 o

f f
in

di
ng

s, 
an

d 
de

ci
si

on
s a

nd
 ju

dg
m

en
ts

. 
 (1

) A
ll 

em
pl

oy
ee

s o
f s

he
rif

f’
s d

ep
ar

tm
en

ts
 in

 
co

un
tie

s w
ith

 a
 p

op
ul

at
io

n 
of

 3
.3

 m
ill

io
n 

or
 

m
or

e.
 

 (2
) P

ol
ic

e 
an

d 
fir

e 
de

pa
rtm

en
t p

er
so

nn
el

 in
 

m
un

ic
ip

al
iti

es
 w

ith
 a

 p
op

ul
at

io
n 

of
 1

0,
00

0 
or

 
m

or
e 

th
at

 h
av

e 
es

ta
bl

is
he

d 
po

lic
e 

an
d 

fir
e 

de
pa

rtm
en

t c
iv

il 
se

rv
ic

e 
bo

ar
ds

 u
nd

er
 L

oc
al

 
G

ov
er

nm
en

t C
od

e,
 C

ha
pt

er
 1

43
. 

 (3
) A

ll 
ot

he
r l

oc
al

 g
ov

er
nm

en
t e

m
pl

oy
ee

s. 

          PE
R

M
A

N
EN

T.
 

   PE
R

M
A

N
EN

T.
 

     2 
ye

ar
s a

fte
r c

as
e 

cl
os

ed
 o

r a
ct

io
n 

ta
ke

n,
 a

s 
ap

pl
ic

ab
le

. 

R
et

en
tio

n 
N

ot
e:

 R
ef

er
 to

 R
et

en
tio

n 
N

ot
e 

(f
) o

n 
pa

ge
 1

 o
f t

hi
s s

ch
ed

ul
e 

fo
r 

di
sc

ip
lin

ar
y 

re
co

rd
s o

f c
er

ta
in

 S
he

rif
f’

s 
em

op
lo

ye
es

. 
      B

y 
la

w
 –

 L
oc

al
 G

ov
er

nm
en

t C
od

e,
 

Se
ct

io
n 

15
7.

90
4.

 
  B

y 
la

w
 –

 L
oc

al
 G

ov
er

nm
en

t C
od

e,
 

Se
ct

io
n 

14
3.

01
1(

c)
. 

    B
y 

re
gu

la
tio

n 
- 2

9 
C

FR
 1

60
2.

31
, 

16
02

.4
0,

 a
nd

 1
60

2.
49

. 

G
R

10
50

-0
8 

E
M

PL
O

Y
E

E
 P

E
N

SI
O

N
 A

N
D

 
B

EN
E

FI
T

S 
R

E
C

O
R

D
S 

 
 

Fo
r r

ec
or

ds
 o

f p
en

si
on

 a
nd

 d
ef

er
re

d 
co

m
pe

ns
at

io
n 

de
du

ct
io

ns
 fr

om
 p

ay
ro

ll 
se

e 
G

R
10

50
-5

2(
b)

. 
*G

R
10

50
-0

8a
 

E
M

PL
O

Y
E

E
 P

E
N

SI
O

N
 A

N
D

 
B

EN
E

FI
T

S 
R

E
C

O
R

D
S 

Em
pl

oy
ee

 b
en

ef
it 

pl
an

s s
uc

h 
as

 p
en

si
on

; l
ife

, 
he

al
th

, a
nd

 d
is

ab
ili

ty
 in

su
ra

nc
e;

 se
ni

or
ity

 a
nd

 
m

er
it 

sy
st

em
s;

 a
nd

 d
ef

er
re

d 
co

m
pe

ns
at

io
n 

pl
an

s, 
in

cl
ud

in
g 

am
en

dm
en

ts
. 

Te
rm

in
at

io
n 

of
 

pl
an

 +
 1

 y
ea

r.
   

B
y 

re
gu

la
tio

n 
- 2

9 
C

FR
 1

62
7.

3(
b)

(2
). 

 R
et

en
tio

n 
N

ot
e:

  I
f t

he
 p

la
n 

or
 sy

st
em

 
is

 n
ot

 in
 w

rit
in

g,
 a

 m
em

or
an

du
m

 fu
lly

 
ou

tli
ni

ng
 th

e 
te

rm
s o

f t
he

 p
la

n 
or

 
sy

st
em

 a
nd

 th
e 

m
an

ne
r i

n 
w

hi
ch

 it
 h

as
 

be
en

 c
om

m
un

ic
at

ed
 to

 a
ff

ec
te

d 
em

pl
oy

ee
s, 

to
ge

th
er

 w
ith

 n
ot

at
io

ns
 

re
la

tin
g 

to
 a

ny
 re

vi
si

on
s, 

m
us

t b
e 

re
ta

in
ed

 fo
r t

he
 sa

m
e 

pe
rio

d 
as

 w
rit

te
n 

pl
an

s. 
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 H
IS

D
 S

ch
ed

ul
e 

G
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E

ffe
ct

iv
e 

A
pr

il 
17

, 2
01

6 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
Pa

ge
 3

9 
of

 7
2 

R
ec

or
d 

N
um

be
r 

R
ec

or
d 

Ti
tle

 
R

ec
or

d 
D

es
cr

ip
tio

n 
R

et
en

tio
n 

Pe
ri

od
 

R
em

ar
ks

 

*G
R

10
50

-0
8b

 
E

M
PL

O
Y

E
E

 P
E

N
SI

O
N

 A
N

D
 

B
E

N
E

FI
T

*S
 R

E
C

O
R

D
S 

En
ro

llm
en

t f
or

m
s p

ro
vi

di
ng

 p
er

so
na

l 
id

en
tif

yi
ng

 d
at

a,
 b

en
ef

ic
ia

ry
 in

fo
rm

at
io

n,
 

op
tio

n 
se

le
ct

io
n,

 a
nd

 si
m

ila
r i

nf
or

m
at

io
n.

 
 (1

) I
f t

he
 o

ff
ic

ia
l r

ec
or

d 
is

 m
ai

nt
ai

ne
d 

by
 th

e 
re

tir
em

en
t s

ys
te

m
 o

f w
hi

ch
 th

e 
lo

ca
l 

go
ve

rn
m

en
t i

s a
 m

em
be

r o
r b

y 
th

e 
se

rv
ic

e 
pr

ov
id

er
. 

 (2
) I

f t
he

 o
ff

ic
ia

l r
ec

or
d 

is
 m

ai
nt

ai
ne

d 
by

 th
e 

lo
ca

l g
ov

er
nm

en
t. 

 
(A

) P
en

si
on

 a
nd

 d
ef

er
re

d 
co

m
pe

ns
at

io
n.

 
  

(B
) L

ife
, h

ea
lth

, a
cc

id
en

ta
l d

ea
th

, a
nd

 
di

sa
bi

lit
y 

in
su

ra
nc

e.
 

 
(C

) A
ny

 b
en

ef
it 

ot
he

r t
ha

n 
th

os
e 

no
te

d 
in

 
(A

) o
r (

B
). 

    A
V

. 
       D

at
e 

of
 se

pa
ra

tio
n 

+ 
75

 y
ea

rs
. 

 Te
rm

in
at

io
n 

of
 

co
ve

ra
ge

 +
 4

 y
ea

rs
. 

 U
S 

or
 se

pa
ra

tio
n 

  
+ 

2 
ye

ar
s, 

as
 

ap
pl

ic
ab

le
 

     

G
R

10
50

-0
8c

 
E

M
PL

O
Y

E
E

 P
E

N
SI

O
N

 A
N

D
 

B
E

N
E

FI
T

S 
R

E
C

O
R

D
S 

 

A
nn

ua
l r

ep
or

ts
 fr

om
 a

 p
en

si
on

 sy
st

em
 o

r f
un

d.
   

PE
R

M
A

N
EN

T.
 

 

*G
R

10
50

-0
9 

E
M

PL
O

Y
E

E
 R

E
C

O
G

N
IT

IO
N

 
R

E
C

O
R

D
S 

A
w

ar
d 

co
m

m
itt

ee
 re

po
rts

, s
el

ec
tio

n 
cr

ite
ria

, 
no

m
in

at
io

ns
, a

nd
 si

m
ila

r a
dm

in
is

tra
tiv

e 
re

co
rd

s o
f e

m
pl

oy
ee

 a
w

ar
d 

or
 in

ce
nt

iv
e 

pr
og

ra
m

s. 
 

2 
ye

ar
s. 

R
et

en
tio

n 
N

ot
e:

 F
or

 re
co

rd
s o

f a
n 

aw
ar

d/
co

m
m

en
da

tio
n 

gi
ve

n 
to

 a
n 

in
di

vi
du

al
 e

m
pl

oy
ee

, s
ee

 it
em

 n
um

be
r 

G
R

10
50

-0
3.

 

G
R

10
50

-1
0 

E
M

PL
O

Y
E

E
 S

E
C

U
R

IT
Y

 
R

E
C

O
R

D
S 

 
 

 

G
R

10
50

-1
0a

 
E

M
PL

O
Y

E
E

 S
E

C
U

R
IT

Y
 

R
E

C
O

R
D

S 
R

ec
or

ds
 c

re
at

ed
 to

 c
on

tro
l a

nd
 m

on
ito

r t
he

 
is

su
an

ce
 o

f k
ey

s, 
id

en
tif

ic
at

io
n 

ca
rd

s, 
pa

ss
es

, 
or

 si
m

ila
r i

ns
tru

m
en

ts
 o

f i
de

nt
ifi

ca
tio

n 
an

d 
ac

ce
ss

. 

U
S,

 d
at

e 
of

 
ex

pi
ra

tio
n,

 o
r d

at
e 

of
 se

pa
ra

tio
n 

+ 
2 

ye
ar

s, 
as

 
ap

pl
ic

ab
le

. 

 

G
R

10
50

-1
0b

 
E

M
PL

O
Y

E
E

 S
E

C
U

R
IT

Y
 

R
E

C
O

R
D

S 
R

ec
or

ds
 re

la
tin

g 
to

 th
e 

is
su

an
ce

 o
f p

ar
ki

ng
 

pe
rm

its
. 

U
S.
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 H
IS

D
 S

ch
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ul
e 

G
R 

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
E

ffe
ct

iv
e 

A
pr

il 
17

, 2
01

6 
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
   

   
Pa

ge
 4

0 
of

 7
2 

R
ec

or
d 

N
um

be
r 

R
ec

or
d 

Ti
tle

 
R

ec
or

d 
D

es
cr

ip
tio

n 
R

et
en

tio
n 

Pe
ri

od
 

R
em

ar
ks

 

G
R

10
50

-1
1 

E
M

PL
O

Y
E

E
 S

E
L

E
C

T
IO

N
 

R
E

C
O

R
D

S 
N

ot
es

 o
f i

nt
er

vi
ew

s w
ith

 c
an

di
da

te
s;

 a
ud

io
 a

nd
 

vi
de

ot
ap

es
 o

f j
ob

 in
te

rv
ie

w
s;

 a
pp

lic
an

t r
os

te
rs

; 
el

ig
ib

ili
ty

 li
st

s;
 te

st
 ra

nk
in

g 
sh

ee
ts

; 
ju

st
ifi

ca
tio

n 
st

at
em

en
ts

 fo
r v

io
la

tin
g 

el
ig

ib
ili

ty
 

or
 ra

nk
in

g 
se

qu
en

ce
; a

nd
 p

re
vi

ou
s i

nj
ur

y 
ch

ec
ks

; o
ff

er
s o

f e
m

pl
oy

m
en

t l
et

te
rs

; a
nd

 
si

m
ila

r r
ec

or
ds

 d
oc

um
en

tin
g 

th
e 

fil
lin

g 
of

 a
 

va
ca

nt
 p

os
iti

on
. 

2 
ye

ar
s f

ro
m

 th
e 

cr
ea

tio
n 

(o
r 

re
ce

ip
t) 

of
 th

e 
re

co
rd

 o
r t

he
 

pe
rs

on
ne

l a
ct

io
n 

in
vo

lv
ed

, 
w

hi
ch

ev
er

 la
te

r. 

B
y 

re
gu

la
tio

n 
- 2

9 
C

FR
 1

60
2.

31
, 

16
02

.4
0,

 a
nd

 1
60

2.
49

. 
 R

et
en

tio
n 

N
ot

e:
 S

ee
 G

R
10

50
-3

6 
fo

r 
ba

ck
gr

ou
nd

 a
nd

 c
rim

in
al

 h
is

to
ry

 
ch

ec
ks

. 
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ar
s. 

R
et

en
tio

n 
N

ot
e:

  I
f f

in
ge

rp
rin

t c
ar

ds
 

ar
e 

cr
ea

te
d 

fo
r a

ll 
ap

pl
ic

an
ts

 fo
r a

 
po

si
tio

n,
 th

os
e 

of
 p

er
so

ns
 n

ot
 h

ire
d 

m
us

t b
e 

re
ta

in
ed

 2
 y

ea
rs

 u
nd

er
 it

em
 

nu
m

be
r G

R
10

50
-1

4.
 

*G
R

10
50

-2
0 

G
R

IE
V

A
N

C
E

 R
E

C
O

R
D

S 
R

ec
or

ds
 re

la
tin

g 
to

 th
e 

re
vi

ew
 o

f e
m

pl
oy

ee
 

gr
ie

va
nc

es
 a

ga
in

st
 p

er
so

nn
el

 p
ol

ic
ie

s, 
w

or
ki

ng
 

co
nd

iti
on

s, 
et

c.
 

Fi
na

l d
ec

is
io

n 
on

 
th

e 
gr

ie
va

nc
e 

+ 
2 

ye
ar

s. 

R
et

en
tio

n 
N

ot
e:

  D
o 

no
t c

on
fu

se
 th

es
e 

re
co

rd
s w

ith
 th

os
e 

in
vo

lv
in

g 
EE

O
 

co
m

pl
ai

nt
s [

se
e 

ite
m

 n
um

be
r G

R
10

50
-

16
(c

)]
. 

*G
R

10
50

-2
1 

JO
B

 E
V

A
LU

A
T

IO
N

S 
 

Jo
b 

ev
al

ua
tio

ns
, p

er
fo

rm
an

ce
 a

pp
ra

is
al

s, 
or

 
ot

he
r s

im
ila

r d
oc

um
en

ts
 u

se
d 

to
 e

va
lu

at
e 

th
e 

pe
rf

or
m

an
ce

 o
f e

m
pl

oy
ee

s. 

U
S 

+ 
2 

ye
ar

s;
 o

r 
da

te
 o

f s
ep

ar
at

io
n 

+ 
2 

ye
ar

s, 
w

hi
ch

ev
er

 is
 

ap
pl

ic
ab

le
. 

B
y 

re
gu

la
tio

n 
– 

29
 C

FR
 1

62
0.

32
(c

). 
 R

et
en

tio
n 

N
ot

es
: a

) R
ef

er
 to

 S
D

35
75

-
05

 p
er

ta
in

in
g 

to
 e

va
lu

at
io

ns
 o

n 
sc

ho
ol

 
te

ac
he

rs
.  

 b)
 R

ef
er

 to
 R

et
en

tio
n 

N
ot

e 
(f

) o
n 

pa
ge

 
1 

of
 th

is
 sc

he
du

le
 fo

r e
va

lu
at

io
ns

 o
f 

ce
rta

in
 S

he
rif

f’
s o

ff
ic

e 
em

pl
oy

ee
s. 
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R
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N
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R
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Ti
tle

 
R

ec
or
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D

es
cr

ip
tio
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R

et
en
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n 
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ri

od
 

R
em

ar
ks

 

G
R

10
50

-2
2 

M
E

D
IC

A
L

 A
N

D
 E

X
PO

SU
R

E
 

R
E

PO
R

T
S 

 
 

 

*G
R

10
50

-2
2a

 
M

E
D

IC
A

L
 A

N
D

 E
X

PO
SU

R
E

 
R

E
PO

R
T

S 
H

ea
lth

, p
hy

si
ca

l o
r p

sy
ch

ol
og

ic
al

 e
xa

m
in

at
io

n 
re

po
rts

 o
r c

er
tif

ic
at

es
 o

f a
ll 

jo
b 

ap
pl

ic
an

ts
 if

 
ph

ys
ic

al
 o

r p
sy

ch
ol

og
ic

al
 c

on
di

tio
n 

is
 a

 fa
ct

or
 

in
 h

iri
ng

 d
ec

is
io

ns
, i

nc
lu

di
ng

 th
e 

pr
om

ot
io

n,
 

tra
ns

fe
r, 

or
 se

le
ct

io
n 

fo
r t

ra
in

in
g 

of
 c

ur
re

nt
 

pe
rs

on
ne

l. 

2 
ye

ar
s f

ro
m

 th
e 

da
te

 o
f c

re
at

io
n 

or
 

pe
rs

on
ne

l a
ct

io
n 

in
vo

lv
ed

, 
w

hi
ch

ev
er

 is
 la

te
r. 

B
y 

re
gu

la
tio

n 
- 2

9 
C

FR
 1

60
2.

31
, 

16
02

.4
0,

 a
nd

 1
60

2.
49

. 

G
R

10
50

-2
2b

 
M

E
D

IC
A

L
 A

N
D

 E
X

PO
SU

R
E

 
R

E
PO

R
T

S 
H

ea
lth

 o
r p

hy
si

ca
l e

xa
m

in
at

io
n 

re
po

rts
 o

r 
ce

rti
fic

at
es

 o
f e

m
pl

oy
ee

s f
or

 w
ho

m
 p

er
io

di
c 

m
on

ito
rin

g 
of

 h
ea

lth
 o

r f
itn

es
s i

s r
eq

ui
re

d.
 

 (1
) F

or
 e

m
pl

oy
ee

s e
xp

os
ed

 in
 th

e 
co

ur
se

 o
f 

th
ei

r w
or

k 
to

 to
xi

c 
su

bs
ta

nc
es

, h
ar

m
fu

l 
ph

ys
ic

al
 a

ge
nt

s, 
or

 b
lo

od
bo

rn
e 

pa
th

og
en

s. 
 (2

) F
or

 a
ll 

ot
he

r e
m

pl
oy

ee
s. 

    D
at

e 
of

 se
pa

ra
tio

n 
+ 

30
 y

ea
rs

. 
  U

S 
+ 

2 
ye

ar
s. 

    B
y 

re
gu

la
tio

n 
- 2

9 
C

FR
 

19
10

.1
02

0(
d)

(1
)(

i)-
(ii

i).
 

G
R

10
50
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2c

 
M

E
D
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A

L
 A

N
D

 E
X
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R
E

 
R

E
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R
T

S 
En
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ro
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en
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l, 

bi
ol

og
ic

al
, a

nd
 m

at
er

ia
l s

af
et

y 
m

on
ito

rin
g 

re
po

rts
 c

on
ce

rn
in

g 
to

xi
c 

su
bs

ta
nc

es
 a

nd
 h

ar
m

fu
l p

hy
sic

al
 a

ge
nt

s i
n 

th
e 

w
or

kp
la

ce
, i

nc
lu

di
ng

 a
na

ly
se

s d
er

iv
ed

 fr
om

 
su

ch
 re

po
rts

. 

