
 

Van Vleck Independent School District 
Supplemental Funding 

Policies & Procedures Manual 

 

 

  



TABLE OF CONTENTS 

Contents 
Forward ............................................................................................................................... 1 

SECTION 1 GENERAL GUIDELINES & SUPPLEMENTAL FUNDING INFORMATION
 ............................................................................................................................................ 2 

SECTION 2 DISTRICT MONITORING OF THE SUPPLEMENTAL FUNDS PROGRAM
 .......................................................................................................................................... 25 

SECTION 3 SPECIFIC SUPPLEMENTAL FUND PURCHASES ................................ 45 
SECTION 4 FINANCIAL GUIDANCE .......................................................................... 63 

SECTION 5PARENT & FAMILY ENGAGEMENT GUIDELINES ............................. 73 

 



VVISD-Supplemental Funds Manual  1 

Forward 
The purpose of developing these general guidelines is to meet the federal requirements for use 
of grant funds as designated by Education Department General Administrative Regulations 
(EDGAR).  Van Vleck ISD has developed these guidelines to assist program administrators, 
campus administrators, and all stakeholders of the administrative guidelines and procedures 
that will be utilized for federal and state grant funds.  Our district will put these guidelines in 
place July 1, 2015 and uses these guidelines for federal and specific state programs as outlined 
in document. 

VVISD has applied for District of Innovation through the Texas Education Agency. Districts are 
eligible for designation if certain performance requirements are met and the district follows 
certain procedures for adoption as outlined in Statute. The designation provides the district will 
be exempt from certain sections of the TEC that inhibit the goals of the district as outlined in the 
locally adopted Innovation Plan. 
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SECTION 1 GENERAL 
GUIDELINES & SUPPLEMENTAL 

FUNDING INFORMATION 
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GENERAL INFORMATION ABOUT SUPPLEMENTAL FUNDS 
SUPPLEMENTAL FUNDS: INTENT AND PURPOSE 

Supplemental Funds - Improving Basic Programs: provides supplemental funding to help 
schools with high concentrations of students from low-income families provide a high-quality 
education that will enable all children to meet the state's student performance standards. 
These programs must use effective methods and instructional strategies that are grounded 
in scientifically based research. Supplemental funds expenses must directly impact the core 
academic subjects: reading, writing, math, science, and social studies.  Supplemental funds 
may be used to supplement additional initiatives and activities to promote the achievement 
of students based on the funding source and its intent.  

 

TITLE I, PART A 
Title I, Part A - Improving Basic Programs: provides supplemental funding to help schools with 
high concentrations of students from low-income families provide a high-quality education 
that will enable all children to meet the state's student performance standards. These 
programs must use effective methods and instructional strategies that are grounded in 
scientifically based research.  

TITLE I, PART C  
Title I, part C is for meeting the needs and providing services of migratory children and their 
families VVISD enters a shared service arrangement with Region 3. 

TITLE II, PART A 
Title II - Improving Basic Programs: provides supplemental funding to help schools with high 
concentrations of students from low-income families provide a high-quality education that 
will enable all children to meet the state's student performance standards. These programs 
must use effective methods and instructional strategies that are grounded in scientifically 
based research. 

TITLE III (EL) 
Title III - Improving Basic Programs: provides supplemental funding to assist campuses and 
the district to ensure English Learners and Immigrant students to attain English language 
proficiency and meet the States challenging academic standards. 

TITLE V-Rural Low Income (RLI) 
Title V-Rural Low Income: Purpose: to address the unique needs of rural school districts that 
often lack personnel and resources needed to effectively compete for federal and frequently 
receive formula grant allocations in amounts too small to be effective in meeting their 
intended purposes. 

STATE COMPENSATORY EDUCATION FUND (SCE) 
SCE - Improving Basic Programs: provides supplemental funding to help schools with their At-
Risk populations.  This funding source will enhance efforts to close achievement gaps, prepare 
students to be promotion ready, continue towards graduation goals, and meet the needs of 
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student to pass state accountability assessments. These programs must use effective methods 
and instructional strategies that are grounded in scientifically based research. 

 
TEXSHEP:  MCKINNEY-VENTO (HOMELESS) FUNDING 

The purpose of this program is for the district to provide supplemental academic and related 
assistance, beyond that provided in the general education program, to facilitate the 
enrollment, attendance, and academic success of students who are in homeless situation as 
defined by the McKinney—Vento Homeless Education Assistance Improvement Act of 2001. 