30
 y

ea
rs

. 
B

y 
re

gu
la

tio
n 

- 2
9 

C
FR

 
19

10
.1

02
0(

d)
(1

)(
ii)

.  
Se

e 
Lo

ca
l 

Sc
he

du
le

 P
W

 5
45

0-
01

 fo
r A
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es
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s 

M
an
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em

en
t R
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R
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M

E
D
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A

L
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E

 
R

E
PO

R
T
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R
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f c
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tro
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d 
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 a
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oh
ol
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e 
an

d 
te

st
in

g.
 

 (1
) R

ec
or

ds
 o

f d
riv

er
 a

lc
oh

ol
 te

st
 re

su
lts

 
in

di
ca

tin
g 

an
 a

lc
oh

ol
 c

on
ce

nt
ra

tio
n 

of
 0

.0
2 

or
 

gr
ea

te
r; 

re
co

rd
s o

f d
riv

er
 v

er
ifi

ed
 p

os
iti

ve
 

co
nt

ro
lle

d 
su

bs
ta

nc
es

 te
st

 re
su

lts
; 

do
cu

m
en

ta
tio

n 
of

 re
fu

sa
ls

 to
 ta

ke
 re

qu
ire

d 
al

co
ho

l a
nd

/o
r c

on
tro

lle
d 

su
bs

ta
nc

es
 te

st
s;

 
dr

iv
er

 e
va

lu
at

io
n 

an
d 

re
fe

rr
al

s;
 c

al
ib

ra
tio

n 
do

cu
m

en
ta

tio
n;

 re
co

rd
s r

el
at

ed
 to

 th
e 

ad
m

in
is

tra
tio

n 
of

 th
e 

al
co

ho
l a

nd
 c

on
tro

lle
d 

su
bs

ta
nc

es
 te
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in

g 
pr

og
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m
s;

 c
op

y 
of

 e
ac

h 
an

nu
al

 c
al

en
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r y
ea

r s
um

m
ar

y 
re
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d 
by

 4
9 

C
FR
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82

.4
01
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ec

or
ds

 re
la

te
d 

to
 th

e 
al
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l a
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d 
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es
 c
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n 
pr
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es
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or
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f n

eg
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iv
e 
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d 
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d 

su
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nc

es
 te

st
 re

su
lts

 a
nd

 a
lc

oh
ol
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st
 re

su
lts

 w
ith

 a
 c
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ce

nt
ra

tio
n 
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 le

ss
 th

an
 

0.
02
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   5 
ye
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s. 

            2 
ye
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. 

B
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– 

49
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FR
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82
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R
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50

-2
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O
A

T
H
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O

F 
O
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E
 

A
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 o
at
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ns

 re
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d 

of
 lo
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l 

go
ve

rn
m

en
t e

m
pl

oy
ee

s o
r o

ff
ic

er
s. 

 In
cl

ud
es

 
th

e 
St

at
em

en
t o

f E
le

ct
ed

 O
ff

ic
er

 (S
ec

re
ta

ry
 o

f 
St

at
e 

Fo
rm

 2
20

1)
. 

 

U
S 

+ 
5 

ye
ar

s o
r 5

 
ye

ar
s a

fte
r l

ea
vi

ng
 

po
si

tio
n 

fo
r w

hi
ch

 
oa

th
 re

qu
ire

d,
 

w
hi

ch
ev

er
 is

 
ap

pl
ic

ab
le

. 
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R

10
50

-2
4 

PE
R

SO
N

N
E

L
 A

C
T

IO
N

 O
R

 
IN

FO
R

M
A

T
IO

N
 N

O
T

IC
ES

 
D

oc
um

en
ts

 u
se

d 
by

 p
er

so
nn

el
 o

ff
ic

er
s t

o 
cr

ea
te

 o
r c

ha
ng

e 
in

fo
rm

at
io

n 
in

 th
e 

pe
rs

on
ne

l 
re

co
rd

s o
f i

nd
iv

id
ua

l e
m

pl
oy

ee
s c

on
ce

rn
in

g 
hi

rin
g,

 te
rm

in
at

io
n,

 tr
an

sf
er

, p
ay

 g
ra

de
, 

po
si

tio
n 

or
 jo

b 
tit

le
, l

ea
ve

s o
f a

bs
en

ce
, n

am
e 

ch
an

ge
s, 

an
d 

si
m

ila
r p

er
so

nn
el

 a
ct

io
ns

 e
xc

ep
t 

th
os

e 
no

te
d 

el
se

w
he

re
 in

 th
is

 p
ar

t. 

2 
ye

ar
s f

ro
m

 th
e 

da
te

 o
f c

re
at

io
n 

or
 

th
e 

pe
rs

on
ne

l 
ac

tio
n 

in
vo

lv
ed

, 
w

hi
ch

ev
er

 is
 la

te
r..

 

B
y 

re
gu

la
tio

n 
- 2

9 
C

FR
 1

60
2.

31
, 

16
02

.4
0,

 a
nd

 1
60

2.
49

. 

G
R

10
50

-2
5 

PE
R

SO
N

N
E

L
 S

T
U

D
IE

S 
A

N
D

 
SU

R
V

EY
S 

St
ud

ie
s, 

st
at

is
tic

al
 re

po
rts

, s
ur

ve
ys

, c
os

t 
an

al
ys

es
 a

nd
 p

ro
je

ct
io

ns
, a

nd
 si

m
ila

r r
ec

or
ds

, 
ex

ce
pt

 th
os

e 
no

te
d 

el
se

w
he

re
 in

 th
is

 p
ar

t, 
on

 
an

y 
as

pe
ct

 o
f t

he
 p

er
so

nn
el

 m
an

ag
em

en
t o

r 
ad

m
in

is
tra

tio
n 

of
 a

 lo
ca

l g
ov

er
nm

en
t. 

3 
ye

ar
s. 

R
et

en
tio

n 
N

ot
e:

  R
ev

ie
w

 b
ef

or
e 

di
sp

os
al

; s
om

e 
do

cu
m

en
ts

 m
ay

 m
er

it 
PE

R
M

A
N

E
N

T
 re

te
nt

io
n 

fo
r h

is
to

ric
al

 
re

as
on

s. 
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N
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R
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D
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R
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G
R

10
50
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6 
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SI

T
IO

N
 D

E
SC

R
IP

TI
O

N
, 

C
L

A
SS

IF
IC

A
T

IO
N

, A
N

D
 

ST
A

FF
 M

O
N

IT
O

R
IN

G
 

R
E

C
O

R
D

S 

 
 

 

G
R

10
50

-2
6a

 
PO

SI
T

IO
N

 D
E

SC
R

IP
TI

O
N

, 
C

L
A

SS
IF

IC
A

T
IO

N
, A

N
D

 
ST

A
FF

 M
O

N
IT

O
R

IN
G

 
R

E
C

O
R

D
S 

Jo
b 

de
sc

rip
tio

ns
, i

nc
lu

di
ng

 a
ny

 a
ss

oc
ia

te
d 

ta
sk

 
or

 sk
ill

 st
at

em
en

ts
. A

ls
o 

in
cl

ud
es

 
do

cu
m

en
ta

tio
n 

co
nc

er
ni

ng
 th

e 
de

ve
lo

pm
en

t 
an

d 
an

al
ys

is
 o

f j
ob

 d
es

cr
ip

tio
ns

 a
nd

 
cl

as
si

fic
at

io
n 

sy
st

em
s, 

in
cl

ud
in

g 
su

rv
ey

, 
re

vi
ew

 a
nd

 a
ud

it 
re

po
rts

; c
la

ss
ifi

ca
tio

n 
st

an
da

rd
s a

nd
 g

ui
de

lin
es

; s
el

ec
tio

n 
cr

ite
ria

; 
de

te
rm

in
at

io
n 

of
 c

la
ss

ifi
ca

tio
n 

ap
pe

al
s;

 e
tc

. 

U
S 

or
 p

os
iti

on
 

ab
ol

is
he

d 
+ 

4 
ye

ar
s. 

B
y 

re
gu

la
tio

n 
- 4

0 
TA

C
 8

15
.1

06
(i)

. 

G
R

10
50

-2
6b

 
PO

SI
T

IO
N

 D
E

SC
R

IP
TI

O
N

, 
C

L
A

SS
IF

IC
A

T
IO

N
, A

N
D

 
ST

A
FF

 M
O

N
IT

O
R

IN
G

 
R

E
C

O
R

D
S 

Po
si

tio
n 

st
af

fin
g 

an
d 

va
ca

nc
y 

re
po

rts
. 

U
S.

 
 

G
R

10
50

-2
6c

 
PO

SI
T

IO
N

 D
E

SC
R

IP
TI

O
N

, 
C

L
A

SS
IF

IC
A

T
IO

N
, A

N
D

 
ST

A
FF

 M
O

N
IT

O
R

IN
G

 
R

E
C

O
R

D
S 

Pe
rs

on
ne

l r
eq

ui
si

tio
ns

. 
2 

ye
ar

s. 
 

*G
R

10
50

-2
7 

R
E

D
U

C
T

IO
N

 IN
 F

O
R

C
E

 
PL

A
N

S 
R

ed
uc

tio
n 

in
 fo

rc
e 

pl
an

s a
nd

 a
ny

 re
la

te
d 

im
pl

em
en

ta
tio

n 
do

cu
m

en
ta

tio
n.

 
U

S,
 o

r i
f 

im
pl

em
en

te
d,

 2
 

ye
ar

s f
ro

m
 d

at
e 

of
 

la
st

 re
du

ct
io

n 
in

 
fo

rc
e 

ac
tio

n 
un

de
r 

th
e 

pl
an

. 

 

G
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N
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N

A
L

 
A

C
H
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V
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E

N
T
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O
R

D
S 
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r o
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 re
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el
at

in
g 

to
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pt
itu

de
 

or
 sk

ill
s t

es
ts

 r
eq

ui
re

d 
of

 jo
b 

ap
pl

ic
an

ts
 o

r o
f c

ur
re

nt
 p

er
so

nn
el

 to
 

qu
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r p
ro

m
ot

io
n 

or
 tr

an
sf
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 se
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m
 n
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R
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50
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at
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ADDENDUM D
Policy BB Regulation

Houston ISD  
101912  
  
BOARD MEMBERS BB 
 (REGULATION) 

 

DATE ISSUED: 12/14/2009    1 of 3 
LDU 2009.09  
BB(REGULATION)-X  

 

1. In addition to the assigned responsibilities related to the func-
tion and duties of the Houston Independent School District 
(HISD) Board of Education as a governing body, the manager, 
Board Services, with support staff members will provide the fol-
lowing personal assistance and services to Board members in 
the conduct of business directly related to their responsibilities 
as officials of the Board. 

a. Board Services staff members schedule routine meetings 
(i.e., Board meetings, agenda review, workshops, hear-
ings, special meetings, etc.); make logistical arrangements 
for out-of-town Board member travel to conferences (i.e., 
registration, airline bookings, car rental, and hotel reserva-
tions); respond to invitations; and maintain a master ca-
lendar of Board member activities.  Additionally, individual 
Trustee district meetings are scheduled on a regular basis, 
as requested.  Fall open house schedules, spring gradua-
tion schedules, and the annual Board awards schedules 
are also provided to Board members.  The Board presi-
dent, with the assistance of the Board Services manager, 
schedules retreats and other special meetings. 

b. A Board referral is any verbal or written communication re-
ceived from a Board member requesting information or 
resolution of an issue.  Referrals may be the result of 
questions or concerns from parents, employees, and 
community members and may include complaints, griev-
ances, or dissatisfaction with the District, its services, 
practices, programs, or employees.  The manager, Board 
Services, assigns the referral to the appropriate direct re-
port to the Superintendent.  The direct report to the Super-
intendent must forward a written response to the manager, 
Board Services, or designee via hard copy or electronic 
mail within five working days of receipt of the referral.  See 
Reference (h).  The manager, Board Services, provides 
Board members with a weekly report concerning the status 
of referrals.  See Reference (g). 

c. To effectively serve the community, Board Services serves 
as a liaison between Board members and their constitu-
ents.  The community liaison staff member is responsible 
for bringing written and verbal concerns to the attention of 
Board members via an established referral process.  See 
Reference (g).  The referral process ensures that constitu-
ent concerns are reviewed and responded to accordingly.  
A written status report on all constituent concerns is distri-
buted to Board members on a weekly basis.  

BOARD SERVICES 
OFFICE 

SCHEDULES 

BOARD REFERRALS 

CONSTITUENT 
CONCERNS 

B.5.b

Packet Pg. 278



116 |   Board Operating Procedures

Houston ISD  
101912  
  
BOARD MEMBERS BB 
 (REGULATION) 

 

DATE ISSUED: 12/14/2009    2 of 3 
LDU 2009.09  
BB(REGULATION)-X  

 

d. Board Services maintains and provides a calendar of 
Board workshops and meetings that is distributed to the 
Board and senior administrative staff members.  Also pro-
vided is a weekly calendar of District and community 
events that Board members will be attending.  See Refer-
ence (e). 

e. The Board Services staff writer provides professional writ-
ing services to support Board members in their duties.  
Writing assignments include: speech-writing, Board greet-
ings, Board commendations, position papers, editorial ar-
ticles, contest entries, brochures, preparing Power Point 
presentations, and general business correspondence.  
Additionally, Board Services maintains an active Board of 
Education Web site at www.houstonisd.org (Department 
locator, Board Services). 

f. The Board consists of nine members elected from single-
member districts who serve for a period of four years.  
Elections are held every two years.  Board Services pro-
vides candidates with information and documents neces-
sary to run a campaign.  Board Services also collects filing 
fees, reminds candidates of report due dates, publishes 
Notice of School Trustee Election(s) in local newspapers, 
and assists Governmental Relations with coordinating the 
election process with city and county officials.  Every can-
didate and office holder is required to file semiannual re-
ports of contributions and expenditures by January 15 and 
July 15 of each year.  Candidates and office holders must 
file semiannual reports, even if there is no activity to report 
during the period covered.  See References (a), (b), (c), 
and (d). 

g. Minutes are prepared by the meeting coordinator for all 
regular meetings, special meetings, hearings, and work-
shops.  Copies of the minutes are maintained in Board 
Services and are available to the public upon request. 

h. Board Services provides secretarial assistance for individ-
ual Board members and assists with correspondence and 
other administrative tasks. 

i. Board Services provides personally identifiable stationery 
and necessary office supplies for each Board member. 

j. Board Services provides printing, mailing and graphic de-
sign assistance through HISD Printing Services, HISD De-
sign Department, and the District Post Office through a 

CALENDAR 

WRITING SERVICES 

TRUSTEE 
ELECTIONS 

MEETING MINUTES 

 SECRETARIAL 
ASSISTANCE 

OFFICE SUPPLIES 

PRINTING, MAILING, 
AND GRAPHIC 
DESIGN 

B.5.b

Packet Pg. 279



117 |   Board Operating Procedures

Houston ISD  
101912  
  
BOARD MEMBERS BB 
 (REGULATION) 

 

DATE ISSUED: 12/14/2009   REVIEWED: 3 of 3 
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BB(REGULATION)-X  

 

fee-for-service plan to facilitate the distribution of informa-
tion to constituents.  See Reference (f). 

k. Board Services facilitates travel arrangements for out-of-
district events.  Travel arrangements include booking air-
line reservations, reserving hotel accommodations, car 
rental, and etc.  In addition, Board Services arranges for 
transportation to and from the airport, if needed, and 
transportation for in-district events in an emergency or un-
usual circumstance.   

l. Board Services provides refreshments for lengthy Board 
meetings and food when meetings extend beyond the 
meal hour.  Additionally, receptions are planned for out-
going Board members and/or incoming newly elected 
Board members. 

m. Board members are required, by policy, to obtain a certain 
amount of continuing education requirements annually.  
The meeting coordinator retains course credit receipts and 
provides a summary update twice per year to all Board 
members indicating whether or not they have met their 
annual education requirements. 

n. Board Services will provide any other service that is prac-
ticable and falls within the purview of the laws governing 
expenditures. 

2. This regulation does not require consultation. 

3. The chief of staff is responsible for maintenance of this regula-
tion. 

REFERENCES: 

(a) Board Policy BBB(LEGAL) 

(b) Board Policy BBB(LOCAL) 

(c) Board Policy BBFA(LOCAL) 

(d) Board Policy BBG(LOCAL) 

(e) BBA1(REGULATION) 

(f) BBG1(REGULATION) 

(g) BBE2(REGULATION) 

(h) BED1(REGULATION) 

TRAVEL 
ARRANGEMENTS 

ACCOMMODATIONS 

CONTINUING 
EDUCATION AND 
TRAINING 

OTHER SERVICES 

CONSULTATION 

MAINTENANCE 
RESPONSIBILITY 
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ADDENDUM E
Communications Scripts

1. Recommended Script 1
For Asking for the Appointment to Meet Legislator for the First Time  
(Ask for the person directly; sometimes you’ll get through.) 
 
“Good morning/afternoon, can I speak to <Legislator>?” 
 
If you get to talk to the Legislator directly… 
 
“Hi, <Legislator>, this is <Your Name>, Houston ISD Board Trustee. I would love to have an 
opportunity to meet with you face-to-face and quickly go over our Legislative Agenda. Is 
there a good time for us to get together? I will be in your area on <this date> or <this date>. Do 
either of those dates work for you? Great! What time on that date are you available?” 
 
“Finally, please consider me a source if you have any questions or want to know any thoughts 
about how a bill or piece of legislation will affect the School District. I will seek out and 
provide any data or feedback that you need. I can be reached at <Your Cell Phone Number>. 
*pause* Thank you so much for taking my call. I look forward to our meeting.”
 
If they are not available, then say…
“Not a problem, <Staff Member>, can I leave a message with you, then? Excellent! The 
purpose of my call is to put 10-15 minutes on his/her schedule in the future. 
 
*pause* My name is <Your Name>,Houston ISD Board Trustee. I would love to have an 
opportunity to meet with <Legislator> face-to-face and quickly go over our Legislative 
Agenda. Is there a good time for us to get together? I will be in your area on <this date> or 
<this date>. Do either of those dates work for <Legislator>? Great! What time on that date is 
<Legislator> available?” 
 
“Finally, please consider me a source if you have any questions or want to know any thoughts 
about how a bill or piece of legislation will affect the School District. I will seek out and 
provide any data or feedback that you need. I can be reached at <Your Cell Phone Number>. 
 
*pause* Thank you so much for taking my call. I look forward to connecting with  
<Legislator> in the future.” 
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Thoughts on 2nd and Subsequent Calls
Invite them to the next School District function of interest. Whether it be them or their 
Staff Member, invite them to football games, school visits, anything. Always thank them 
for taking your call, attending the School District event, etc. Always invite them to another 
School District function. Ask them personal questions, such as: 

Where did you go to high school? What was your favorite part about school? What 
information do you want me to pass back to the Board? What are you communicating lately 
to your constituents that you want me to share with the School District? What legislation is 
coming that may be of interest to the School District?

2. Recommended Email Script For Asking for the Appointment to Meet Legislator for the First Time
This is very similar to the phone script and should not be a substitute, but could be an 
additional reminder. You should ALWAYS start with a phone call, followed by an email. 
Otherwise, emails tend to get lost.

Dear Legislator,

It was a pleasure talking with <Staff Member> on <the date you spoke with Staff Member>. 
This is just a quick follow up from that call.

My purpose was threefold:
1) �To see if there was a time on <this date> or <this date> to get on your schedule for 10 or 

15 minutes to update you on the Houston ISD Legislative Agenda
2) �Invite you out to <Name of School District Event> on <Date of School District Event>. 

There’s going to be close to <Number> students (and/or families, whichever is more 
applicable) in attendance

3) �Give you my cell phone number and email address, should you need the School District 
to provide you with any facts, findings or data to help you in crafting or voting on bills

I look forward to talking and meeting with you in the very near future. And hey, feel free to 
call me at <Your Cell Phone Number>. Thanks for all you do for the students of Houston ISD.

Cordially,

Your Name
Houston ISD Board Trustee
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3. Recommended Agenda For First Meeting (with Legislator or Staff Member)
Should you get an appointment, take it very seriously. Be conscious of their time and realize 
it is in flux and that the appointment may shift or even be canceled at the last minute.

“Thank you so much for meeting with me/us today. I am…”

“I/We know your time is precious. Do you mind if I share our Legislative Agenda with you?  
I will also leave a few copies with you. I am not going to read this to you, but there is one item 
on the Legislative Agenda that I do want to point out…”

“What can the School District do to help you?”

“What issues are you running across that may be of interest to the School District?” 

“Finally, I/we would love to invite you or your staff to X.”

As you leave, “I/We want to develop an ongoing relationship with you, so feel free to reach out 
to me/us for any reason.” Leave card(s).
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ADDENDUM F
HISD Policy BBF Local- Board Member Ethics

Houston ISD  
101912  
  
BOARD MEMBERS BBF 
ETHICS (LOCAL)  

DATE ISSUED: 12/20/2012    1 of 2 
LDU 2012.12  
BBF(LOCAL)-X   

As a member of the Board, I shall promote the best interests of the 
District as a whole, and, to that end, I shall adhere to the following 
educational and ethical standards: 

1. I shall be fair, just, and impartial in all my decisions and ac-
tions. 

2. I shall avoid the appearance of conflict of interest and the ap-
pearance of impropriety.  [See CAA(LOCAL)] 

3. I shall be accountable to the public by representing District 
policies, programs, priorities, and progress accurately. 

4. I shall base my actions around the foundation of the District’s 
legal and ethical policies and procedures, including bringing 
about desired changes through legal and ethical means, con-
sistently upholding and enforcing all laws, State Board of Ed-
ucation rules, and court orders pertaining to schools and the 
District. 

5. I shall make decisions in terms of what is best for the educa-
tional welfare of all students in the District, regardless of an 
individual's age, race, color, ancestry, national origin, sex, 
handicap or disability, marital status, religion, veteran status, 
political affiliation, sexual orientation, gender identity, and/or 
gender expression. 

6. I shall recognize that decisions must be made by the Board 
as a whole and make no personal promise or take private ac-
tion that may compromise the Board, the District, my perfor-
mance, or my responsibilities. 

7. I shall focus my attention on fulfilling the Board’s responsibili-
ties of policy making, goal setting, planning, and evaluation, 
and shall insist on regular and impartial evaluation of all staff 
members. 

8. I shall support and protect school personnel in the proper per-
formance of their duties who are acting in accordance with 
federal, state and local laws, Board policy, or other applicable 
criteria. 

9. I shall hold confidential all matters that, if disclosed, may 
needlessly injure the District, individuals, or the schools, and 
respect the confidentiality of information that is privileged un-
der applicable law. 

10. I shall diligently prepare for and attend all regularly scheduled 
Board meetings insofar as possible and shall ensure I be-

CODE OF ETHICS 
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Houston ISD  
101912  
  
BOARD MEMBERS BBF 
ETHICS (LOCAL)  

DATE ISSUED: 12/20/2012   ADOPTED: 2 of 2 
LDU 2012.12  
BBF(LOCAL)-X   

come informed concerning the issues to be considered at 
those meetings. 

11. I shall avoid personal involvement in activities the Board has 
delegated to the Superintendent. 

12. I shall endeavor to make decisions only after full discussion at 
publicly held Board meetings, rendering all decisions based 
on the available facts rather than supposition, opinion, or pub-
lic favor.  I shall share my views while working for consensus. 

13. I shall refuse to surrender my judgment to individuals or spe-
cial groups. 

14. I shall encourage the free expression of opinion by all Board 
members and shall be responsive to the community by seek-
ing its involvement in District affairs and by communicating 
the priorities and concerns of students, staff members, par-
ents, teachers, and all elements of the community. 

15. I shall truthfully communicate to Board members and the Su-
perintendent, at appropriate times, expressions of public reac-
tion to Board policies and school programs. 

16. I shall seek continuing education that will enhance my ability 
to fulfill my duties effectively; including becoming informed 
about current educational issues by individual study and 
through participation in programs providing needed infor-
mation, such as those sponsored by state and national school 
board associations. 

17. I shall refrain from using my Board position for personal or 
partisan gain. 

18. As a Board member, I shall remember always that I must re-
main focused on the educational welfare of all the students at-
tending the public schools, and the prudent and accountable 
use of District resources. 

Board member agreement to the standards herein shall be docu-
mented and agreed upon by his or her signing of BBF(EXHIBIT). 
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ADDENDUM G
Board Agenda Calendar

Agenda Preparation: Significant Dates For Board 

 2020–2021 
 

 
AUGUST  SEPTEMBER  OCTOBER  NOVEMBER 

S M T W T F S  S M T W T F S  S M T W T F S  S M T W T F S 
      1    1 2 3 4 5      1 2 3  1 2 3 4 5 6 7 

2 3 4 5 6 7 8  6 7 8 9 10 11 12  4 5 6 7 8 9 10  8 9 10 11 12 13 14 
9 10 11 12 13 14 15  13 14 15 16 17 18 19  11 12 13 14 15 16 17  15 16 17 18 19 20 21 

16 17 18 19 20 21 22  20 21 22 23 24 25 26  18 19 20 21 22 23 24  22 23 24 25 26 27 28 
23 24 25 26 27 28 29  27 28 29 30     25 26 27 28 29 30 31  29 30      
30 31                              

                               

DECEMBER  JANUARY  FEBRUARY  MARCH 
S M T W T F S  S M T W T F S  S M T W T F S  S M T W T F S 
  1 2 3 4 5       1 2   1 2 3 4 5 6   1 2 3 4 5 6 

6 7 8 9 10 11 12  3 4 5 6 7 8 9  7 8 9 10 11 12 13  7 8 9 10 11 12 13 
13 14 15 16 17 18 19  10 11 12 13 14 15 16  14 15 16 17 18 19 20  14 15 16 17 18 19 20 
20 21 22 23 24 25 26  17 18 19 20 21 22 23  21 22 23 24 25 26 27  21 22 23 24 25 26 27 
27 28 29 30 31    24 25 26 27 28 29 30  28        28 29 30 31    

        31                       
                               

APRIL  MAY  JUNE  JULY 
S M T W T F S  S M T W T F S  S M T W T F S  S M T W T F S 
    1 2 3        1    1 2 3 4 5      1 2 3 

4 5 6 7 8 9 10  2 3 4 5 6 7 8  6 7 8 9 10 11 12  4 5 6 7 8 9 10 
11 12 13 14 15 16 17  9 10 11 12 13 14 15  13 14 15 16 17 18 19  11 12 13 14 15 16 17 
18 19 20 21 22 23 24  16 17 18 19 20 21 22  20 21 22 23 24 25 26  18 19 20 21 22 23 24 
25 26 27 28 29 30   23 24 25 26 27 28 29  27 28 29 30     25 26 27 28 29 30 31 

        30 31                      
 

Agenda Emailed Hard Copies Questions Due Answers Due Agenda Rev./Add’l Q’s 
Requests to Remove from Consent Agenda Revised Q&A Regular Meeting Offices Closed 

 

Agenda PDF Paper 
Agenda 

Trustee 
Questions To 
Chief Of Staff 

Answers Sent To 
Board/Q&A Posted 

On Line 

Agenda 
Review/ 

Add’l Questions 

Remove 
From 

Consent 
Agenda 

Revised Q&A 
To Board & 
Posted On 

Line 

Board 
Meeting 

PDF emailed 
to board by 
5:00 p.m. 

Hard copies 
ready for 
pickup or 
delivery 

5:00 p.m. 5:00 p.m. 

Additional 
questions to CoS 

by end of 
meeting 

Requests to 
CoS Fri. 9:00 
a.m. – Mon. 

noon 

12:00 p.m. 5:00 p.m. 

7/28/20 7/30/20 7/31/20 8/5/20 8/6/20 8/7/20 8/10/20 8/13/20 
8/25/20 8/27/20 8/28/20 9/2/20 9/3/20 9/4/20 9/8/20 9/10/20 
9/22/20 9/24/20 9/25/20 9/30/20 10/1/20 10/2/10 10/5/20 10/8/20 

10/27/20 10/29/20 10/30/20 11/4/20 11/5/20 11/6/20 11/9/20 11/12/20 
11/17/20 11/19/20 11/20/20 12/2/20 12/3/20 12/4/20 12/7/20 12/10/20 
12/15/20 12/17/20 12/18/20 1/6/21 1/7/21 1/8/21 1/11/21 1/14/21 
1/26/21 1/28/21 1/29/21 2/3/21 2/4/21 2/5/21 2/8/21 2/11/21 
2/23/21 2/25/21 2/26/21 3/3/21 3/4/21 3/5/21 3/8/21 3/11/21 
3/23/21 3/25/21 3/26/21 3/31/21 4/1/21 4/5/21 4/6/21 4/8/21 
4/27/21 4/29/21 4/30/21 5/5/21 5/6/21 5/7/21 5/10/21 5/13/21 
5/25/21 5/27/21 5/28/21 6/2/21 6/3/21 6/4/21 6/7/21 6/10/21 
7/27/21 7/29/21 7/30/21 8/4/21 8/5/21 8/6/21 8/9/21 8/12/21 

 
Issued June 23, 2020 
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ADDENDUM H
Sample Monitoring Calendar and Monitoring Report

B.5.b

Packet Pg. 287



125 |   Board Operating Procedures

ADDENDUM I
Board Member Training

The following continuing education requirements are defined in SBOE rule Texas 
Administrative Code (TAC) §61.1 and Texas Government Code sections 551.005 and 552.012.

Type of 
Continuing 
Education

First Year 
Board 

Members

Experienced 
Board 

Members

Provider

Local District Orientation 3 hours within  
first 120 days

Not required Local District

Orientation to the Texas Education Code 3 hours within  
first 120 days

Not required Education Service 
Center

Update to the Texas Education Code Not required Of sufficient length to 
address major changes

Any registered provider

Evaluating & Improving Student 
Outcomes

3 hours Every 2 years Any authorized provider, 
including LSG Coaches

Team-building Session and 
Assessment of Continuing  
Education Needs of the  
Board-Superintendent Team

3 hours 3 hours annually Any registered provider

Additional Continuing Education, 
based on assessed need and 
Framework for School  
Board Development

10 hours 5 hours annually Any registered provider

Open Meetings Training 1 hour within  
first 90 days

 Attorney General’s 
Office or other  
approved provider

Public Information Act Training Check local district policy for  
board requirements

From TEA’s website at  
https://tea.texas.gov/Texas_Schools/School_Boards/School_Board_Member_Training, 
visited on January 28, 2020. 
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Board Training Requirements

New

Experienced

Tier 1
Orientation/

Updates

Tier 2
Teambuilding

Tier 4*
Student 

Achievement

Tier 3
Additional, based on 

assessed needs

Local Orientation
Orientation to the 
Texas Education 
Code

Legislative Update
After legislative 

session

3 hours
each year

10 hours
first year

5 hours
each year

3 hours
every two years

3 hours
every two years

* Added in 2018
** OMA and PIA training is required of all elected officials and is not 
specific to SBOE training rules for school board members.

Open Meetings**
Public Information**
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Houston ISD  
101912  
  
BOARD MEMBERS BBG 
COMPENSATION AND EXPENSES (LEGAL) 

 

DATE ISSUED: 6/9/2017    1 of 1 
UPDATE 108  
BBG(LEGAL)-P  

 

Board members serve without compensation.  Education Code 
11.061(d) 

Local funds and state funds not designated for a specific purpose 
may be used for purposes necessary in the conduct of the public 
schools determined by the board.  Reimbursement of travel ex-
penses for school board members is not illegal if the reimburse-
ment is determined to be necessary in the conduct of the school 
and to serve a proper public purpose.  Education Code 45.105(c); 
Atty. Gen. Op. H-133 (1973) 

A board may not pay the travel expenses of spouses and other 
persons who have no responsibilities or duties to perform for the 
board when they accompany board members to board-related ac-
tivities.  Atty. Gen. Op. MW-93 (1979) 

An officer of a school district who is engaged in official business 
may participate in the comptroller’s contract for travel services.  
Gov’t Code 2171.055(f); 34 TAC 20.406(b)(2)(F) 

Note: For guidance regarding board member expense reim-
bursement and income tax issues, see the TEA Financial 
Accountability System Resource Guide, Section 1.9.2.2 
Employee/Board Member Travel and Business Expens-
es. 

MEMBERS’ EXPENSES 

NONMEMBERS’ 
EXPENSES 

TRAVEL SERVICES 
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Houston ISD
101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

DATE ISSUED: 10/3/2005 1 of 3
LDU-40-05
BBG(LOCAL)-X   

Education-related meetings, functions, and activities of, or spon-
sored by, the following entities are approved for travel at the ex-
pense of the District:

1. National School Board Association

2. Texas Association of School Boards

3. National Organization for Legal Problems of Education

4. International Baccalaureate of North America

5. American Personnel and Guidance Association

6. Houston ISD

7. Council of Great City Schools

8. Texas Business Education Coalition

9. Congressional Black Caucus

10. National Alliance of Black School Educators

11. Legislature-related activities in Austin

12. Texas Alliance of Black School Educators

13. International Reading Association

14. Association for Supervision and Curriculum Development

15. American Association of School Administrators

16. National Association of Bilingual Educators

17. Texas Association of Bilingual Educators

18. Texas Computer Education Association

19. American Association of School Personnel Administrators

20. Council for Exceptional Children

21. National Association of Latino Elected Officials

22. National Coalition of Essential Schools

23. Council of Urban Boards of Education (CUBE)

24. National Organization of Black School Board Members

25. Texas Association of Partners in Education

26. Congressional Hispanic Caucus

BOARD TRAVEL
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Houston ISD
101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

DATE ISSUED: 10/3/2005 2 of 3
LDU-40-05
BBG(LOCAL)-X   

Other travel may be approved by the President of the Board. The
Vice-President shall be responsible for approving other travel re-
quested by the President. The Board shall have final responsibility
in determining compliance with this policy.

Travel for the Board of Education shall adhere to the following
guidelines:

1. Annually, a travel budget for the Board shall be established as
part of the budget planning process and shall be budgeted in
the General Fund as part of the Board Services Board Trus-
tee travel account.

2. The Board travel budget established as part of the budget
planning process shall be divided equally among the Board.
The travel allocation for each Board Trustee shall reimburse
all out-of-District travel expenditures, including airfare, regis-
tration fees, mileage reimbursement, car rental, hotel
charges, meal reimbursement, telephone calls, and airport
parking. For all travel taken, Board Trustees shall file a travel
statement with receipts accounting for travel amounts actually
expended. The travel allocation may be also used for in-
District travel expenditures.

3. All costs due to cancellation of trips, which cannot be re-
funded, or additional costs associated with the change of
travel arrangements shall be charged to the Board Trustee
unless deemed an emergency by the Board President.

4. The following travel costs shall be budgeted separately and
shall not be allocated against the Board’s annual travel alloca-
tion:

a. Travel costs incurred on trips for state and federal legis-
lative matters;

b. Meetings with TEA;

c. Travel costs incurred in representing the District as the
Board-appointed delegate representative to TASB; and

d. Other designated representation approved by the Board
President.

5. Travel accounts shall be maintained by the Chief Financial
Officer who will submit quarterly travel reports to the Board.

6. Unused funds at the end of the fiscal year shall revert to the
District’s General Fund undesignated fund balance. Ex-
penses exceeding an individual Trustee’s share of the travel
budget shall be borne by that Trustee individually.

EXPENSE
REIMBURSEMENT
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Houston ISD
101912

BOARD MEMBERS BBG
COMPENSATION AND EXPENSES (LOCAL)

DATE ISSUED: 10/3/2005 3 of 3
LDU-40-05
BBG(LOCAL)-X 

ADOPTED:

The Board President shall have the use of a national credit card for
expenses incurred in accordance with this policy.

The District shall furnish the Board a place to hold regular and
special meetings. The Board shall determine the seating arrange-
ments, times, dates, and structure of the meetings at the first regu-
lar meeting in January of each year.

Each Trustee shall be furnished with a desk, telephone, and a
gathering place to meet with others, as well as a parking space at
the Central Administration Office.

The Supervisor of the Board Services Office shall report directly to
the Board through the Board President on all assigned responsibili-
ties and duties related to the functions of the Board as a govern-
mental body.

The Supervisor of the Board Services Office shall provide reason-
able personal assistance and services to Board members in the
conduct of business directly related to their responsibilities and ob-
ligations as District officials. In all matters related to administrative
functions, the Supervisor of the Board Services Office shall report
to the Superintendent’s designee.

ACCOMMODATIONS
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Houston ISD  
101912  
  
BOARD MEMBERS BBG 
COMPENSATION AND EXPENSES (REGULATION) 
 

DATE ISSUED: 12/14/2009    1 of 1 
LDU 2009.09   
BBG(REGULATION)-X   
 

The following regulations are provided at this code: 

BBG1(REGULATION): Guidelines and Procedures Regarding Board of Education 
Member Printing, Graphic Design, and Mailing Services 

BBG2(REGULATION): Guidelines Regarding the Board of Trustees Travel 

BBG3(REGULATION): Description of Equipment and Facilities Provided to the Hou-
ston Independent School District Board of Education 
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ADDENDUM J
New Board Member Training

Houston ISD  
101912  
  
BOARD MEMBERS BBD 
TRAINING AND ORIENTATION (LOCAL)  

DATE ISSUED: 5/6/2019   ADOPTED: 1 of 1 
LDU 2019.01  
BBD(LOCAL)-X   

The Superintendent or designee shall fulfill the responsibilities of 
the public information coordinator and shall receive, on behalf of 
Board members, the training specified by Government Code 
552.012. [ See GBAA] 

The entire Board, including all Board members, must participate 
with the Superintendent in team-building sessions as follows: 

 Annually in January, or no later than the second regular Board 
meeting of the calendar year; 

 Within 30 days of any change in Board membership or hiring 
a new Superintendent; and 

 At any time determined by the Board. 

The annual January team-building session must be:  

1. Facilitated by a regional education service center or any reg-
istered provider; and  

2. At least three hours in length, as provided by state law. [See 
BBD (LEGAL)]  

The Board shall annually assess the need for additional team-
building sessions at the first team-building session of the calendar 
year and prepare a calendar of sessions based on this assess-
ment. 