 

STATE-FUNDED GRANT 
State-funded grants are authorized by legislation passed by the Texas Legislature.  The may be 
either formula or discretionary grants; including School Improvement Grants for Priority and 
Focus Schools. 

 

FEDERALLY FUNDED GRANT 
Federally funded grants are authorized by legislation passed by the US Congress. The US 
Department of Education (USDE) has oversight over most federal grants administered by TEA.  
Most of TEA’s federally funded grants fall under one of the following three major programs: 

▪ Elementary and Secondary Education Act of 1965 (ESEA), as reauthorized by Every 
Student Succeeds Act (ESSA), formerly No Child Left Behind (NCLB) 

▪ Individuals with Disabilities Education Act (IDEA) 

▪ Carl D. Perkins Vocational and Technical Education Act (Perkins) 

 
INTERNAL CONTROLS –SUPPLEMENTAL FUNDS 
Internal Controls is a district’s control procedure governing financial management and the 
management of supplemental funds.  The internal control procedures shall be reviewed on at 
least an annual basis and updated appropriately.  If any concerns are detected the internal 
control procedure will be revised to address the concern.  Internal Controls will be regulated 
through all fiscal and supplemental funds procedures and will differ depending on the program, 
process, and need of each activity. 

INDIRECT COST RATES 
Indirect costs are normally charged to grant programs through the indirect cost rate.  Grantees 
must be consistent in the treating costs as direct or indirect.  Once a cost is treated as direct or 
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indirect, it must be treated that way for all projects and activities, regardless of the source of 
funding.   

Grantees must have a current, approved federal indirect cost rate to charge indirect costs to the 
grant. The indirect cost rate is calculated using costs specified in the grantee’s cost plan.  Two 
indirect cost rates are calculated and used, the restricted rate and the unrestricted rate. 

▪ The restricted rate is used for grant programs to which the supplement, not supplant 
provision applies. 

▪ The unrestricted rate is used for grant programs to which supplement, not supplant does 
not apply. 

MAINTENANCE OF EFFORT (MOE)-TITLE I 
The following principles govern the Stabilization program elementary and secondary education 
MOE requirements: 

1. The data used to determine levels of support must include only State support for 
education. Local government contributions, such as revenues generated through local 
property taxes, are not considered State support. However, State appropriations to local 
governments to support elementary and secondary education may be included as State 
support. Federal funds are not considered part of State support. 
 

2. The data must include the principal funding mechanisms through which a State aids with 
elementary and secondary education. 
 

3. A State may establish its level of State support solely based on the amount of funds 
provided through its primary elementary and secondary education funding formula but is 
not required to do so. The formula must include the State’s base or foundation formula. 

4. A State may also include categorical and other support that is not provided through the 
primary funding formula.  

 
5. A State may choose to quantify its level of State support on the basis of data that it 

provides for other purposes, such as data that it includes as “Revenue from State Sources” 
in the annual National Public Education Finance Survey conducted by the National Center 
for Education Statistics (NCES). 

6. The level of State support must be final amounts or projected amounts that are unlikely to 
be revised to such an extent that any revisions would affect the State’s ability to meet the 
criterion for an MOE waiver. 
 

7. The sources of data that a State uses to make the determinations must be consistent from 
year to year. For example, a State may not exclude a funding formula in one year and 
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include it in the next. A State may make necessary adjustments, however, to account for 
changes in the procedures through which it provides support for education during the 
applicable years. 
 

8. A State may demonstrate that it is maintaining its level of State support for elementary 
and secondary education on either an aggregate basis or a per student basis. It is not 
necessary for a State to maintain its level of support under each individual formula or 
program. 
 

9. The “floor” or comparison level for Stabilization program MOE determinations is always 
the level of State support in previous fiscal year. 
 

10. The State must maintain adequate documentation that substantiates the levels of State 
support that it has used in making MOE calculations. 

 
INTERNAL CONTROL: MOE 
The Agency is required to reduce the amount of the district’s allocation of Title 1, Part A funds 
in the exact proportion by which the District fails to meet the MOE requirement.  In determining 
MOE for the fiscal year immediately following the fiscal year in which the District failed to 
maintain effort, the District must consider the expenditure in the year the failure occurred to be 
no less than 90 percent of the expenditures for the second preceding year (this establishes a 
new base year).   Associate Superintendent of Finance (ASF) and the Associate Superintendent 
of Curriculum and Instruction-Federal Programs (Program Administrator) will collaborate and 
ensure all applicable documentation/process are followed. 