The Board President shall announce the status of each Board 
member’s continuing education credit. The announcement shall be 
made annually at the last regular Board meeting before the Dis-
trict’s uniform election date, whether or not an election is held. The 
announcement shall be reflected in the meeting minutes and, when 
necessary, posted on the District’s website in accordance with law. 

This policy shall be effective as of the adoption date. 

Public Information 
Coordinator 

Team Building 

Reporting 
Continuing 
Education Credit 

Effective Date 

Houston ISD  
101912  
  
BOARD MEMBERS BBD 
TRAINING AND ORIENTATION (LOCAL)  

DATE ISSUED: 5/6/2019   ADOPTED: 1 of 1 
LDU 2019.01  
BBD(LOCAL)-X   

The Superintendent or designee shall fulfill the responsibilities of 
the public information coordinator and shall receive, on behalf of 
Board members, the training specified by Government Code 
552.012. [ See GBAA] 

The entire Board, including all Board members, must participate 
with the Superintendent in team-building sessions as follows: 

 Annually in January, or no later than the second regular Board 
meeting of the calendar year; 

 Within 30 days of any change in Board membership or hiring 
a new Superintendent; and 

 At any time determined by the Board. 

The annual January team-building session must be:  

1. Facilitated by a regional education service center or any reg-
istered provider; and  

2. At least three hours in length, as provided by state law. [See 
BBD (LEGAL)]  

The Board shall annually assess the need for additional team-
building sessions at the first team-building session of the calendar 
year and prepare a calendar of sessions based on this assess-
ment. 

The Board President shall announce the status of each Board 
member’s continuing education credit. The announcement shall be 
made annually at the last regular Board meeting before the Dis-
trict’s uniform election date, whether or not an election is held. The 
announcement shall be reflected in the meeting minutes and, when 
necessary, posted on the District’s website in accordance with law. 

This policy shall be effective as of the adoption date. 

Public Information 
Coordinator 

Team Building 

Reporting 
Continuing 
Education Credit 

Effective Date 
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TRAINING AND ORIENTATION (LEGAL) 

 

DATE ISSUED: 7/23/2018    1 of 5 
UPDATE 111  
BBD(LEGAL)-P  

 

Not later than the 90th day after taking the oath of office, each 
board member shall complete training of not less than one and not 
more than two hours regarding the responsibilities of the board and 
its members under Government Code Chapter 551 (Texas Open 
Meetings Act). 

The attorney general may provide the training and may also ap-
prove other acceptable sources of training. 

The board shall maintain and make available for public inspection 
the record of its members’ completion of the training. The failure of 
one or more members of the board to complete the training does 
not affect the validity of an action taken by the board. 

Gov’t Code 551.005 

Not later than the 90th day after taking the oath of office, each 
board member shall complete training of not less than one and not 
more than two hours regarding the responsibilities of the board and 
its officers and employees under Government Code Chapter 552 
(Public Information Act). A board member may designate a public 
information coordinator to satisfy the training for the board member 
if the public information coordinator is primarily responsible for ad-
ministering the responsibilities of the board member or board under 
the Public Information Act. [See GBAA regarding public information 
coordinator training]  Gov’t Code 552.012 

A trustee must complete any training required by the State Board 
of Education (SBOE). Education Code 11.159 

The continuing education required under Education Code 11.159 
applies to each member of the board and consists of orientation 
sessions, an annual team-building session with the board and the 
superintendent, and specified hours of continuing education based 
on identified needs. To the extent possible, an entire board shall 
participate in continuing education programs together. 19 TAC 
61.1(b), (i) 

The SBOE’s framework for governance leadership [see 
BBD(EXHIBIT)] shall be distributed annually by the board president 
to all current board members and the superintendent. 19 TAC 
61.1(a) 

No continuing education shall take place during a board meeting 
unless that meeting is called for the delivery of board member con-
tinuing education. Continuing education may take place before or 
after a legally called board meeting in accordance with Govern-
ment Code 551.001(4) (definition of “meeting”). 19 TAC 61.1(c) 

Open Meetings Act 
Training 

Public Information 
Act Training 

SBOE-Required 
Training 
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Annually, the SBOE shall commend those board-superintendent 
teams that receive at least eight hours of continuing education in 
the continuing education specified at Team Building and Annual 
Continuing Education below as an entire board-superintendent 
team.  

Annually, the SBOE shall commend those board-superintendent 
teams that effectively implement the commissioner of education’s 
trustee improvement and evaluation tool developed under Educa-
tion Code 11.182 or any other tool approved by the commissioner. 

19 TAC 61.1(k), (l) 

At the last regular board meeting before an election of trustees, the 
board president shall announce the name of each board member 
who has completed the required continuing education, who has 
exceeded the required hours of continuing education, and who is 
deficient in meeting the required continuing education as of the an-
niversary of the date of each board member’s election or appoint-
ment to the board. The announcement shall state that completing 
the required continuing education is a basic obligation and expec-
tation of any board member under SBOE rule. The minutes of the 
last regular board meeting held before an election of trustees must 
reflect whether each trustee has met or is deficient in meeting the 
training required for the trustee as of the first anniversary of the 
date of the trustee’s election or appointment. The president shall 
cause the minutes to reflect the announcement and, if the minutes 
reflect that a trustee is deficient in training as of the anniversary of 
his or her joining the board, the district shall post the minutes on 
the district’s Internet website within ten business days of the meet-
ing and maintain the posting until the trustee meets the require-
ments. 19 TAC 61.1(j); Education Code 11.159(b) 

Each new board member shall participate in a local district orienta-
tion session within one year before or 120 days after the board 
member’s election or appointment. The purpose of this orientation 
is to familiarize new board members with local board policies and 
procedures and district goals and priorities. The orientation shall be 
at least three hours in length for each new board member and, in 
addition to topics chosen by the district, shall address local district 
practices in curriculum and instruction, business and finance oper-
ations, district operations, superintendent evaluation, and board 
member roles and responsibilities. 

Any sitting board member may attend or participate in the local dis-
trict orientation. 

19 TAC 61.1(b)(1)(A) 

Reporting 

Orientation 
Local District 
Orientation 

B.5.b

Packet Pg. 297



135 |   Board Operating Procedures

Houston ISD  
101912  
  
BOARD MEMBERS BBD 
TRAINING AND ORIENTATION (LEGAL) 

 

DATE ISSUED: 7/23/2018    3 of 5 
UPDATE 111  
BBD(LEGAL)-P  

 

A sitting board member shall receive a basic orientation to the Ed-
ucation Code and relevant legal obligations. The orientation shall 
have special but not exclusive emphasis on statutory provisions 
related to governing Texas school districts. The orientation shall be 
delivered by regional education service centers and shall be no 
less than three hours in length. Topics shall include Chapter 26 
(Parental Rights and Responsibilities) and Education Code 28.004 
(Local School Health Advisory Council and Health Education In-
struction). 

A newly elected or appointed board member shall receive the Edu-
cation Code orientation within the first 120 days of service. 

The Education Code orientation shall be open to any sitting board 
member who chooses to attend. 

19 TAC 61.1 (b)(1)(B) 

After each session of the Texas Legislature, each board member 
shall receive an update to the basic orientation to the Education 
Code from a regional education service center or any registered 
provider. A board member who has attended a basic orientation 
session given by a service center that incorporates the most recent 
legislative changes is not required to attend an update. 19 TAC 
61.1(b)(1)(C) 

Annually, the entire board, including all board members, shall par-
ticipate with their superintendent in a team-building session facili-
tated by a regional education service center or any registered pro-
vider. The team-building session shall be at least three hours in 
length. 

The purpose of the team-building session is to enhance the effec-
tiveness of the board-superintendent team and to assess the con-
tinuing education needs of the board-superintendent team. The 
session shall include a review of the roles, rights, and responsibili-
ties of the board as outlined in the framework for governance lead-
ership. The assessment of needs shall be based on the framework 
for governance leadership [see BBD(EXHIBIT)] and shall be used 
to plan continuing education activities for the governance leader-
ship team for the year. 

19 TAC 61.1(b)(2) 

In addition to the continuing education requirements at Orientation 
and Team Building above, each board member shall receive addi-
tional continuing education on an annual basis in fulfillment of as-
sessed needs and based on the framework for governance leader-
ship. [See BBD(EXHIBIT)]  The continuing education may be 

Education Code 
Orientation 

New Members 

Current 
Members 

Legislative Updates 

Team Building 

Annual Continuing 
Education 
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provided by a regional education service center or other registered 
provider. 19 TAC 61.1(b)(3) 

At least 50 percent of the continuing education shall be designed 
and delivered by persons not employed or affiliated with a board 
member’s school district. No more than one hour of the required 
continuing education that is delivered by the district may use self-
instructional materials. 19 TAC 61.1(h) 

In the first year of service, a board member shall receive at least 
ten hours of continuing education in fulfillment of assessed needs. 
Up to five of the required ten hours may be fulfilled through online 
instruction, provided the training is designed and offered by a regis-
tered provider, incorporates interactive activities that assess learn-
ing and provide feedback to the learner, and offers an opportunity 
for interaction with the instructor. 19 TAC 61.1(b)(3)(A) 

After the first year of service, a board member shall receive at least 
five hours of continuing education annually in fulfillment of as-
sessed needs. A board member may fulfill the five hours of continu-
ing education through online instruction, provided that the training 
is designed and offered by a registered provider, incorporates in-
teractive activities that assess learning and provide feedback to the 
learner, and offers an opportunity for interaction with the instructor. 
19 TAC 61.1(b)(3)(B) 

A board president shall receive continuing education related to 
leadership duties of the board president as some portion of the an-
nual requirement. 19 TAC 61.1(b)(3)(C) 

Each board member shall complete continuing education every two 
years on evaluating student academic performance. 

The purpose of the training is to provide research-based infor-
mation to board members that is designed to support the oversight 
role of the board of trustees outlined in Education Code 11.1515. 
[See BAA] 

19 TAC 61.1(b)(4) 

A trustee or candidate may complete the training at a regional edu-
cation service center or through another authorized provider. Edu-
cation Code 11.159(d) 

An authorized provider for training on evaluating student academic 
performance is a provider who is registered pursuant to 19 Admin-
istrative Code 61.1(f) and has demonstrated proficiency in the con-
tent required [see Contents, below]. 19 TAC 61.1(b)(4)(C) 

First Year 

Subsequent 
Years 

Board President 

Evaluating Student 
Academic 
Performance 

Authorized 
Provider 
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A candidate may complete the training up to one year before the 
candidate is elected. 

If a newly elected or appointed board member did not complete 
this training in the year preceding the member's election, the mem-
ber must complete the training within 120 days after election or ap-
pointment. 

A returning board member shall complete the training by the sec-
ond anniversary of the completion of the trustee's previous training. 

The training on evaluating student academic performance shall be 
at least three hours in length and include, at a minimum, the follow-
ing: 

1. Instruction in school board behaviors correlated to improved 
student outcomes with emphasis on inputs, outcomes, and 
collaborative student outcome goal setting; 

2. Instruction in progress monitoring to improve student out-
comes with emphasis on progress monitoring practices, form-
ative assessments, interim assessments, and summative as-
sessments; and 

3. Instruction in state accountability with emphasis on the Texas 
Essential Knowledge and Skills, state assessment instru-
ments administered under the Education Code Chapter 39, 
and the state accountability rating system. 

If the training is attended by an entire board and its superintendent, 
includes a review of local school district data on student achieve-
ment, and otherwise meets the requirements described at Team 
Building above, the training may serve to meet a board member's 
obligation to receive training described at Team Building and at 
Evaluating Student Academic Performance, above, as long as the 
training complies with the Texas Open Meetings Act. 

19 TAC 61.1(b)(4) 

Time for 
Completion 

Contents 
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New Board Member Orientation
1. �The Superintendent will meet with each new board member or groups of board members, 

less than a quorum, as soon as practical after joining the Board. The Superintendent will 
review the on- boarding process that has been developed in accordance and alignment with 
board goals and the strategic priorities.

2. �The purpose of the onboarding process is to orient each new trustee to the core departments 
and initiatives of our district, to provide relevant district context to inform trustee work 
as stewards for Houston ISD and to develop a greater understanding of the scope of the 
district’s current work and the Superintendent’s supervisory responsibilities.

a.	� Topics included in the On-Boarding process are:  
Academics (Curriculum and Instruction,  
Special Populations, Digital Learning,  
Teacher and Administrator Appraisals  
and Professional Development),  
Strategy and Innovation, Finance,  
Human Resources, Business Operations,  
Technology and Legal Services.

b.	� The Superintendent will arrange for new board members  
to meet with her/him and key staff members to engage  
in the on-boarding process.
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Thompson & Horton LLP 
Phoenix Tower, Suite 2000 
3200 Southwest Freeway 
Houston, Texas  77027-7528 
 

 

M E M O R A N D U M 
 
 

THIS DOCUMENT IS A CONFIDENTIAL COMMUNICATION 
BETWEEN ATTORNEY AND CLIENT, AND THIS DOCUMENT 
OR COPIES THEREOF CANNOT BE RELEASED WITHOUT 
THE EXPRESS CONSENT OF THE BOARD OF EDUCATION OF 
THE HOUSTON INDEPENDENT SCHOOL DISTRICT 

 

To:  Board of Education, Houston ISD 
 
From:  Lisa R. McBride 
 Thompson & Horton LLP 

 
Date: January 17, 2020 
 
Re:  Board Hearing Standards 
  

This memorandum summarizes the various legal standards the Board applies in various employment-
related hearings.    

1. Employee Grievances (Dispute Resolution) – Policy DGBA 
 
Legal Standard for Board’s Decision 

Employees have the right, in a peaceable manner, to assemble together for their common good 
and to apply to those invested with the powers of government for redress of grievances or other 
purposes, by petition, address, or remonstrance. Tex. Const. Art. I, Sec. 27.   
 
There is no requirement that the Board negotiate, or even respond to, complaints. However, the 
Board must stop, look, and listen and must consider the petition, address, or remonstrance.  
 
Generally, as a matter of effective governance, the Board reviews grievances for violations of 
law, policy, or regulation, or for decisions that are arbitrary or capricious.   
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Standard for Board’s Review 
 
The Board reviews the record created at Level II and the decision made by the Level II hearing 
officer.  The Board should not consider matters outside the record.  The Board does not 
substitute its discretion for that of the administration, but rather determines whether there is a 
violation of law, policy or regulation, or whether the decision is arbitrary or capricious.   
 

2. Termination of Probationary, Term, and Continuing Teachers During the Contract  
 
Legal Standard for Board’s Decision 

• Probationary, term, and continuing contract teachers may be discharged during the term 
of the contract for good cause. 

 
Standard for Board’s Review 

• In these terminations, the Board will be reviewing a written recommendation from an 
independent hearing examiner who has held a hearing in the matter.   

 
• The hearing examiner’s recommendation will contain findings of fact, conclusions of 

law, and a proposal for relief.   
 

• The Board or subcommittee may adopt, reject, or change the hearing examiner’s 
conclusions of law (including a determination regarding good cause for termination) or 
proposal for granting relief.   

 

• The Board may reject or change a finding of fact made by the hearing examiner: 
o Only after reviewing the record of the proceedings; and 
o Only if the finding of fact is not supported by substantial evidence. 

 
• The Board must state in writing the reason and legal basis for a change or rejection of a 

finding of fact or conclusion of law. 
 

3. Non-renewals of Term Contracts at End of Term 
 
Legal Standard for Board’s Decision 

• Term contracts may be non-renewed at end of contract for reasons in Board Policy. 
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Non-renewal reasons contained in HISD Board Policy DFBB (Local) include: 

 
1. Deficiencies pointed out in observation reports, 

appraisals or evaluations, supplemental 
memoranda, or other communications. 

2. Failure to fulfill duties or responsibilities. 

3. Incompetency or inefficiency in the performance of 
duties. 

4. Inability to maintain discipline in any situation in 
which the employee is responsible for the oversight 
and supervision of students. 

5. Insubordination or failure to comply with official 
directives. 

6. Failure to comply with Board policies or 
administrative regulations. 

7. Excessive absences. 

8. Conducting personal business during school hours 
when it results in neglect of duties. 

9. Reduction in force because of financial exigency.  
[See DFFA] 

10. Reduction in force because of a program change.  
[See DFFB] 

11. Termination of a term contract employee resulting 
from being displaced by a continuing contract 
employee, when that employee has been identified 
for reduction in force.  

12. Drunkenness or excessive use of alcoholic 
beverages; illegal use of drugs, hallucinogens, or 
possession, use, or being under the influence of 
alcohol or alcoholic beverages while on school 
property, while working in the scope of the 
employee’s duties, or while attending any school- 
or District-sponsored activity. 

13. The illegal possession, use, manufacture, or 
distribution of a controlled substance, a drug, a 
dangerous drug, hallucinogens, or other substances 
regulated by state statutes. 

14. Conviction of a felony or of any crime involving 
moral turpitude; conviction of a lesser included 

offense pursuant to a plea when the original 
charged offense is a felony; or deferred adjudication 
for a felony or any crime involving moral turpitude.  
[See DH] 

15. Failure to report any arrest, conviction, or deferred 
adjudication for any felony or any crime involving 
moral turpitude as required by policy.  [See DH] 

16. Failure to meet the District’s standards of 
professional conduct. 

17. Immorality, which is conduct the Board determines 
is not in conformity with the accepted moral 
standards of the community encompassed by the 
District.  Immorality is not confined to sexual 
matters, but includes conduct inconsistent with 
rectitude, or indicative of corruption, indecency, or 
depravity. 

18. Failure to comply with reasonable District 
requirements regarding advanced coursework or 
professional improvement and growth. 

19. Disability, not otherwise protected by law, that 
prevents the employee from performing the 
essential functions of the job. 

20. Any activity, school-connected or otherwise, that, 
because of publicity given it, or knowledge of it 
among students, faculty, and community, impairs or 
diminishes the employee’s effectiveness in the 
District. 

21. Any breach by the employee of an employment 
contract or any reason specified in the employee’s 
employment contract. 

22. Failure to maintain an effective working 
relationship, or maintain good rapport, with parents, 
the community, or colleagues. 

23. A significant lack of student progress attributable to 
the educator. 

24. Behavior that presents a danger of physical harm to 
a student or to other individuals. 
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25. Assault on a person on school property or at a 
school-related function, or on an employee, student, 
or student’s parent regardless of time or place. 

26. Use of profanity in the course of performing any 
duties of employment, whether on or off school 
premises, in the presence of students, staff, or 
members of the public, if reasonably characterized 
as unprofessional. 

27. Falsification of records or other documents related 
to the District’s activities. 

28. Falsification or omission of required information on 
an employment application. 

29. Intentional or deliberate misrepresentation of facts 
to a supervisor or other District official in the 
conduct of District business. 

30. Failure to fulfill requirements for certification, 
including passing certification examinations 
required by state law for the employee’s 
assignment. 

31. Failure to achieve or maintain “highly qualified” 
status as required for the employee’s assignment. 

32. Failure to fulfill the requirements of a deficiency 
plan under an Emergency Permit, a Special 
Assignment Permit, or a Temporary Classroom 
Assignment Permit. 

33. Any attempt to encourage or coerce a child to 
withhold information from the child’s parent or 
from other District personnel. 

34. Any reason that makes the employment relationship 
void or voidable, such as a violation of federal, 
state, or local law. 

35. Insufficient student academic growth as reflected 
by value-added scores. 

36. Any reason constituting good cause for terminating 
the contract during its term. 

 
Standard for Board’s Review 

• In non-renewals, the Board will be reviewing a written recommendation from an 
independent hearing examiner who has held a hearing in the matter.   

 
• The hearing examiner’s recommendation will contain findings of fact, conclusions of 

law, and a proposal for relief.   
 

• The Board or subcommittee may adopt, reject, or change the hearing examiner’s 
conclusions of law or proposal for granting relief.   

 

• The Board may reject or change a finding of fact made by the hearing examiner: 
o Only after reviewing the record of the proceedings; and 
o Only if the finding of fact is not supported by substantial evidence. 

 
• The Board must state in writing the reason and legal basis for a change or rejection of a 

finding of fact or conclusion of law. 
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4. Termination of Probationary Teachers at End of the Contract 

 
Legal Standard for Board’s Decision 

A probationary contract employee may be terminated at the end of the contract period if the 
Board determines that such termination will serve the best interest of the District. 
 
 
Standard for Board’s Review 

Probationary contract employees are not entitled to an independent hearing to challenge a 
termination of their probationary contract at the end of the term.  A probationary teacher may file 
a grievance as described in Section 1 above. 
 
The Board’s decision to terminate a probationary employee at the end of a contract period is final 
and may not be appealed. 
 

5. Fourth Year for Probationary Contract Teachers 
 
Legal Standard for Board’s Decision 

A probationary contract employee may be extended beyond the third consecutive year of 
employment if, during the third year of the probationary period, the Board determines that it is 
doubtful whether a continuing contract or a term contract should be given. 
 
If the Board makes such a determination, the District may give a probationary contract for a term 
ending with the fourth consecutive school year.   
 
Standard for Board’s Review 

Probationary contract teachers are not entitled to an independent hearing to challenge the 
decision to give a fourth year of probation.  A probationary teacher may file a grievance as 
described in Section 1 above. 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Academic Services 
Yolanda Rodriguez, Interim Chief Academic Officer 
 
SUBJECT: APPROVAL OF CERTIFIED APPRAISERS FOR THE TEACHER 

APPRAISAL AND DEVELOPMENT SYSTEM FOR SCHOOL YEAR 
2020–2021 

 
Annually, efforts are made to ensure that the district maintains qualified teacher 
appraisers who meet specific training and certification requirements and who are 
assigned to an appropriate position as indicated in DNA(REGULATION). The purpose 
of this agenda item is to seek board approval for those school-based individuals who 
have met the local appraiser recertification and certification requirements to appraise 
teachers for the school year 2020–2021. The list of certified appraisers is on file in the 
office of Leadership and Teacher Development. 
 
COST/FUNDING SOURCE(S): None 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to Core Initiative 1: Effective 
Teacher in Every Classroom and Core Initiative 
3: Rigorous Instructional Standards and 
Supports. 

 
THIS ITEM DOES REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education approves the certified appraisers for 
the Teacher Appraisal and Development System for the school 
year 2020–2021, effective October 9, 2020. 

D.1
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BOARD AGENDA ITEM EXPLANATORY SHEET  

 

AGENDA ITEM TITLE (SUBJECT) SCHEDULED MEETING 

D-1 Approval of certified appraisers for the 
teacher appraisal and development 
system for the school year 2020–2021  

October 8, 2020 

INITIATED BY: Academics – Yolanda Rodriguez, Interim Chief Academic Officer 

BACKGROUND: In order to serve as an appraiser in our locally developed Teacher Appraisal and 
Development System (TADS), campus-based employees must fall within specific job titles outlined in 
DNA(REGULATION). Those job titles include –  

• Principal 
• Assistant Principal 
• Dean 
• Instructional Specialist 
• Curriculum Specialist 
• Teacher Specialist 
• Instructional Coordinator 
• Teacher Coordinator 
• Title I Coordinator 
• Magnet Coordinator 

 
To obtain initial certification in TADS, appraisers complete a 30-hour training course and must pass a 
certification assessment. Periodic recertification is required as per DNA(LOCAL). The most recent 
recertification of appraisers took place in summer 2019. 
 
OTHER DISTRICT RESOURCES OR PROGRAMS AFFECTED/NEEDED, IF ANY: Training and 
implementation support provided by the Talent Development and Performance Team, technical 
infrastructure and platforms to support implementation of the appraisal systems. 
 

ADMINISTRATIVE PROCEDURES REQUIRED: This item requires consultation. 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Strategy and Innovation 
Rick Cruz, Chief Strategy and Innovation Officer 
 
SUBJECT: APPROVAL OF THE INNOVATION PLAN COMMITTEE MEMBERSHIP 

TO DRAFT THE HOUSTON INDEPENDENT SCHOOL DISTRICT’S 
DISTRICT OF INNOVATION PLAN 

 
The Board of Education is asked to approve the members listed below to serve on the 
district’s Innovation Plan Committee. This committee is responsible for developing a 
comprehensive educational plan with innovations based on exemptions from the 
following Texas Education Code Provisions:  
 

• Texas Educational Code Section 25.0811 – The prohibition from beginning 
instruction before the fourth Monday in August;  

• Texas Education Code Sections 21.003, 21.053, and 21.044 – Limits on the 
district’s ability to hire teachers to teach high-demand career and technical 
education courses when high-quality certified teachers are not available; and  

• Texas Education Code 25.092 – Mandates that any student in kindergarten 
through grade 12 may not be given credit or a final grade for a class unless the 
student is in attendance for at least 90 percent of the days the class is offered.  

 
On May 14, 2020, the Houston Independent School District (HISD) Board of Education 
approved a resolution that stated that the Local Innovation Plan Committee would 
consist of 15 members, including one appointed by each trustee of the Board of 
Education and six members appointed by the interim superintendent. On September 10, 
2020, the Board of Education voted to move forward with the process of pursuing the 
District of Innovation status for HISD.  
 
The appointed committee members are as follows:  
 
District 1 Representative - Claudia de Leon Geisler 
 
District 2 Representative - Traci Latson 
 
District 3 Representative - Brittney Garza 
 
District 4 Representative - Ivalyn Patterson 
 
District 5 Representative - Jay Aiyer 
 
District 6 Representative - Jim FaberMeghan Hokom Stapleton 
 
District 7 Representative - Megan HokomJim Faber 
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District 8 Representative - Marcus Ceniceros 
 
District 9 Representative - Rashad Cave 
 
Interim Superintendent’s Appointee - Juliet Amara, Director – Career and Technical 
Education (HISD) 
 
Interim Superintendent’s Appointee - Wally De Covarrubia, General Manager – Human 
Resources (HISD) 
 
Interim Superintendent’s Appointee - Dr. Shantay Grays, Vice Chancellor of Student 
Services – Houston Community College 
 
Interim Superintendent’s Appointee - Dr. Carlos Phillips, Principal – Booker T. 
Washington HS 
 
Interim Superintendent’s Appointee - Jessica Pineda, Health Science Career and 
Technical Education Teacher – Chávez HS 
 
Interim Superintendent’s Appointee - Roshunda Roberts Jackson, Director – Counseling 
and Compliance (HISD) 
 
COST/FUNDING SOURCE(S): None 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to Core Initiative 5: Culture of 
Trust through Action. 

 
THIS ITEM DOES REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education approves the membership of HISD’s 
Local Innovation Plan Committee to draft HISD’s District of 
Innovation Plan, effective October 9, 2020. 
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Approval of the Innovation Plan Committee Membership to 
Draft the Houston Independent School District’s District of 

Innovation Plan—Explanatory Sheet 

BACKGROUND:  

The resolution passed by the Board of Education on May 14, 2020, specified that the Innovation Plan 
Committee would be comprised of 15 total members, including one appointed by each trustee of the 
Board of Education and six members appointed by the superintendent. This item permits the Houston 
Independent School District (HISD) Board of Education trustees and the interim superintendent to 
appoint their respective members to the committee. The committee is responsible for identifying the 
specific innovations from Texas Education Code provisions and parameters described within the 
board resolution.  

The membership of the committee is not specified in statute, but as a practical matter, the members 
of the committee must be able to write a comprehensive plan with the specified elements, clearly 
articulate the innovative purpose of the plan, and persuade the school community of the value of the 
plan.  

The board cannot approve the plan until the final plan has been posted online for 30 calendar days, 
the Texas Education commissioner has been notified, the District Advisory Committee (DAC) has 
held a public meeting to consider the final plan, and the DAC has approved the plan by a majority 
vote. Once those steps have taken place, the Board of Education must pass the plan by a 2/3 
majority vote.  
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Human Resources 
Julia Dimmitt, Chief Human Resources Officer 
 
SUBJECT: ADOPTION OF RESOLUTION TO WAIVE WORK DAYS MISSED AND 

TO PAY EMPLOYEES AS A RESULT OF THE AUGUST 26–27, 2020, 
AND THE SEPTEMBER 22–23, 2020, DISTRICT CLOSURES 

 
The Board of Education is asked to consider adoption of a resolution authorizing 
payment of all impacted district employees for August 26–27, 2020, and September 22–
23, 2020. On these dates, the Houston Independent School District (HISD) was officially 
closed due to the expected impact of inclement weather conditions, specifically 
unusually heavy rain related to Hurricane Laura for August 26–27 and Tropical Storm 
Beta for September 22–23. The greater Houston area was in the cone of uncertainty 
during the 48-hour period prior to the decision to close the district for Hurricane Laura. 
Tropical Storm Beta created flooding and impassable roadways throughout the city. Out 
of utmost concern for the safety of staff, and to allow employees and their families time 
to prepare for the onset of potential severe rainstorms, the district was ordered closed. 
Forecasts calling for potential heavy rain made closure of the district on August 26–27 
and September 22–23 a prudent decisions.  
 
The administration recommends that district staff receive compensation for the August 
26–27, 2020, and September 22–23, 2020, missed workdays for storm-related closure. 
The administration further recommends that instructional and non-instructional staff be 
paid in accordance with CKC8(REGULATION) and other guidelines implemented by the 
chief human resources officer. 
 
The resolution recites that the board finds a public purpose exists to pay employees for 
the workdays missed as a result of anticipated inclement weather forecasts for the 
greater Houston area. The regulation and other applicable guidelines give details on 
who is eligible to be paid and how the payment is determined. With respect to HISD 
employees who did not report to work because of storm closures, the resolution follows 
the regulation which provides that because HISD was “required to close schools, 
facilities and the Hattie Mae White Educational Support Center and cease all normal 
operations, employees will be released from duty with no requirement to make up time 
that is missed while HISD is officially closed.” 
 
HISD employees required to work to maintain emergency operations and/or to facilitate 
report of facilities will also be paid pursuant to CKC8(REGULATION).  
 
The resolution recites that the board finds that a public purpose and a benefit to HISD 
exists to excuse and/or forgive the absences. 
 
A copy of the above-referenced resolution is attached to this item. 
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COST/FUNDING SOURCE(S): Funds are budgeted in the 2020–2021 

operating budget. 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district 

goals, and is aligned to Core Initiative 5: 
Culture of Trust through Action. 

 
THIS ITEM DOES REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education adopts the resolution authorizing 
payment to district employees for the missed workdays on August 
26–27, 2020, and September 22–23, 2020, effective October 9, 
2020. 
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RESOLUTION  

WHEREAS, inclement weather conditions such as severe flooding and 

dangerous storms in and around the greater Houston area were forecast in connection 

with Hurricane Laura, resulting in the decision to close all schools and facilities in the 

Houston Independent School District ("HISD" or “district”) on August 26–27, 2020; and  

WHEREAS severe weather conditions from Tropical Storm Beta resulting in the 

decision to close all schools and facilities in the HISD on September 22–23, 2020; 

because HISD closed its schools and facilities acting in the best interests of, and to 

protect the safety of, its staff and the community; and 

WHEREAS, the greater Houston area was included in the cone of uncertainty for 

Hurricane Laura for the 48-hour period leading up to August 26, 2020; and was 

impacted by flooding and impassable roadways throughout the city for Tropical Storm 

Beta on September 22–23, 2020; and 

WHEREAS, HISD employees were predicted to be impacted by flooding, and 

could not have travelled safely to and from their district job sites had there not been a 

closure of district schools and facilities in the event the forecasted storms hit the 

Houston area; and 

WHEREAS, HISD salaried employees, including teachers, school-based 

administrators, and central office staff will be paid as normal without having to work a 

make-up day; and 

WHEREAS, HISD scheduled hourly employees who are paid for hours actually 

worked will not have the opportunity to work a make-up day to compensate for the two 

four (24) days that the district was closed; and for August and September; and 
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WHEREAS, there is a public purpose served and a benefit to HISD to 

demonstrate support of its employees, enhance employee morale and support the 

retention of employees by paying scheduled hourly employees for the two four days that 

the district was closed; and  

WHEREAS, the HISD 2020–2021 calendar and related duty schedules have 

been affected for some employees by these events; and 

WHEREAS, the Board of Education ("Board") believes it is in the best interests of 

HISD for the remainder of the 2020–2021, 12-month calendar and duty schedule to 

remain in effect as designated by the administration, and originally adopted by the 

Board; and  

WHEREAS, the Board has determined that the two days missed due to a 

districtwide closure should not be made up by impacted HISD employees, and that 

payment should be made to employees in accordance with CKC8(REGULATION); and  

WHEREAS, the Board believes that a public purpose exists to compensate these 

employees who did not work due to the inclement weather forecasts, predictions of 

potentially severe flooding, and other dangerous conditions; and 

WHEREAS, this resolution is not meant to excuse the failure to report to duty on 

August 26–27, 2020, and September 22–23, 2020, by any employees who were 

instructed by the administration to do so, or who were required by contract or job 

description to report for duty, and who are emergency services personnel or whose 

presence is necessary to provide for the safety and well-being of the general public; 

NOW THEREFORE, be it resolved by the Board that: 

1. All the above-referenced paragraphs are incorporated into and made a 

part of this resolution; and 
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2. The Board determines that the workdays missed (Wednesday–Thursday, 

August 26–27, 2020, and Tuesday–Wednesday, September 22–23, 2020,) by district 

employees, due to a districtwide closure resulting from forecasts of the potential for 

severe weather conditions in the Houston area on those days, need not be made up by 

impacted HISD employees; and  

3. The Board finds that a public purpose and a benefit to HISD exists to 

excuse and/or forgive the absence by district employees due to school and work 

location closure, and that payment for such days are necessary for both salaried and 

scheduled hourly employees, in the operation of the public schools as provided by 

Texas Education Code §45.105; and 

4. The Board hereby authorizes the Interim Superintendent of Schools to pay 

employees for the two four days of absence and work location closure necessitated by 

the anticipated inclement weather forecasts predicting severe flooding, and other 

dangerous conditions., and the actual conditions of roadways, and; 

5. The Board hereby ratifies and approves, to the extent permitted by law, all 

actions taken by the Interim Superintendent in the exercise of her discretion to protect 

and preserve the public property and assets of HISD, and to protect the safety and 

welfare of the employees, students, parents, taxpayers, and others in the HISD 

community, to the extent necessary, as a result of inclement weather forecasts, 

predicting the potential for severe flooding and other dangerous conditions, through the 

effective date of this Resolution. 
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Approved this _________ day of October 2020. 
 
 

By:        
Sue Deigaard  
HISD Board President 

 
Attest: 

 
 
 By:       
     Dr. Patricia K. Allen  

  HISD Board Secretary 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Human Resources 
Julia Dimmitt, Chief Human Resources Officer 
 
SUBJECT: CONSIDERATION AND APPROVAL OF THE UNIVERSITY OF 

HOUSTON–DOWNTOWN MEMORANDUM OF UNDERSTANDING FOR 
US PREP MEMBERSHIP 

 
This agenda item is to request approval from the Houston Independent School District 
(HISD) Board of Education to authorize the superintendent of schools or a designee to 
approve a memorandum of understanding (MOU) for membership in the University-
School Partnerships for the Renewal of Educator Preparation (US PREP) with the 
University of Houston–Downtown. The US PREP National Center facilitates 
collaboration among partner districts, university partners, and key stakeholders to 
create classroom-ready teachers and to advance learning and innovation in teacher 
preparation through technical support, design-based research, and transparent use of 
data. US PREP providers and partner districts have key goals of quality designed to 1) 
build teacher candidate competency to help close the achievement gap; 2) demonstrate 
commitment to continuous improvement; 3) ensure teacher educators are effective in 
preparing teacher candidates to work with all students, with an emphasis on low-
income, underserved students; and 4) be responsive to kindergarten–grade 12 school 
systems and the communities they serve. 
 
A copy of the MOU is on file in Board Services.  
 
COST/FUNDING SOURCE(S): None 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to Core Initiative 1: Effective 
Teacher in Every Classroom. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education authorizes the superintendent of 
schools or a designee to approve the MOU with the University of 
Houston Downtown for membership in US PREP, effective 
October 9, 2020. 
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Executive Summary   _________University of Houston Downtown-US PREP 

 

Purpose: 

 
CONSIDERATION AND APPROVAL OF THE UNIVERSITY OF HOUSTON-DOWNTOWN 

MEMORANDUM OF UNDERSTANDING- FOR US PREP MEMBERSHIP 

 

 

Background Information: 
 

The University-School Partnerships for the Renewal of Educator Preparation (US PREP) 

National Center facilitates collaboration among partner districts, university partners, and key 

stakeholders to create classroom-ready teachers and to advance learning and innovation in 

teacher preparation through technical support, design-based research, and transparent use of 

data. US PREP providers and partner districts have key goals of quality to 1) build teacher 

candidate competency to help close the achievement gap; 2) demonstrate commitment to 

continuous improvement; 3) ensure teacher educators are effective in preparing teacher 

candidates to work with all students, with an emphasis on low-income, underserved students; 

and 4) be responsive to kindergarten–grade 12 school systems and the communities they serve.  

 

The school system will work in partnership with the preparation program to implement a 

transformed teacher preparation model.  

  

School System’s Responsibilities. To further the goal of training and evaluating effective 

teacher candidates, the school system will:  

● Identify schools within the school system that will participate in the transformation and 

secure support for the work from leadership and staff within each participating school.  

● Allow the use of video capture of teacher candidate practice for self-reflection purposes.  

● Support the placement of a university site coordinator within a pod of partner district 

schools to oversee and support the development of teacher candidates.  

● Provide a district classroom and/or meeting space for the training of teacher candidates and 

mentor teachers in the collaborative teacher prep program. 

 ● Support the twice-yearly administration of a kindergarten–grade 12 (K–12) student 

perception survey about the effectiveness of the teacher candidate.  

● Where and when possible, provide masked K–12 student achievement data linked to new 

teachers within the partner district to compare the value-added impact of graduates.  