COMPARABILITY OF SERVICES – TITLE I 
Comparability of services is a fiscal accountability requirement that applies to local educational 
agencies (Districts) that receive funds under Title I, Part A of the Elementary and Secondary 
Education Act of 1965 (ESEA), as reauthorized by Every Student Succeeds Act (ESSA). The intent 
of the comparability of services requirement is to ensure that a district does not discriminate 
(either intentionally or unintentionally) against its Title I schools when distributing resources 
funded from state and local sources simply because these schools receive federal funds. [TEA 
Title I, Part Comparability of Services Guidance– see www.tea.texas.gov]  
 
VVISD is exempt from comparability and completes the annual form indicating exemption based 
on the district operates as a single attendance district. The ASF completes and submits the annual 
Comparability exemption form into the TEA GFFC system.  
 
If VVISD becomes a multiple attendance district at any time, then the ASF will conduct the 
comparability test on an annual basis and complete the Title I Part A Comparability Assurance 
Document (CAD). NOTE: If the district determines that it is exempt from the comparability 
requirements, the finance department shall note the exemption on the CAD and submit it to TEA. 
If the district is not exempt, the finance department shall complete and submit the Comparability 
Computation Form (CCF) to TEA by the mid-November annual deadline.  
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In completing the CAD the ASF will follow the process outlined below [and illustrated on the 
workflow]  

1. Determine if the district is exempt from the comparability requirement. If so, complete 
and submit CAD and stop here.  

2. If not exempt, the comparability testing process should continue as noted below: 
a. List all campuses in the CCF comparability testing  
b. Identify all campuses on the CCF as Title I Part A, skipped, or non-Title I Part A  
c. Determine whether to include dedicated EE and/or PK campuses in the comparability 

testing  
d. Select test method 1, 2, or 3 and use it consistently to all campuses being tested  
e. Complete the CAD for review. The CAD and CCF should be forwarded to the 

Superintendent for signature.  
f. Submit the CAD and CCF to TEA by the mid-November deadline  

 
If TEA determines that the district is non-compliant, the ASF and Business Office will work 
collaboratively to address the non-compliance. In addition, the district will adjust the budgets as 
appropriate to until the district is in compliance with the comparability requirement. 

HOMELESS 
Homeless Children-A child who is homeless and attending any school served by the local 
educational agency is eligible for Title I, Part A services. 

Title I, Part A statute requires participating districts to reserve such funds as are necessary to 
provide services comparable to those provided in Title I, Part A campuses to serve homeless 
students who do attend participating schools, including providing educationally related support 
services to children in shelters and other locations where children may live. 

Section 1113(c)(3)(A) 

Section 1113(c)(3)(A) of the Title I law states that a district shall reserve funds under this title in 
order to provide comparable services to children and youth in homeless situations who might 
attend schools that do not receive Title I funds. 

Section 1115(b)(2)(D) 

Section 1115(b)(2)(D) of the Title I law reinforces the spirit and intent of Section 1113(c)(3)(A) 
by stating that any child who is experiencing homelessness may be eligible for Title I services 
regardless of the school he/she attends. 

TITLE I, PART A, SET-ASIDES 
The amount of funds to be set aside by the district, and the procedure used to calculate this 
amount, may be determined by the district.  It is important for the district to set aside some 
funds for services to homeless students, even if none have been currently identified, in order to 
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be able to provide these services to eligible students when they do enroll in the district and to 
avoid the delays of having to submit an amendment to the district’s Title I application. The 
district determines the amount of set-aside based on the historical financial records for each 
campus based on the maximum amount spent for homeless in addition to TXSHEP funds.  

TIME & EFFORT  
The district ensures that state-funded and federally funded grants bear their share of cost.  To 
support charges to payroll for personnel who spend time on a grant, time and effort documentation 
requirements must be satisfied. 

State-funded - For state funded grants with personnel salaries prorated between or among 
different funding sources, the district must maintain personnel activity reports that confirm 
services by each funding source and adjust payroll records and expenditures based on this 
documentation. 

Fully funded salary through Supplemental Funds - A fully-funded employee is one who receives 
their entire salary from one funding source or one funding budget.   If this funding source is a 
Supplemental Fund, this employee must complete two Semi-Annual Certification forms (one at 
the end of each semester).  These forms will be sent to the campus by the District level budget 
stewards to the campus principal. The forms cannot be signed until the last grading period of the 
semester by the principal and employee. The Semi-Annual Certification must be dated within 
two weeks after and not before the end of the semester.  These forms must be returned to the 
requiring office and submitted to Business Department by the 15th of the following month.  

Split-funded salary through Supplemental Funds and another fund source - A split-funded 
employee is one who receives a portion of their foundation salary from two (2) different 
funding sources. If an employee is split-funded with at least one source being a Supplemental 
Fund, then additional documentation will be required.  Documentation (such as Time & Effort 
forms) for this type of employee is more extensive, to ensure activities are comparable in 
proportion to the percentage allocated by each grant towards the employee’s salary. 

Each of these employees must complete Time & Effort (T&E), created specifically for each split 
funded employee, with coordination with employee calendars or records.  These forms are to 
be submitted to the Business Department no later than one week from the completion of the 
work.  The Business Office will provide the internal control to ensure that the charges are 
accurate, allowable, properly allocated, and must meet reasonable assurance guidelines.  T&E 
records cannot exceed 100% of an employee’s time and must account for 100% of an employee’s 
time (even if employee is locally funded, he/she must account for 100% of time on records).   

The federal government provides a substitute system of Time and Effort to be used under certain 
conditions.   If the details of this position qualify, the employee will only have to complete 
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the Semi-Annual form, and not the T&E.  Supervisors of T&E employees have the responsibility 
to ensure their split funded positions are adhere at all time to the collection and processing of 
the required documentation. 

 

INTERNAL CONTROL:  TIME & EFFORT 
Records will be submitted weekly and reviewed monthly for proper allocation and if adjustments 
are to be made then the following process will be used: 

▪ Employee will verify records are correct and sign. 

▪ Employee will print documentation and submit to their supervisor, who will forward to 
the Business Department upon verifying accuracy with a signature. 

▪ Payroll Department will continue with its process for payment of the employee, unless 
evidence support otherwise. 

▪ If the records are deemed inaccurate or lack of documentation is a factor, the employee 
will meet weekly with the Program Administrator to ensure proper documentation and 
accuracy of records.   

▪ If an employee’s documentation indicates a possible error in percentage allotment or 
improper allocation, then a review of all schedules, calendars and forms will be 
conducted.   

▪ If an error to percentage or possible change is needed in funding sources, then a memo 
will be sent to the ASF for consultation and in order to change the funding sources for the 
employee to align the activities with the proper funds and return the original form to the 
Business Office by the deadline. 

 

SUBSTITUTE SYSTEM OF TIME & EFFORT REPORTING 
VVISD participates in the SUBSTITUTE SYSTEM and will maintain all ownership, responsibilities 
and documentation related to Time/Efforts. 
 

ALLOWABLE AND ALLOCABILITY OF SUPPLEMENTAL FUNDS  
ALLOCABLE 
A cost is allocable to a federal award or cost objective if the good or services involved are 
chargeable or assignable in accordance with relative benefits received: 
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▪ Incurred specifically for the award; 

▪ Benefits both award and other work AND can be distributed in proportions that may 
be approximated using reasonable methods;  

▪ Necessary to the overall operation of the entity and assignable to the award in 
accordance 

FACTORS AFFECTING ALLOWABILITY 
Allowability is governed by the federal or state grant requirements expressly written by the 
federal entity which initiates the grant guidelines.  Internal controls over and accountable for all 
funds, property, and assets belong to the program which utilizes grant funds.  The district will 
adequately safeguard all assets and assure the use for authorized purposes (unless it meets the 
definition of incidental benefit).   

Education Department General Administrative Regulations (EDGAR)--- A compilation of 
regulations that apply to Federal education programs. These regulations contain important rules 
governing the administration of Federal education programs, and include rules affecting the 
allowable use of Federal funds (including rules regarding permissible costs, the period of 
availability of Federal awards, documentation requirements, and grants management 
requirements).   

EDGAR is accessible at: http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html. 

2 CFR Part 200 also known as EDGAR---Federal cost principles that provide standards for 
determining whether costs may be charged to Federal grants.  EDGAR requires all grantees and 
subgrantees to follow the cost principles set out in 2 CFR 200.     

The link is as follows: 

https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl 

 

DETERMINING ALLOWABLE COSTS 
Framework for analyzing allowable costs for Federal grant programs are governed by a variety of 
Federal rules including statutes, regulations, and non-regulatory guidance.  To determine 
whether a cost may be paid with Federal funds, i.e. whether the cost is permissible, staff must 
be familiar with these rules and how they work together. 

Generally, when analyzing whether a cost is permissible, it is useful to perform the following 
analysis: 

▪ Is the cost specifically included in the district’s approved grant budget? 