● Share relevant teacher candidate and program completer data to enable the preparation 

program to evaluate and assess progress. The completer data will include:  

       ○ Initial employment rates of program completers;  

       ○ Retention rates for program completers;  

       ○ Measures of effective teaching for teacher candidates, including data derived from   

          attitudinal, observational, and outcome-based assessment 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Business Operations 
 
SUBJECT: APPROVAL TO NEGOTIATE, EXECUTE, AND AMEND A 

CONSTRUCTION CONTRACT FOR THE MIRABEAU LAMAR HIGH 
SCHOOL AGRICULTURAL FARM 

 
On December 13, 2013, the Houston Independent School District (HISD) Board of 
Education approved the award of a Construction Manager At-Risk contract for the new 
construction and renovation of Mirabeau Lamar High School (HS). On September 8, 
2016, the HISD Board of Education approved the award of a design contract for this 
project. 
 
As a part of the Lamar HS construction owner’s allowance, these funds will allow for the 
construction of the new Lamar HS agricultural farm. The design services for this project 
will be provided by IDG Architects, Inc. 
 
The district sought competitive sealed proposals (CSP) from contractors for the new 
Lamar HS agricultural farm with public advertisements on May 8 and May 15, 2020.  
There were six addenda issued prior to receiving proposals. On June 3, 2020, the 
district received five responsive CSPs from the following contractors: 
 

Brandt Constructors & Facility Services, LLC 
Dunhill Development and Construction, LLC 
E-Contractors USA, LLC 
M Scott Construction, Inc. 
MBA Energy & Industrial, LLC 

 
After evaluation in accordance with the procedures approved by the HISD Board of 
Education, E-Contractors USA, LLC, was determined to have met all district 
requirements. Therefore, it is recommended this contractor be awarded a contract for 
the new Lamar HS agricultural farm. 
 
Approval of this item will authorize the superintendent of schools or a designee to 
negotiate, execute, and amend a contract not to exceed the identified cost and 
allowance. 
 
The requested amount is as follows: 

CSP 
Proposer 

Base Proposal Owner’s 
Construction 
Contingency 

Amount 

Total Contract 
Amount Not to 

Exceed 

M/WBE 
Participation 

E-Contractors, USA, LLC $1,205,000 $80,000 $1,285,000 A-100% 
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COST/FUNDING SOURCE(S): The total cost shall not exceed $1,285,000 and 
will be funded by 2012 Bond Program funds. 

 
Fund Source Fund Cost Center Functional Area General 

Ledger 
Internal Order/ 

Work 
Breakdown 
Structure 

Amount 

2012 Bond Program 
Funds 

6990000300 1014008000 PS81990000000000 6629180000 1.008.0001.04 $1,285,000 

 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district 

goals and is aligned to Core Initiative 4: Data-
Driven Accountability. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education authorizes the superintendent of 
schools or a designee to negotiate, execute, and amend a 
construction contract for the new Lamar HS agricultural farm, 
effective October 9, 2020. 
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HOUSTON INDEPENDENT SCHOOL DISTRICT 
Construction Services 

3200 Center Street   •  Houston, Texas 77007 

www.HoustonISD.org 
www.twitter.com/HoustonISD 

- 

EXECUTIVE SUMMARY 
 

Construction Contract for Lamar High School Agriculture Farm 
 
 

The Construction Services Department requests approval of a construction contract of $1,285,000 
for the construction of a new Lamar High School (HS) agricultural farm. 
 
 
 
OVERVIEW: 
The Houston Independent School District (HISD) 2012 bond election approved the construction of 
an agricultural farm for Lamar HS. The district sought competitive sealed proposals (CSPs) from 
contractors for the construction of a new agricultural farm. The work includes a new pre-engineered 
II-B non-sprinkled building, classroom, womens’ and mens’ restrooms, storage, cattle and small 
animal wash racks, natural site drainage, and parking spaces.  
 
This project was advertised on May 8 and May 15, 2020. On bid date, June 3, 2020, the district 
received five CSPs. As a result of the evaluation team’s scoring, of the first- and second-ranked 
respondents, one vendor was minority- and women-owned business enterprises (MWBE) non-
compliant. After the scoring was finalized by Purchasing Services, Construction Services evaluated 
the first-ranked vendor per Chapter 2269 of the Texas Education Code. Based on the evaluation 
and in accordance with the procedures approved by the HISD Board of Education, E-Contractors 
USA, LLC, was determined to be the highest-ranked, best-value proposer.  
 
Upon approval of a construction contract by the Board of Education, a construction contract will be 
executed. With a contracted construction duration of 180 days, work is expected to begin by 
November 2020 and be completed in April 2021 (based on permissible weather conditions).  
 

PROGRAM BACKGROUND: 
This project is part of the 2012 Bond Program. The agriculture farm will house agriculture classes 
where students will learn about the national Future Farmers of America (FFA) organization, where 
food originates, and how agriculture production involves everything from horticulture to agriculture 
mechanics and welding. The Livestock Production class will allow students to learn the process of 
meat animal production from farm to plate. The advanced classes include Veterinary Medicine 
Applications and Advanced Animal Science. The agriculture farm will provide a place that embraces 
a unique career path.  
 

COST / FUNDING SOURCES: 
 

The total cost shall not exceed $1,285,000 and will be funded by 2012 Bond Program funds.  
 

Fund Source Fund Cost Center Functional Area General 
Ledger 

Internal 
Order/WBS 

Amount 

2012 Bond 
Program 
Funds 

6990000300 1014008000 PS81990000000000 6629180000 1.008.0001.04 $1,285,000 

 

H.1.a

Packet Pg. 322



 

 

HOUSTON INDEPENDENT SCHOOL DISTRICT 
Construction Services 

3200 Center Street   •  Houston, Texas 77007 

www.HoustonISD.org 
www.twitter.com/HoustonISD 

 

PROGRAM REQUIREMENTS: 
N/A 
 
STAFFING IMPLICATIONS: 
N/A 
 
ORGANIZATIONAL GOALS: 
This agenda item supports all four HISD goals and is aligned to Core Initiative 4: Data-Driven 
Accountability. 
 
CONSULTATION: 
N/A 

RECOMMENDATIONS: 

That the Board of Education authorizes the superintendent of schools or a designee to negotiate, 
execute, and amend a contract for a new Lamar High School agricultural farm, effective October9, 
2020. 

OTHER RESOURCES AND TOOLS: 
N/A 
 
MAINTENANCE RESPONSIBILITY: 
After a period of one year following the construction completion, the initial warranty will expire and 
HISD Facilities must continue to maintain the agricultural farm. HISD will receive the operation and 
maintenance manuals that will be delivered to HISD Facilities after project completion. The manuals 
will describe how to properly care for the new agricultural farm. 

SITE SELECTION: 
The Lamar High School agricultural farm project is located at 11611-B Riceville School Road, 
Houston Texas 77071. 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Business Operations 
 
SUBJECT: APPROVAL TO NEGOTIATE, EXECUTE, AND AMEND A 

CONSTRUCTION CONTRACT FOR AUDITORIUM AND SPORTS 
FIELDS IMPROVEMENTS AT BOOKER T. WASHINGTON HIGH 
SCHOOL 

 
The Houston Independent School District (HISD) 2012 bond election approved a 
replacement school for Booker T. Washington High School (HS). On April 11, 2013, the 
HISD Board of Education approved the award of a design contract for this project, and 
then on February 11, 2016, the HISD Board of Education approved the award of a 
competitive sealed proposal (CSP) contract. The new school opened in August 2018. 
 
On April 27, 2017, the HISD Board of Education approved the realignment of available 
funds in the 2012 Facilities Capital Program. These funds will allow the construction of 
new sports fields and auditorium upgrades at Washington HS. The design services 
were provided by VCS Architects, LLC for this project.  
 
The district sought CSPs from contractors for the new sports fields and auditorium 
upgrades at Washington HS with public advertisements on June 13 and June 20, 2020.  
There were six addenda issued prior to receiving proposals. On July 29, 2020, the 
district received seven responsive CSPs from the following contractors: 
 

DT Construction, LP 
E Contractors USA, LLC 
Gonzales Commercial Electric, Inc. 
Jamail and Smith Construction, LP 
Millis Development & Construction, LLC  
M Scott Construction, Inc.  
Prime Contractors, Inc. 

 
After evaluation in accordance with the procedures approved by the HISD Board of 
Education, Prime Contractors, Inc., was determined to have met all district 
requirements. Therefore, it is recommended this contractor be awarded a contract for 
new sports fields and auditorium upgrades at Washington HS. 
 
Approval of this item will authorize the superintendent of schools or a designee to 
negotiate, execute, and amend a contract not to exceed the identified cost and 
allowance. 
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The requested amount is as follows: 

CSP 
Proposer 

Base Proposal Construction 
Contingency 

Amount 

Total Contract 
Amount Not to 

Exceed 

M/WBE 
Participation 

Prime Contractors, Inc. $2,860,000 $270,000 $3,130,000 20.1% 

 
COST/FUNDING SOURCE(S): The total cost shall not exceed $3,130,000 and 

will be funded by 2012 Bond Program funds. 
 
Fund Source Fund  Cost Center Functional Area General 

Ledger 
Internal Order/ 

Work 
Breakdown 
Structure 

Amount 

2012 Bond 
Program Funds 

699000304 1014016000 PS81990000000000  6629180000 N/A $3,130,000 

 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district 

goals and is aligned to Core Initiative 4: Data-
Driven Accountability. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education authorizes the superintendent of 
schools or a designee to negotiate, execute, and amend a 
construction contract for new sports fields and auditorium 
upgrades at Booker T. Washington HS, effective October 9, 
2020. 
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HOUSTON INDEPENDENT SCHOOL DISTRICT 
Construction Services 

3200 Center Street   •  Houston, Texas  77007 

www.HoustonISD.org 
www.twitter.com/HoustonISD 

- 

EXECUTIVE SUMMARY 

Construction Contract for Booker T. Washington High School Upgrades 

The Construction Services department requests approval of a construction contract for 

$3,130,000 to make auditorium and sports field improvements at Booker T. Washington High 

School (HS). 

 
 
 

OVERVIEW:  

 

During and after the construction of the new Booker T. Washington High School (HS) it was noted that 
the original design did not include Houston Independent School District (HISD) standards for the 
auditorium and sports field. After reviewing and reconciling the overall budget for the construction of the 
school, currently there are enough funds to make these improvements and bring these spaces up to 
recent standards.  
 
For the construction/improvements of the auditorium and sports fields, the district sought competitive 
sealed proposals (CSPs). On July 29, 2020, the district received seven competitive sealed proposals. 
The lowest cost proposer didn’t submit the minority- and women-owned business enterprises (MWBE) 
requirements along with two other proposers. The remaining four proposers were reviewed and the 
second lowest bidder did not qualify due to lack of relevant experience. Prime Contractors, Inc., had the 
highest final evaluation scores.   
 
Upon approval of a construction contract by the Board of Education, a construction contract will be 
executed. With a contracted construction duration of 119 days, work is expected to begin by November 
2020 and be completed in March 2021 (based on permissible weather conditions).  
 

PROGRAM BACKGROUND: 

This project is part of the 2012 Bond Program. 

COST / FUNDING SOURCES: 

The total cost shall not exceed $3,130,000 and will be funded by 2012 Bond Program funds. 

FUNDING SOURCES: 

Fund Center  Fund  Commitment Item WBS Element  Amount 
1014016000            699000305      6629150000     PS81990000000000 $3,130,000 

 

PROGRAM REQUIREMENTS: 

N/A 

 

STAFFING IMPLICATIONS: 

N/A 

H.2.a

Packet Pg. 326



 

 

HOUSTON INDEPENDENT SCHOOL DISTRICT 
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ORGANIZATIONAL GOALS: 

This agenda item supports all four district goals and is aligned to Core initiative 4: Data-Driven 
Accountability. 

CONSULTATION: 

N/A 

RECOMMENDATIONS: 

That the Board of Education authorizes the superintendent of schools or a designee to negotiate, 
execute, and amend a contract for an auditorium and sports field improvements at Booker T. 
Washington HS, effective October 9, 2020. 

OTHER RESOURCES AND TOOLS:  

N/A 

MAINTENANCE RESPONSIBILITY: 

After a period of one year following the construction completion, the initial warranty will expire and 
HISD Facilities must continue to maintain the auditorium and sports fields. HISD will receive the 
operation and maintenance manuals that will be delivered to HISD Facilities after project completion. 
The manuals will describe how to properly care for the new auditorium and sports fields. 

 

SITE SELECTION: 

The improvements of the auditorium and sports fields will be constructed on the existing Booker T. 
Washington HS and field area. 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Business Operations 
 
SUBJECT: AUTHORITY TO NEGOTIATE, EXECUTE, AND AMEND INTERLOCAL 

AGREEMENTS WITH LONE STAR COLLEGE, GALENA PARK 
INDEPENDENT SCHOOL DISTRICT, AND NEW CANEY 
INDEPENDENT SCHOOL DISTRICT FOR THIRD-PARTY TESTING 
SERVICES 

 
Texas Transportation Code, Section 521.165 authorizes government agencies and 
other appropriate transportation organizations to allow individuals to train and test for 
the ability to operate certain types of commercial vehicles. The Texas Commercial 
Driver License (CDL) Third-Party Skills Testing (TPST) program was implemented in 
April 2017. The TPST program authorizes qualified companies certified by the Texas 
Department of Public Safety (TXDPS) to administer the driving skills examination for 
Classes A, B, and C CDL applicants. 
 
Additionally, Chapter 44, section 44.031(a)(4) of the Texas Education Code and 
Chapter 791, Subchapter B, Section 791.011 of the Government Code allow the use of 
interlocal agreements for the acquisition of goods and services, while still complying 
with the Education Department General Administrative Regulations 2 Code of Federal 
Regulations 200. 
 
An interlocal agreement between the Houston Independent School District (HISD) and 
Lone Star College, Galena Park Independent School District (ISD), and New Caney ISD 
will allow HISD Transportation Department new hires to take their road test with these 
state-approved organizations to obtain a CDL. This process is more streamlined and will 
mitigate the lengthy wait for a Texas Department of Transportation appointment for a 
road test for a commercial driver license, allowing new employees to complete the 
onboarding process with HISD in a much more expeditious manner. The agreement will 
be mutually beneficial for Lone Star College, Galena Park ISD, and New Caney ISD as 
it will help ensure that each entity fulfills its required 10-test minimum for the calendar 
year as outlined in the Texas Transportation Code 384.228. Each of these potential 
third-party testing providers have been deemed a qualified company certified by TXDPS. 
HISD Transportation will submit payment for the services received from Lone Star 
College, Galena Park ISD, and New Caney ISD as it relates to third-party testing.  
 
A copy of the interlocal agreement is on file in Board Services. 
 
COST/FUNDING SOURCE(S): The total cost for this program is not expected 

to exceed $100,000 and will be paid by 
General Funds. 
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Fund Source Fund Cost Center Functional Area General 
Ledger 

Internal 
Order/ Work 
Breakdown 
Structure 

Amount 

General Funds 1993000000 1040810000 AD34990000000000 6299000000 N/A $100,000 

 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to Core Initiative 4: Data-Driven 
Accountability. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education authorizes the superintendent of 
schools or a designee to negotiate, execute, and amend interlocal 
agreements with Lone Star College, Galena Park ISD, and New 
Caney ISD for third-party testing services, effective October 9, 
2020. 
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EXECUTIVE SUMMARY 

Interlocal Agreements for Third-Party Testing  

The Transportation Department requests that the Board of Education authorizes the 

superintendent of schools or a designee to negotiate, execute, and amend interlocal agreements 

with Lone Star College, Galena Park Independent School District (ISD), and New Caney ISD for 

third-party testing. 

 
 
 

OVERVIEW:  

Within the Houston Independent School District (HISD) and historically across the nation there are bus 

driver shortages. This issue has only been compounded by the COVID-19 pandemic. Due to COVID-19, 

the Texas Department of Public Safety (DPS) has moved many road-testing appointments back and has 

placed tighter restrictions on testing due to local ordinances/mandates regarding social distancing. Many 

bus driver candidates who began their training pre-COVID, along with the candidates who have been 

recruited/trained during COVID-19, are ready to take their road test and become licensed commercial 

driver license (CDL) holders and are ready to complete the pre-employment/onboarding process with 

HISD. Internally, the HISD Transportation Department has been working on becoming a self-certifying 

entity with accreditation from the state to perform testing in-house; however, DPS has suspended this 

process due to COVID-19. Partnering with Lone Star College, Galena Park ISD, and New Caney ISD will 

enable the Transportation Department to continue to move employees along in the hiring process.  

COST / FUNDING SOURCES 

The total cost shall not exceed $100,000 and will be funded by General Funds. 
 

FUNDING SOURCES: 

Fund Center Fund Commitment Item Functional Area Amount 

1040810000 6299000000 6299000000 AD34990000000000 $100,000 

 

STAFFING IMPLICATIONS: 

None 

ORGANIZATIONAL GOALS: 

This agenda item supports all four district goals and is aligned to Core initiative 4: Data-Driven 
Accountability. 

CONSULTATION: 

This item does not require consultation. 

RECOMMENDATIONS: 

That the Board of Education authorizes the superintendent of schools or a designee to negotiate, 
execute, and amend interlocal agreements with Lone Star College, Galena Park ISD, and New 
Caney ISD for third-party testing, effective October 9, 2020. 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Finance 
Glenn Reed, Chief Financial Officer 
 
SUBJECT: APPROVAL OF VENDOR AWARDS FOR PURCHASES OVER 

$100,000 AND RATIFICATION OF VENDOR AWARDS FOR 
PURCHASES UNDER $100,000 

 
The purpose of this item is to authorize vendor awards for purchases over $100,000 
and ratify vendor awards for purchases under $100,000. Pursuant to Board of 
Education policy, contracts for purchases over $100,000 are submitted to the Houston 
Independent School District (HISD) Board of Education for approval prior to the 
issuance of purchase orders and/or agreement letters. Procurement Services, 
authorized by board policy, enters into purchase agreements for bid projects less than 
$100,000, subject to ratification by the Board of Education. 
 
When determining the successful bidder, consideration is given to the quality of the 
articles supplied, conformity with developed specifications, suitability to the 
requirements of the educational system, and delivery terms. All advertised bids are in 
compliance with minority- and woman-owned business enterprise procedures. All 
contracts are negotiated and executed with the supplier(s) providing the best overall 
value for the district. 
 
The attachment reflects the names of successful bidders, the budgets to be charged, 
and a description of the items to be purchased. A copy of each tabulation is on file in 
Board Services. 
 
COST/FUNDING SOURCE(S): Funds for these recommended actions will be 

necessary only one time. 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to all five core initiatives of the 
district. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education approves vendor awards for 
purchases over $100,000 and ratifies vendor awards for 
purchases under $100,000, effective October 9, 2020. 
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Approval of Cooperative Purchase Over $100,000 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 21-09-10-01 Swimming Pool Chemicals, Supplies, Equipment, Maintenance and Repairs – (Browder) – (CFO) 

Project Description The purpose of this cooperative contract is to obtain swimming pool chemicals, supplies, equipment, maintenance, and repairs 
districtwide. Based on annual appropriations, the projected expenditure is not to exceed $725,000. This is a cooperative 
agreement with BuyBoard and will be utilizing cooperative contract number 613-20 in accordance with Chapter 44 of the Texas 
Education Code (TEC), Chapter 791 of the Government Code, and district purchasing and acquisition policies CH(LOCAL) and 
CH(LEGAL). 