▪ Is the cost forbidden by Federal laws such as EDGAR?  (see below for examples) 

http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html
https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
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▪ Is the cost permissible under the relevant Federal program? 

▪ Is the cost consistent with the Federal cost principles in EDGAR? 

▪ Is the cost consistent with program specific fiscal rules? 

▪ Is the cost consistent with an approved program plan and budget, as well as any special 
conditions imposed on the grant? 

While there are other important considerations district staff must consider when analyzing 
whether a specific proposed cost is permissible, the above questions can provide a useful 
framework for the analysis. 

Costs forbidden by Federal Law  
EDGAR identifies certain costs that may never be paid with Federal funds.  The following list 
provides examples of such costs.  If a cost is on this list, it may not be supported with Federal 
funds.  The fact that a cost is not on this list does not mean it is necessarily permissible.  There 
are other important restrictions that apply to Federal funds, such as those detailed in 2 CFR 200; 
thus, this list is not exhaustive.   

  

ALLOWABLE COSTS 
Costs that may be Allowable under EDGAR under Specific Conditions: 

▪ Advisory councils 

▪ Audit costs and related services 

▪ Bonding costs 

▪ Communication costs 

▪ Compensation for personal services 

▪ Depreciation and use allowances 

▪ Employee morale, health, and welfare costs 

▪ Equipment and other capital expenditures 

▪ Gains and losses on disposition of depreciable property and other capital assets and 
substantial relocation of Federal programs 

▪ Insurance and indemnification 
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▪ Maintenance, operations, and repairs 

▪ Materials and supplies costs 

▪ Meetings and conferences 

▪ Memberships, subscriptions, and professional activity costs 

▪ Patent costs 

▪ Plant and homeland security costs 

▪ Pre-award costs 

▪ Professional service costs 

▪ Proposal costs 

▪ Publication and printing costs 

▪ Rearrangement and alteration costs 

▪ Reconversion costs 

▪ Rental costs of building and equipment 

▪ Royalties and other costs for the use of patents 

▪ Taxes 

▪ Training costs 

▪ Travel costs 

Costs that are Unallowable under EDGAR 

▪ Advertising and public relations costs (with limited exceptions), is prohibition includes 
promotional items and memorabilia, including models, gifts and souvenirs 

▪ Alcoholic beverages 

▪ Bad debts 

▪ Contingency provisions (with limited exceptions) 
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▪ Fundraising and investment management costs (with limited exceptions) 

▪ Donations 

▪ Contributions 

▪ Entertainment 

▪ Fines and penalties 

▪ General government expenses (with limited exceptions pertaining to Indian tribal 
governments and Councils of Government (COGs)) 

▪ Goods or services for personal use 

▪ Interest 

▪ Lobbying 

▪ Selling and marketing costs (with limited exceptions) 

Costs that are Unallowable under EDGAR (Part 76) 

▪ The use of funds for religion 

▪ The acquisition of real property (unless specifically permitted by programmatic statute 
or regulations which is very rare in Federal education programs) 

▪ The use of funds for construction (unless specifically permitted by programmatic statute 
of regulations which is very rare in Federal education programs) 

▪ Charging tuition or fees collected from students toward meeting matching, cost sharing, 
or maintenance of effort requirements of a program 

 

Program Allowability  
Any cost paid with Federal education funds must be permissible under the Federal program that 
would support the cost. 

Many Federal education programs detail specific required and/or allowable uses of funds for that 
program.  Issues such as eligibility, program beneficiaries, caps or restrictions on certain types of 
program expenses, and other program expenses, and other program specific requirements must 
be considered when performing the programmatic analysis. 

The two largest Federal K-12 programs, Title I, Part A and IDEA, do not contain a use of funds 
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section delineating the allowable uses of funds under those programs.  In those cases, costs must 
be consistent with the purposes of the program in order to be allowable. 

Federal cost principles  
EDGAR defines the parameters for the permissible uses of Federal funds.  While there are many 
requirements contained in 2 CFR 200, it includes five core principles that serve as an important 
guide for effective grants management.  These core principles require all costs to be: 

▪ Necessary for the proper and efficient performance or administration of the program. 

▪ Reasonable.  In other words, it should be clear to an outside observer why a decision to 
spend money on a specific cost made sense considering the cost, needs, and 
requirements of the program. 

▪ Allocable to the Federal program that paid for the cost.  This means that a program must 
benefit in proportion to the amount charged to the Federal program—for example, if a 
teacher is paid 50% with Title I funds, the teacher must work with the Title I 
program/students at least 50% of the time.  This also means that recipients need to be 
able to track items or services purchased with Federal funds so they can prove they were 
used for Federal program purposes. 

▪ Authorized under state and local rules.  This means that all actions carried out with 
Federal funds must be authorized and not prohibited by state and local laws and policies. 

▪ Adequately documented.  A recipient must maintain proper documentation to provide 
evidence to monitors, auditors, or other oversight entities of how the funds were spend 
over the lifecycle of the grant. 

EDGAR also contains specific rules on selected items of costs.  Costs must comply with these rules 
in order to be paid with Federal funds. 

Program specific fiscal rules 
All Federal education programs have certain program specific fiscal rules that apply.  Determining 
which rules apply depends on the program; however, rules such as supplement, not supplant, 
maintenance of effort, comparability, caps on certain uses of funds, etc. have an important 
impact when analyzing whether a cost is permissible. 

Many state administered programs require districts to use Federal program funds to supplement 
the amount of state, local (and in some cases other Federal) funds they spend on education costs, 
and not to supplant – or replace – those funds.  Generally, the “supplement, not supplant” 
provision means that Federal funds must be used to supplement the level of funds from non-
Federal sources by providing additional services, staff, programs, or materials.  In other words, 
Federal funds normally cannot be used to pay for things that would otherwise be paid for with 
state or local funds (and in some cases with other Federal funds). 

Under the new ESSA guidelines, supplement not supplant rules no longer apply to Title I Part A. 
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Although, the supplement not supplant continues to apply for the other programs: Title I Part D 
Subpart A, Title I Part C, Title II Part A, Title III, and Title IV, Title V.  

Auditors generally presume supplanting has occurred in three situations: 

▪ District uses Federal funds to provide services that the district is required to make 
available under other Federal, state or local laws. 

▪ District uses Federal funds to provide services that the district provided with state or local 
funds in the prior year. 

▪ District uses Title I, Part A or Migrant Education Program funds to provide the same 
services to Title I or Migrant students that the district provides with state of local funds 
to nonparticipating students. 

These presumptions apply differently in different Federal programs, and in school wide program 
schools.  Staff should be familiar with the supplement not supplant provisions applicable to their 
program. 

Approved plans, budgets and special conditions 
As required by 2 CFR Part 200 all costs must be consistent with approved program plans and 
budgets.  This includes the district’s Consolidated Application to the Department of Education 
and school-level plans such as school wide plans or Federal school improvement plans. 

Costs must also be consistent with all terms and conditions of Federal awards, including any 
special conditions imposed on the district’s grants. 

[NOTE: EDGAR has consolidated OMB circulars and therefore all expenditure related to 
applicable supplemental funding resources under the guidance of EDGAR mandates must be 
accordingly adhered to and respected] 

 

SUPPLEMENT, NOT SUPPLANT  
Services provided under Supplemental funding budgets must be used to supplement (increase 
the level of service), and not supplant (replace), services that would otherwise be provided to 
participating students with state and local funds if supplemental funds were not available. 

Any program activity required by state law, State Board of Education (SBOE) rule, or local 
board policy may not be funded with supplemental funds. State and local funds may not 
be decreased or diverted for other uses merely because of the availability of supplemental 
funds. 

▪ Supplemental funds cannot be used to provide services that the district/campus is 
required to make available under other federal law, state law, State Board of 
Education rule, or local policy. 

▪ Supplemental funds cannot be used to provide services that the district/campus 
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provided the prior year with non-supplemental funds. 
▪ Supplemental funds cannot be used to provide services to students participating in 

a supplemental funds program that the district provides to non-supplemental funds 
students or students at non-Supplemental funded schools. 
 

On a Title I School-wide campus, Title I, Part A funds supplement the amount of funds available 
from non-federal sources for the campus, including funds to provide services that are required 
by law for children with disabilities and children with Limited English Proficiency (LEP). 

THE "SUPPLEMENT, NOT SUPPLANT" TEST 

When determining whether a fiscal expenditure supplements and does not supplant state or 
local funds, the campus must consider these three tests. 

1.  Test I: Required – Is the program or activity that the campus wants to fund required 
under state, local, or another federal law? 

▪ If it is, then it is supplanting (not allowed). 
2.  Test II: Equivalency – Were state/local funds used in the past for this program or activity? 

▪ If they were, then paying for them now with Federal funds is supplanting (not 
allowed). 