RFx’s Viewed/ Received N/A 

Project Term 
The contract term is from October 9, 2020, through May 31, 2021, with two annual renewals, if BuyBoard executes its contract 
renewal options, not to extend beyond May 31, 2023. 

Amount not to Exceed (Project Term) $725,000 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

A&T Europe Spa 
BSN Sports 
Diving Board Solutions, LLC 
Hancock Pool Services, Inc. 
Progressive Commercial Aquatics, Inc. 
 

- 
- 
- 
- 
- 

 
 
 
 

OT 
T 

OT 
T 
H 
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Approval of Cooperative Purchase Over $100,000 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 20-04-07-01 Musical Instruments, Supplies and Equipment – (March) – (CAO) 

Project Description The purpose of this cooperative contract is to obtain supplemental musical instruments, equipment, 
supplies, and repairs to support the Fine Arts Department districtwide. Based on annual appropriations, 
the projected expenditure is not to exceed $5,000,000. This is a cooperative agreement with BuyBoard and 
will be utilizing cooperative contract number 619-20 in accordance with Chapter 44 of the TEC, Chapter 
791 of the Government Code, and district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFx’s Viewed/ Received N/A 

Project Term 
The contract term is from September 1, 2020, through August 31, 2021, with two annual renewals, if 
BuyBoard executes its contract renewal options, not to extend beyond August 31, 2023. 

Amount not to Exceed (Project Term) $5,000,000 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

Audio DAWg, Inc. 
Aves Audio Visual Systems 
Betrold Enterprises, Inc., dba Pender’s Music Company 
Delgado Guitars, LLC 
Fleming Instrument Repair  
Guitar Center Stores, Inc. 
Guitar Center Stores, Inc., dba Music and Arts 
Guitar Center Stores, Inc., dba Woodwind and Brasswind 
KORG U.S.A., Inc., dba SoundTree 
Luck’s Music Library 
Macie Publishing Company  
MakeMusic, Inc. 
Moe-Bleichner Music Distribution  
Peripole, Inc. 
Rhythm Band Instruments 
Shar Products Company 
Terra Nova Violins, LLC. 

- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
- 
 

T 
T  
T 

OT 
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Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

(20-04-07-01 Musical Instruments, Supplies and Equipment 
continued) 
The Clavier Group, Inc., dba Steinway Piano Gallery 
The Tuba Exchange 
Vio Strings, Inc., dba Katy Violin Shop 
Washington Music Sales Center, Inc., dba Washington Music 
Center 
Wenger Corporation  
  

  
 
- 
- 
- 
- 
 
- 
 
 
 

 
 

H 
OT 
T 

OT 
 

T 
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Approval of Cooperative Purchases Over $100,000 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 21-08-02-02 – Cooperative / Information Technology (IT) Software Products and Related Services – (James) – (CIO) 

Project Description The purpose of this cooperative contract is to obtain software products and related services for various software applications, 
including but not limited to Flexera and Solar Winds Orion applications. Based on annual appropriations, the projected 
expenditure is not to exceed $1,500,000 for the duration of the contract. This is a cooperative agreement with the Texas 
Department of Information Resources (DIR) utilizing cooperative contract number DIR-TSO-4317 in accordance with Chapter 44 
of the TEC, Chapter 791 of the Government Code, and district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFx’s Viewed/Received N/A 

Project Term 
The contract term is from October 9, 2020, through April 27, 2022, with two two-year renewals, if DIR executes its contract 
renewal options, not to extend beyond April 27, 2026.  

Amount not to Exceed (Project Term) $1,500,000 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

1993000000 
1050808000 
AD53990000000000 
6249000000 

Fund   
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments 
 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name:  M/WBE Commitment Location 

SHI Government Solutions, Inc. - T 

  

I.1.a

Packet Pg. 335



5 of 13 

 

Approval of Cooperative Purchase Over $100,000 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 21-08-14-23 Cooperative / Fire Suppression Systems – (Carroll-Johnson) – (COO) 

Project Description The purpose of this contract is to provide fire suppression system inspections and services as needed to ensure district kitchens 
remain up-to-date with required City of Houston fire standards and codes. Based on annual appropriations, the projected 
expenditure is not to exceed $300,000 for the duration of the contract. This is a cooperative agreement with The Interlocal 
Purchasing System (TIPS) utilizing cooperative contract number 190302 in accordance with Chapter 44 of the TEC, Chapter 791 
of the Government Code, and district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFx’s Viewed/ Received N/A 

Project Term The contract term is from October 9, 2020, through May 31, 2021, with no remaining renewals. 

Amount not to Exceed (Project Term) $300,000 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

2400010000 
1040832000 
AD35990000000000 
6399000000 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

2400010000 
1040832000 
AD35990000000000 
6649000000 

Fund  
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments 

 

Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

FireTron, Inc. - T 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 16-10-42-06 – Interlocal / Region IV Education Service Center – (Scherer) – (CIO) NTE Increase  

Project Description This contract was originally approved by the Board of Education on November 10, 2016. The purpose of this contract amendment is 
to ratify expenditures and to request an increase to the spending limit authorization to reduce the cost to both parties that desire to 
obtain or use the same goods or services. The relationship assures compliance with state procurement requirements and identifies 
vendors of goods and services and allows participants to work across multiple organizations thus creating an opportunity for greater 
volume. Based on annual appropriations, the projected expenditure is not to exceed $9,000,000 for the duration of the contract. This 
is an interlocal agreement with Region IV in accordance with Chapter 44 and Chapter 791 of the TEC and district purchasing and 
acquisition policies CH(LOCAL) and CH(LEGAL). 
 

RFx’s Viewed/ Received N/A 

Project Term 
The contract term is from November 11, 2016, through November 10, 2017, with four annual renewals, not to extend beyond 
November 10, 2021. 

Amount not to Exceed (Project Term) $9,000,000 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund 
Cost Center                          
Functional Area 
General Ledger 
I/O 

 Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

Region IV Education Service Center - H 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 
16-11-28 – RFP /Title I – Private Nonprofit (PNP) Schools and Neglected & Delinquent (N&D) Facilities – (Bellard) - (CFO) NTE 
Increase 

Project Description This contract was originally approved by the Board of Education on May 30, 2017. The purpose of this contract amendment is to 
request an increase to the spending limit authorization to provide instructional services to eligible students at PNP schools, and 
N&D facilities requested by the External Funding Department. Based on annual appropriations, the projected expenditure is not 
to exceed $13,920,349 for the duration of the contract. The district applied the "Best Value" process in selecting the vendors to 
be awarded in accordance with Chapter 44 of the TEC and district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFP’s Viewed/ Received N/A 

Project Term The contract term is from May 12, 2017, through May 11, 2018, with four annual renewals, not to extend beyond May 11, 2022.  

Amount not to Exceed (Project Term) $13,920,349 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund   
Cost Center 
Functional Area 
General Ledger 
I/O 

 
 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name:  M/WBE Commitment Location 

Catapult Learning  - O 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 16-11-29 – RFP /Title II – PNP Schools – (Bellard) – (CFO) NTE Increase 

Project Description This contract was originally approved by the Board of Education on May 30, 2017. The purpose of this contract amendment is to 
request an increase to the spending limit authorization to provide professional development services for teachers and 
administrators of private nonprofit schools participating in the Teacher and Principal Training and Recruiting Fund, Title II, Part A 
federal program. Based on annual appropriations, the projected expenditure is not to exceed $4,667,860 for the duration of the 
contract. The district applied the "Best Value" process in selecting the vendors to be awarded in accordance with Chapter 44 of 
the TEC and district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFP’s Viewed/ Received N/A 

Project Term The contract term is from May 12, 2017, through May 11, 2018, with four annual renewals, not to extend beyond May 11, 2022.  

Amount not to Exceed (Project Term) $4,667,860 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund   
Cost Center 
Functional Area 
General Ledger 
I/O 

 
 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name:  M/WBE Commitment Location 

Catapult Learning  - O 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 17-06-04 – RFP /Title IV, Part A-PNP Schools– (Bellard) – (CFO) NTE Increase 

Project Description This contract was originally approved by the Board of Education on May 30, 2017. The purpose of this contract amendment is to 
request an increase to the spending limit authorization for professional development services for teachers and administrators of 
PNP schools participating in the district’s Student Support and Academic Enrichment Grant, Title IV, Part A, under the Elementary 
and Secondary Education Act (ESEA). Based on annual appropriations, the projected expenditure is not to exceed $3,975,000 for 
the duration of the contract. The district applied the "Best Value" process in selecting the vendors to be awarded in accordance 
with Chapter 44 of the TEC and district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFP’s Viewed/ Received N/A 

Project Term 
The contract term is from September 15, 2017, through September 14, 2018, with four annual renewals, not to extend beyond 
September 15, 2022.  

Amount not to Exceed (Project Term) $3,975,000 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund   
Cost Center 
Functional Area 
General Ledger 
I/O 

 
 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name:  M/WBE Commitment Location 

Catapult Learning  - O 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 20-03-08-23 – Cooperative / Time Clock System Software, Hardware, and Related Services – (Garcia) – (CFO) NTE Increase 

Project Description This contract was originally approved by the Board of Education on June 11, 2020. The purpose of this contract amendment is to 
request an increase to the spending limit authorization to obtain time clocks software, hardware, and related services used to 
track time and attendance districtwide. Based on annual appropriations, the projected expenditure is not to exceed $2,875,000 
for the duration of the contract. This is a cooperative agreement with TIPS using cooperative contract 190501 in accordance with 
Chapter 44 of the TEC, Chapter 791 of the Government Code, and district purchasing and acquisition policies CH(LOCAL) and 
CH(LEGAL). 

RFx’s Viewed/ Received N/A 

Project Term The contract term is from June 12, 2020, through July 31, 2021, with no remaining renewals. 

Amount not to Exceed (Project Term) $2,875,000 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund   
Cost Center 
Functional Area 
General Ledger 
I/O 

 
 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name:  M/WBE Commitment Location 

Data Management, Inc., dba TimeClock Plus, LLC  - T 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 
21-07-10-48 – Interlocal / Learning Disabilities, Evaluation Materials and Support Services – (May) – (CAO) Term Correction and 
Extension 

Project Description This contract was originally approved by the Board of Education on September 10, 2020. The purpose of this contract amendment 
is to correct the term to purchase an online intervention resource for students that provides explicit phonics instruction for the 
Special Education Department with no increase in funding. Based on annual appropriations, the projected expenditure is not to 
exceed $100,000 for the duration of the contract. This is an interlocal agreement with the Central Texas Purchasing Alliance (CTPA) 
/ Frisco Independent School District (FISD) utilizing contract number RFP 002-2020-09 in accordance with Chapter 44 of the TEC, 
Chapter 791 of the Government Code, and district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFx’s Viewed/ Received N/A 

Project Term 
The contract term is from September 11, 2020, through June 30, 2021, with three annual renewals, if FISD executes its contract 
renewal options, not to extend beyond June 30, 2024. 

Amount not to Exceed (Project Term) N/A 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund 
Cost Center                          
Functional Area 
General Ledger 
I/O 

 Fund              
Cost Center 
Functional Area 
General Ledger 
I/O 

 

Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

Nessy Learning LLC - O 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/08/2020 Board Agenda 

 

Project Information 
20-03-05-23 – Cooperative / Audiovisual Equipment, Supplies, and Related Goods and Services – (Garcia) – (CIO) Additional 
Vendor(s) 

Project Description The original contract was approved by the Board of Education on April 9, 2020. The purpose of this contract amendment is to 
award an additional vendor and ratify expenditures, with no additional increase in funding, to acquire audiovisual equipment, 
supplies, and related goods and services for use districtwide. This is a cooperative agreement with TIPS utilizing cooperative 
contract number 171001 in accordance with Chapter 44 of the TEC, Chapter 791 of the Government Code, and district purchasing 
and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFx’s Viewed/ Received N/A 

Project Term The contract term is from August 24, 2020, through December 18, 2020.  

Amount not to Exceed (Project Term) N/A 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund 
Cost Center                          
Functional Area 
General Ledger 
I/O 

 Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

Data Projections, Inc. - H 
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Amendment to Item Approved on a Prior Board Agenda 
Recommended for 10/8/2020 Board Agenda 

 

Project Information 17-02-11 – RFP / Office Supplies, Related Items and Classroom Consumables – (March) – (CFO) Vendor Name Change 

Project Description This contract was originally approved by the Board of Education on March 8, 2018. The purpose of this contract amendment is to 
change the name of the awarded vendor. E.A. Arredondo dba Standard Office Products has changed its business name to Standard 
Office Products, Inc. The purpose of this contract is to purchase office supplies, related items, and classroom consumables districtwide. 
The district applied the "Best Value" process in selecting the suppliers to be awarded in accordance with Chapter 44 of the TEC and 
district purchasing and acquisition policies CH(LOCAL) and CH(LEGAL). 

RFx’s Viewed/ Received N/A 

Project Term 
The original contract term is from March 9, 2018, through March 8, 2019, with four annual renewal options, not to extend beyond 
March 8, 2023. 

Amount not to Exceed (Project Term) N/A 

 

Budget Information 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

Various Schools and/or Departments Fund    
Cost Center 
Functional Area 
General Ledger 
I/O 

 
 

Fund 
Cost Center 
Functional Area 
General Ledger 
I/O 

 

 

Recommended Vendor(s) for Approval 

Name M/WBE Commitment Location 

Standard Office Products, Inc. - H 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Finance 
Glenn Reed, Chief Financial Officer 
 
SUBJECT: APPROVAL OF CURRENT AND ANTICIPATED DONATIONS FOR 

DISTRICTWIDE AND SCHOOL-SPECIFIC PROGRAMS AND 
AUTHORIZATION TO NEGOTIATE, EXECUTE, AND AMEND 
NECESSARY CONTRACTS ASSOCIATED WITH THESE DONATIONS 

 
In accordance with board policy, all donations in aggregate of $5,000 or more must be 
approved by the Houston Independent School District Board of Education. 
 
The attachment reflects a summary of proposed donations. 
 
COST/FUNDING SOURCE(S): Shown on the attached list. 
 
STAFFING IMPLICATIONS:  None  
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to Core Initiative 3: Rigorous 
Instructional Standards and Supports. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education approves the proposed donations for 
districtwide and school-specific programs and authorizes the 
superintendent or a designee to negotiate, execute, and amend 
necessary contracts, effective October 9, 2020. 
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SUMMARY OF DONATIONS GREATER THAN $5,000 
 

Donor Receiving School/ Department Donation Disbursement Total Value of Donation 
 

Page 1 of 3 

KCPS/Flint Hills 
Resources-Houston 

 Rucker Elementary School (ES)   Fine Arts/Music Program $5,000 

 
KCPS/Flint Hills Resources-Houston has donated $5,000 to Rucker ES for the 2020–2021 school year. The funds are intended for general 
support to the campus’ Fine Arts/Music Program. This donation can only be used for the purpose intended. 

 

Anita D. Designer 
Foundation 

 

Strategy and Innovation –     
Community Partnerships Department 

 Cleaning Supplies $1,124,000 (In-kind) 

 

The Anita D. Designer Foundation, in partnership with Procter and Gamble, provided Strategy and Innovation an in-kind donation of household 
essential cleaning supplies to distribute to the Houston Independent School District (HISD), Wraparound Services, Nutrition Services, and HISD 
Community Partners in response to the COVID-19 pandemic. This donation can only be used for the purpose intended. 

 
 

HISD Foundation on 
behalf of Houston 
Endowment, Inc. 

 Community Relations 

 

Targeted Resources to Support 
Community Relations and Partnerships  

 

$595,000 

  
The HISD Foundation, on behalf of Houston Endowment, Inc., has donated $595,000 to Community Relations to enhance HISD's ability to 
provide targeted resources and partnerships to schools. These funds will be used primarily for staffing to support community partnerships. The 
funds will be disbursed over a three-year period based on the payment schedule below. The donation may only be used as outlined in the 
agreement and accompanying budget. 
 
 

Payment Number Payment Schedule Date Amount 

1 08/31/2020 $320,000 

2 08/31/2021 $175,000 

3 08/31/2022 $100,000 
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SUMMARY OF DONATIONS GREATER THAN $5,000 
 

Donor Receiving School/ Department Donation Disbursement Total Value of Donation 
 

Page 2 of 3 

Momentum Education College and Career Readiness 

 

Essay Writing Services for High-School 
Students 

$15,000 (In-kind) 

 
Momentum Education has made an in-kind donation valued at $15,000 to the College and Career Readiness Department. The purpose of 
the donation is to provide HISD high-school students with essay writing services to promote college access. This donation can only be used 
for the purpose intended. 

 

This Woman's Work 

 

Equity and Outreach/Community 
Partnerships 

HISD Equity and Outreach Department $75,000 (In-kind) 

 
This Woman’s Work (TWW), a 501 (c)(3) nonprofit organization, has donated 340 dresses, 267 articles of children’s clothing, and other 
items valued at $75,000 to the HISD Equity and Outreach Department. TWW is dedicated to creating a safe environment for girls and 
women to gain access to personal development, career development, quality-of life-improvement, and ultimately economic 
empowerment. This donation will be used to support programs and initiatives supported by the Equity and Outreach Department. 
 

 

 

HISD Foundation on behalf 
of Phillips 66 

HISD - Multiple Schools 

 

COVID-19 Protective Measures to 
Enhance Classroom/ School Safety  

$200,000 

 
 

The HISD Foundation, on behalf of Phillips 66, has donated $200,000.00 to help create a safe environment to which all students can return and 

learn when schools reopen. Funding will go toward the purchase of masks, plexiglass dividers to outfit the classrooms and other public-facing 

stations, signage to denote social distancing, symptom checkers, entry procedures, etc., and teacher safety/cleaning supply buckets. The grant 

may only be used for these purposes. 
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SUMMARY OF DONATIONS GREATER THAN $5,000 
 

Donor Receiving School/ Department Donation Disbursement Total Value of Donation 
 

Page 3 of 3 

Lamar High School (HS) 
Alumni Association 

Lamar HS 

 

Supplies and Materials $710,000 In-Kind 

Lamar HS Alumni Association has made an in-kind donation valued at $710,000 to Lamar HS. Through the in-kind donation, the Lamar Alumni 

Association will be donating scoreboards; bleacher seating for football, soccer, baseball, and softball fields; and enhancements to dugouts for 

baseball and softball. Additionally, the donation will be used to create an archive room, refinish the floors, and install shelving and display cases 

for the new Lamar Alumni Center. This donation can only be used for the purpose specified. 