3.  Test III: Non-Supplemental Funds Programs – Are the same programs or activities being 
implemented in other schools that do not receive supplemental funds AND are these 
programs and activities paid for with state or local funds? 

▪ If yes, then this is supplanting (not allowed). 

If an expenditure does not pass any one of the above tests, then it is presumed that 
supplemental funds are supplanting state or local funds. Expenditures must pass all three tests 
to be supplemental. 

Supplanting does not apply to activities that will enhance, accelerate, or expand 
services/programs that are reasonable and necessary to meet the intent of the funding source 
used.  
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Supplemental Funds Test 
VVISD is exempt from the supplemental funds test. The district operates as a single attendance 

district with no repeating grade span groupings.  
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Prior to Purchase 

The following questions should be answered internally by the campus budget stewards and program 
leads prior to committing to a purchase/service with supplemental funds: 

1. Is it an identified need in the Comprehensive Needs Assessment? 

2. Is it an activity or action in the Campus/District Improvement Plan? 

3. Is this purchase supplemental?  

4. Is the purchase/service reasonable and necessary?  

5. Does the meet the intent of the supplemental funds? 

6. Are there additional policies or guidelines that must be considered/followed prior to 
purchase request to meet district policies or fiscal guidelines? 

7. Will the resource be received and utilized to benefit the intent of the grant program AND 
did the purchase/expenditure/contract stay within the grant year timeline? 

8. Will this purchase withstand the scrutiny of the public, the auditors, and the school board?  

9. Can you defend the purchase if it is published in the newspaper and reported on 
television? 

If the answer to ANY of these questions is NO, then use another funding source. It does not mean 
it is not a good expense; it just isn't a supplemental funds allowable expense. 

Prior to Expenditure 

All authorized grant affiliated personnel (i.e.: Program Administer, ASF and campus 
administrators) understand and assure expenditures are proper and in accordance with the 
terms and conditions of grant awards. Furthermore know that by submitting a purchase 
requisition in the district TxEIS system that they are certifying to the best of their knowledge 
and belief that the purchases are true, complete, and accurate, and the expenditure and 
disbursements are for the purposes and objectives set forth in the terms and conditions of the 
grant fund. And, that they are aware that any false, fictitious, or fraudulent information, or the 
omission of any material fact, may subject me to criminal, civil or administrative penalties for 
fraud, false statements, false claims or otherwise.  Also, in the event information is found to be 
otherwise, communication and full-disclosure of the situation is required and should be brought 
forth the ASF as well as the Business Department. 
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SCIENTIFICALLY-BASED RESEARCH 
ESSA requires supplemental funds campuses to initiate program that have been proven through 
scientifically- based research to improve student academic achievement. Scientifically Based 
Research applies rigorous, systematic, and objective procedures to evaluate whether a program 
is effective.  

Under Every Student Succeeds Act, scientifically-based research is research that: 

▪ Employs systematic, empirical methods that draw on observations or experimentation. 

▪ Involves rigorous data analyses that are adequate to test the stated hypotheses and justify 
the conclusions drawn. 

▪ Relies on measurements or observational methods that provide reliable and valid data 
across evaluators and observers, across multiple measurements and observations, and 
across studies by the same or different investigators. 

▪ Is evaluated using experimental or quasi-experimental designs in which individuals, 
entities, programs, or activities are assigned to different conditions and with appropriate 
controls to evaluate the effects of the conditions of interest, with a preference for 
random-assignment experiments, or other designs to the extent that those designs 
contain within-condition or across-condition controls. 

▪ Ensures experimental studies are presented in sufficient detail and with clarity to allow for 
replication or, at a minimum, offer the opportunity to build systematically on their 
findings. 

▪ Has been accepted by a peer-reviewed journal or approved by a panel of independent 
experts through a comparably rigorous, objective scientific review. 

PRIVATE NON-PROFIT SCHOOLS  
Under Title I, Part A, districts, are required to provide services for eligible private school 
students, as well as eligible public-school students.  In particular, Public Law 107-110, Section 
1120 ESSA requires a participating district to provide eligible children attending private 
nonprofit elementary and secondary schools, their teachers, and their families with Title I 
services or other benefits that are equitable to those provided to eligible public school children, 
their teacher, and their families.  

The Title I services for private school students must be developed in consultation with officials 
of the private nonprofit schools.  The ESSA strengthened these requirements by, among other 
things, requiring meetings with private school officials and a written affirmation signed by 
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private school officials that the required consultation has occurred. 