 

Total Value of Donations: $2,724,000 
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Finance 
Glenn Reed, Chief Financial Officer 
 
SUBJECT: ACCEPTANCE OF GRANT FUNDS IN SUPPORT OF DISTRICTWIDE 

AND SCHOOL-SPECIFIC PROGRAMS AND AUTHORIZATION TO 
NEGOTIATE AND EXECUTE CONTRACTS REQUIRED UNDER THE 
GRANTS 

 
In accordance with board policy, all grant funds in aggregate of $5,000 or more must be 
approved by the Houston Independent School District Board of Education.  
 
The attachment reflects a summary of grants awarded to HISD. 
 
COST/FUNDING SOURCE(S): Shown on the attached list. 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

and is aligned to Core Initiative 3: Rigorous 
Instructional Standards and Supports. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education accepts the proposed grant funds for 
districtwide and school-specific programs and authorizes the 
superintendent of schools or designee to negotiate and execute 
contracts required under the grants, effective October 9, 2020. 
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SUMMARY OF GRANTS GREATER THAN $5,000 
 

 Grantor Receiving School/ Department  Grant Disbursement Total Value of Grant 
 

Page 1 of 4 

 

 

Texas Department of 
Family and Protective 
Services 

Family and Community 
Engagement/Home Instruction for Parents 
of Preschool Youngsters (HIPPY) 

Texas Home Visiting Program $1,037,336 

 

 

The Texas Home Visiting Program Grant was initially awarded in 2015 with grant period of July 24, 2015 – August 31, 2020. The grant 
agreement was extended to include two additional years. The new project period is July 24, 2015 – August 31, 2022. This award is for funding 
period September 1, 2020 – August 31, 2021. Texas Department of Family and Protective Services, through Prevention and Early Intervention 
(PEI) programs, contracts with community-based programs and agencies to expand the available opportunities to maximize the potential of 
children and families in Texas communities. The program matches parents with a trained home visitor who comes to where the client lives and 
answers questions about pregnancy and being a parent, or assists with referral to services that help clients care for themselves and their 
children. The project for fiscal year 2021 proposes to serve 299 families in the HIPPY home visiting program. The Houston Independent School 
District (HISD) will provide home visiting services that are required to ensure fidelity to the HIPPY USA model and compliance with state and 
national standards and requirements for HIPPY program sites. The grant funds may only be used as specified in the grant agreement. 

Texas Education 
Agency (TEA) 

 Behavioral Interventions/Social and 
Emotional Learning (SEL) Department 

STOP School Violence Mental Health 
Training Grant, Cycle 2 

$25,000 

 

The purpose of this grant is to provide training to school officials and teachers in responding to related traumatic or mental health crises that may 
precipitate violent attacks on school grounds. The SEL Department will use funding from this grant to develop and implement the Mental Health 
& Trauma Informed Integration Training. This training will be piloted at 15 Tier III campuses and will provide intensive virtual training to help 
educators and campus leaders recognize and develop sustainable systems of support around mental health, trauma informed practices, and SEL 
integration into academics. This grant may only be used for activities specified in the grant agreement.  
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SUMMARY OF GRANTS GREATER THAN $5,000 
 

 Grantor Receiving School/ Department  Grant Disbursement Total Value of Grant 
 

Page 2 of 4 

 

 

Centers for Disease 
Control and Prevention 
(CDC) 

Health and Physical Education (HPE) 
Department and SEL Department 

Mental Health Professional Development, 
Referrals, and Services 

$190,909 

 

The CDC has awarded $190,909 to the HPE Department and SEL Department.  The purpose of the grant is to provide additional funding to 
mitigate the impacts of disruptions related to the COVID-19 pandemic to HISD students, families, and staff by enhancing mental health supports 
and linkages to health services for students within a virtual environment. The grant will be used to increase staff capacity by providing effective 
training and professional development to support the health and well-being of faculty and staff, identify at-risk students in both in-person and 
virtual settings, and deliver health education that is inclusive of social and emotional learning. The grant period is from August 1, 2020 to July 31, 
2021. These funds may only be used as specified. 

TEA  Afterschool Programs 21st Century Community Learning Centers 
(CCLC), Cycle 9, Year 5 

$1,800,000 

 
The purpose of the 21st CCLC grant is to create community learning centers that provide academic enrichment opportunities for children—

particularly students who attend high-need, high-poverty, low-performing schools—to meet state and local student standards in core academic 

subjects. A community learning center assists students outside of school hours to complement the student’s regular academic program. The 

21st CCLC funds will create and expand out-of-school-time (OST) programs at 10 HISD campuses that offer extended learning opportunities for 

children and their families. This is the fifth year of continuation funding. The 10 campuses include Bastian Elementary School (ES), Codwell ES, 

Forest Brook Middle School (MS), Mading ES, Marshall ES, McGowan ES, North Forest High School (HS), Stevens ES, Thompson ES, and 

Young ES. The grant period is August 1, 2020 – July 31, 2021. These grant funds can only be used as specified by the grant.   
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SUMMARY OF GRANTS GREATER THAN $5,000 
 

 Grantor Receiving School/ Department  Grant Disbursement Total Value of Grant 
 

Page 3 of 4 

 

 

 

The Center for 
Afterschool, Summer, 
and Enrichment for Kids 
(CASE for Kids), a 
division of Harris County 
Department of 
Education (HCDE) 

Benbrook ES, Briscoe ES, Lyons ES, and 
Oates ES 

2020–2021 CASE for Kids Partnership 
Project Grants 

$102,000 

 
CASE for Kids, through the 2020–2021 CASE for Kids Partnership Project, has funded four grants for the 2020–2021 school year at the following 

elementary schools: Benbrook, Briscoe, Lyons, and Oates. CASE for Kids provides funding to promote quality out-of-school time programming 

for youth. The goal of the CASE for Kids Partnership Project is to provide supplemental funding to comprehensive afterschool programs to 

promote social and emotional learning skills and increased support of numeracy and literacy development for economically disadvantaged 

students between the ages of 4 and 12, or up to the age of 19 with a documented disability. The funded sites offer an array of activities that 

develop both academic and social skills in students. These funds may be used for extra-duty pay to teachers, funding for service providers, and 

supplies and materials to support the project. The grant period is October 1, 2020 – July 31, 2021. These funds may only be used as specified. 

 

 

TEA and HCDE Afterschool Programs and Chavez HS Out-of-School-Time Activities for 2020–
2021 

$216,800  

 
The purpose of this 21st CCLC grant is to establish or expand out-of-school-time activities at Chavez HS that (1) provide opportunities for 

academic enrichment; (2) offer students a broad array of additional services, programs, and activities, such as youth development activities; 

drug and violence prevention programs; counseling programs; art, music, and recreation programs; technology education programs; and 

character education programs designed to reinforce and complement the regular academic program of participating students; and (3) offer 

families of students served by community learning centers opportunities for literacy and related educational development. The grant period is 

August 1, 2020 – July 31, 2021. These funds may only be used as specified.  
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SUMMARY OF GRANTS GREATER THAN $5,000 
 

 Grantor Receiving School/ Department  Grant Disbursement Total Value of Grant 
 

Page 4 of 4 

Total Value of Grants: $3,372,045 $4,872,045 

TEA Afterschool Programs 21st CCLC, Cycle 10, Year 3 $1,500,000 

 

The purpose of the 21st CCLC, Cycle 10, Year 3 grant is to create community learning centers that provide academic enrichment opportunities 

for children—particularly students who attend high-need, high-poverty, low-performing schools—to meet state and local student standards in 

core academic subjects. A community learning center assists students outside of school hours to complement the student’s regular academic 

program. The 21st CCLC funds will create and expand out-of-school-time (OST) programs at 10 HISD campuses that offer extended learning 

opportunities for children and their families. The 10 campuses included are Emerson ES, Fondren ES, Gallegos ES, Gregory-Lincoln, Law ES, 

Madison HS, Milne ES, Pleasantville ES, Pugh ES, and Wisdom HS. The grant period is August 1, 2020 – July 31, 2021. These grant funds can 

only be used as specified by the grant.   
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Finance 
Glenn Reed, Chief Financial Officer 
 
SUBJECT: APPROVAL OF RESOLUTION ADOPTING TAX RATE AND LEVYING 

AD VALOREM TAXES FOR TAX YEAR 2020 
 
To support the approved 2020–2021 budget and to make required expenditures, the 
Houston Independent School District (HISD) must adopt a tax rate that will provide 
revenue through the property tax as provided by law. The rate to be adopted must 
include the necessary revenue for payment of maintenance and operations expenses 
and for debt service. The rate of $1.1331 per $100 of taxable value is recommended as 
the HISD 2020 tax rate to be adopted by the Board of Education. This rate includes a 
maintenance and operations component of $0.9664 and a debt-service component of 
$0.1667 cents. 
 
Approval of this tax rate will allow the Harris County Tax Assessor-Collector to begin 
preparation of the 2020 tax bills. Revenue collected from taxes will be distributed to the 
General Fund and the Debt Service Fund. 
 

Tax Rates Fiscal Year 
2019–2020 

Fiscal Year 
2020–2021 

Change 

Maintenance and 
Operations Tier I Tax Rate 
(maximum compressed rate) 

$0.9300 $0.9164 ($0.0136) 

Maintenance and 
Operations Tier II Tax Rate  
(golden pennies) 

$0.0400 $0.0500 $.0100 

Interest & Sinking Tax 
Rate 

$0.1667 $0.1667 $0.0000 

Total District Tax Rate $1.1367 $1.1331 ($0.0036) 
 

The Resolution and Ordinance Adopting the Tax Rate for 2020 is on file in Board 
Services. 
 
COST/FUNDING SOURCE(S): None 
 
STAFFING IMPLICATIONS: None 
 
ORGANIZATIONAL GOALS/IMPACT: This agenda item supports all four district goals 

by providing funding for all instructional and 
support functions and is aligned to all five core 
initiatives. 
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THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education approves property taxes being 
increased by the adoption of a tax rate of $1.1331 per $100 of 
taxable value, and approves the resolution and ordinance 
adopting the tax rate and levying ad valorem taxes for the year 
2020 as reflected in the resolution, effective October 9, 2020. 
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Board Item Executive Summary 

Purpose: 

§26.05 of the Texas Property Tax Code requires a school district (governing body) to adopt a tax rate for 

the current year before the later of September 30th or the 60th day after the date the certified appraisal roll 

is received by the taxing unit and to notify the assessor for the unit of the rate adopted. This vote must be 

separate from the vote adopting the budget. 

The Houston Independent School District (HISD) received notice from the Harris County Tax 

Assessor/Collector’s Office of the release of the 2020 Certified Appraisal Roll by the Harris County 

Appraisal District on September 1, 2020. The tax assessor/collector calculated the 60-day deadline above 

for the district to adopt a tax rate for tax year 2020 to be Friday, October 30, 2020. 

Prerequisites:  

In June 2020, the district published the Notice of Meeting to Discuss Budget and Tax Rate in the Houston 

Chronicle required by §44.004 of the Texas Education Code, proposing a total tax rate of $1.1331. This 

tax rate included the additional one golden penny accessible by districts in tax year 2020 (fiscal year 

2020–2021) only. The adopted budget for 2020–2021 was based on the additional golden penny and 

requires a unanimous vote of the board or the budget deficit is increased in 2020–2021 and future years.  

Board Meeting Requirements: 

Texas Property Tax Code Section 26.05(b) requires a specific statement to be read aloud in a motion if 

the tax rate that is being proposed exceeds the amount of taxes imposed for that purpose in the 

preceding tax year. 

For 2020–2021 the proposed tax rate does meet this criterion.  
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Office of the Superintendent of Schools 
Board of Education Meeting of October 8, 2020 
 
Office of Finance 
Glenn Reed, Chief Financial Officer 
 
SUBJECT: APPROVAL OF THE OCTOBER GENERAL FUND BUDGET 

AMENDMENT 
 
A comprehensive report on the status of the 2020–2021 budget has been completed. 
This report reflects various adjustments that are required to be approved by the 
Houston Independent School District (HISD) Board of Education in accordance with 
state guidelines, as well as other adjustments recommended by the superintendent of 
schools for ratification by the board. Although this update reflects all known changes 
and recommendations, additional changes may be needed. This item requests authority 
to make adjustments, if necessary, for the October Budget Amendment. 
 
Copies of the budgetary update will be distributed to the board under separate cover. 
 
COST/FUNDING SOURCE(S): Adjustments to the budget will be appropriated 

as shown in the October Budget Amendment. 
 
STAFFING IMPLICATIONS: None  
 
ORGANIZATIONAL GOALS/IMPACT: This item supports all four district goals and is 

aligned to all five core initiatives. It also allows 
HISD to fulfill its purposes and strategic intent. 

 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 
 
THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY. 
 
 

RECOMMENDED: That the Board of Education approves the October Budget 
Amendment reflecting fiscal adjustments to estimated 
appropriations for fiscal year 2020–2021, effective October 9, 
2020. 
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HOUSTON  INDEPENDENT  SCHOOL  DISTRICT
STATEMENT OF OPERATIONS BY FUNCTION
GENERAL FUND
BUDGET AMENDMENT FISCAL YEAR 2020-2021 (as adjusted)
FOR SEPTEMBER 30, 2020

ESTIMATED REVENUES

2020-2021 
Adopted Budget 

July 1, 2020

Carryover from 
Prior Year 

Encumbrances

Proposed 
Budget 

Amendments 
August 31, 

2020

Budget Neutral 
Amendments  

August 31, 2020

Approved 
Budget as of  

August 31, 2020
Carryover from 

Prior Year

Proposed 
Budget 

Amendments 
September 30, 

2020

Budget Neutral 
Amendments  
September 30, 

2020

Proposed 
Budget as of  

September 30, 
2020

Local sources $ 1,785,542,493 -                   -                -                    1,785,542,493 - - - 1,785,542,493
State sources 166,787,686 -                   -                -                    166,787,686 - - - 166,787,686
Federal sources 19,724,182 -                   -                -                    19,724,182 - - - 19,724,182

Total estimated revenues $ 1,972,054,361 -                   -                -                    1,972,054,361 - - - 1,972,054,361

APPROPRIATIONS

11 Instruction $ 1,151,970,226   5,940,649        2,002,764     397,532            1,160,311,171  8,501,693        17,067,169     (6,252,440)       1,185,880,033  
12 Instructional resources and media services 10,117,415        -                   1,414,514     (1,590,733)       9,941,196         - - (940,555)          9,941,196         
13 Curriculum and Instructional Staff Development 35,575,973        82,322             -                1,283,415        36,941,709       (69,088)            - 1,639,180        36,872,622       
21 Instructional leadership 27,238,328        18,371             -                494,705            27,751,404       - - 525,023           27,751,404       
23 School leadership 151,622,019      8,926               -                (777,556)           150,853,389     - - (9,566,736)       150,853,389     
31 Guidance, counseling and evaluation services 64,146,508        2,269,919        -                662,008            67,078,435       316,374           - 2,816,756        67,394,809       
32 Social work services 17,783,562        -                   -                (112,343)           17,671,219       - - (789,542)          17,671,219       
33 Health services 21,852,470        1,839,389        6,933,603     345,244            30,970,706       - 5,089,486       6,820,477        36,060,192       
34 Student transportation 62,374,365        2,093,431        -                (50,186)             64,417,610       - - (485,672)          64,417,610       
35 Food services - - - - - - - 2,000               -
36 Co-Curricular/extracurricular activities 13,016,782        120,291           -                144,651            13,281,724       - - 158,260           13,281,724       
41 General administration 39,549,934        481,961           -                (160,093)           39,871,802       43,560             - 306,059           39,915,362       
51 Plant maintenance and operations 200,224,409      10,008,625      13,073,529   6,494                223,313,057     89,126             8,505,687       (3,871,593)       231,907,870     
52 Security and monitoring services 28,554,805        841,453           -                (15,308)             29,380,950       - - (3,419)              29,380,950       
53 Data processing services 56,322,728        28,911,421      31,192,080   (568,430)           115,857,799     5,647,844        10,398,250     10,132,328      131,903,893     
61 Community services 3,008,827          2,690               -                (59,400)             2,952,117         - - (44,956)            2,952,117         
71 Debt Service 15,250,000        -                   -                -                    15,250,000       - - -                   15,250,000       
81 Facilities acquisition and construction 37,848               2,872,626        -                -                    2,910,474         - - 10,830             2,910,474         
91 Contracted Instructional Services Between Public Schools (Chapter 41 Payment) 12,083,891        -                   -                -                    12,083,891       - - -                   12,083,891       
95 Juvenile justice alternative education programs 792,000             -                   -                -                    792,000            - - -                   792,000            
97 Tax reinvestment zone payments 63,066,742        -                   -                -                    63,066,742       - - (451,000)          63,066,742       
99 Tax appraisal and collection 16,505,000        -                   -                -                    16,505,000       - - (5,000)              16,505,000       

       Total estimated appropriations $ 1,991,093,833 55,492,073 54,616,490 -                    2,101,202,396 14,529,509 41,060,592 - 2,156,792,497

Excess (deficiency) of estimated revenues over (under) appropriations $ (19,039,472) (55,492,073) (54,616,490) -                    (129,148,035) (14,529,509) (41,060,592) - (184,738,136)

OTHER FINANCING SOURCES (USES)
Proceeds from the sale of capital leases $ -                    -                   -                -                    -                   - - - -
Transfers-in 22,500,000 -                   -                -                    22,500,000       - - - 22,500,000
Transfers-out (37,449,140) -                   -                -                    (37,449,140)     - - - (37,449,140)

       Total other financing sources (uses) $ (14,949,140) -                   -                -                    (14,949,140) - - - (14,949,140)

Net excess (deficiency) before adjustments $ (33,988,612) (55,492,073) (54,616,490) -                    (144,097,175) (14,529,509) (41,060,592) - (199,687,276)

Reserve for Encumbrances (Committed) $ - 34,347,040 -                -                    34,347,040       14,529,509 - - 48,876,549
Reserve for ERP and Fund Reservations (Committed) - 21,145,033 -                -                    21,145,033       - - - 21,145,033
Reserve for PFC Projects (Committed) 18,434,625        -                   -                -                    18,434,625       - - - 18,434,625

Reserve Adjustments $ 18,434,625 55,492,073 -                -                    73,926,698 14,529,509 - - 88,456,207

Unassigned Fund Balance, Beginning (1) $ 512,328,146 512,328,146 512,328,146

Unassigned Fund Balance, Ending $ 496,774,159 442,157,669 401,097,077

(1) Unassigned Fund Balance, Beginning as of June 30, 2019. This value will be updated once the 2019‐2020 Comprehensive Annual Financial Report (CAFR) is completd.
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HOUSTON  INDEPENDENT  SCHOOL  DISTRICT
PROPOSED BUDGET AMENDMENTS
GENERAL FUND
BUDGET AMENDMENT FISCAL YEAR 2020-2021 (as adjusted)
FOR SEPTEMBER 30, 2020

PROPOSED APPROPRIATION AMENDMENTS Description

Proposed Budget 
Amendments 
September 30, 

2020

11 Instruction Special Education $ 17,067,169          
33 Health services Personal Protective Equipment (PPE) 5,089,486            
51 Plant maintenance and operations Enhanced Cleaning Services and Supplies 8,505,687            
53 Data processing services Devices, Hotspots & Software 10,398,250          

Total proposed appropriation amendments $ 41,060,592
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