The amount of Title I funds allocated to each participating public-school attendance area is 
determined mainly on the basis of the total number of low-income students-both public and 
private-residing in each area. Expenditures for private school students in each area generally are 
determined based on the proportion of students from low-income families residing in that area 
who attend private school.  

The Title I services provided by the district for private school participants are designed to meet 
their educational needs and supplement the educational services provided by the private 
school.  These services may be provided by the district, or by a contractor who is independent 
of the private school and any religious organization.  Title I services or benefits must be secular, 
neutral, and non-ideological.  

VVISD will maintain in its records, and provide to the Texas Education Agency on request, a 
written affirmation, signed by officials of each private school with participating children that the 
required consultation has occurred. The Business Office will maintain documentation to 
demonstrate how the number of low-income children attending the private school was 
determined and that the Title I, Part A services offered to eligible children were equitable. 

SUPPLEMENTAL FUNDED EMPLOYEES 
Supplemental funds can be used to pay salaries and benefits for supplemental instructional 
staff. Such positions can be professional and/or paraprofessional in nature, too. Examples of 
these positions could include (but not limited to): Instructional Specialist, and Interventionists.  

Supplemental Funded Staff 

▪ All teachers an d  in st ru ct io na l  p arap rofess ion a ls  must meet the Highly 
Effective Teacher requirements. 

▪ Positions must be instructional positions, positions that work directly in training 
instructional staff, instructing students, or parent involvement.  

▪ The salaried position must support a need within the Comprehensive Needs Assessment, 
specified with the Campus/District Improvement Plan. 

▪ Title funded staff must be included in the federal grant application prior to hiring or 
payroll for these positions. 

▪ A job description/substitute schedule/time & effort documentation form for the position 
must be signed or assigned to the employee. Time and Effort documentation must also 
be completed as required for staff members that do not meet the substitute schedule 
eligibility and are funded through more than one funding source. 
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Highly Effective Staff (ESSA – Highly Qualified MANDATE LIFTED, but still adhered too) 

All teachers of core academic subjects in a district accepting supplemental funds are required 
to be highly  qualified (certified) if they are providing direct instruction to students in any core 
academic subject area, including English, reading or language arts, mathematics, science, foreign 
languages, civics and government, economics, arts, history, and geography. 

Highly effective (formerly Highly Qualified) teachers must: 

• Hold at least a bachelor’s degree or be vetted through the HOUSE process  
• Be fully certified to teach in Texas 
• Demonstrate competency in their subject area 

 

Each teacher must meet requirements for every class they teach.   

Highly qualified paraprofessionals must: 

Instructional paraprofessionals on the campus must meet the Highly Qualified Paraprofessional 
Standards. 

▪ (Instructional aide) 48 hours of college or attain a certification required to meet ESSA 
requirements 

▪ (Pre-K aide) Child Development Accreditation (CDA)  
▪ (Both) Meet the district fingerprinting requirements  
▪ (Both) SBEC Teacher Aide Credentials 

 

Paraprofessionals: 

On a Title I Schoolwide campus, instructional paraprofessionals working with students MUST 
work under the direct supervision of a highly qualified teacher and/or principal.  

Additionally, they cannot be the "teacher of record" in a classroom. A professional HQ teacher 
must plan the lessons and evaluate the students. This applies to all instructional 
paraprofessionals on the campus not merely the ones being paid with supplemental funds. 

Other Staff: 

The supplemental funds allocated to a campus cannot be used to benefit staff or students at 
another campus.  However, funds can be used to bring additional staff onto the campus to 
instruct students identified as needing supplemental instructional support services. Typically, 
this would be in the role of "during-the-day" interventionist, tutors, class-size reduction 
teachers, and paraprofessionals. 
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Anyone brought onto the campus to perform a specific function through supplemental funds 
must follow the responsibilities, service contracts, and job description in which they were hired. 
Supplemental staff paid from supplemental funds may not be asked or required to perform other 
functions outside of their position’s funding source, and duties must align with the job description.  

Substitute Staff: 

Title I can only pay for substitute under specific circumstances as follows: 

▪ The substitute is automatically charged to Title I when a Title I funded teacher is absent 
or at training. 

▪ The substitute can be charged to Title I only if the campus listed the training paid with 
Title I funds in their CIP. 

▪ The substitute for any campus teacher can be charged to Title I only if the campus listed 
the training as being paid for with Title I funds (even if the teacher is not paid from Title I 
funds). 

▪ (This applies to other Title funding). 

EMPLOYEE STIPENDS 

Stipends may be used interchangeably with extra duty pay for employees and may also be used 
for non-employees.  (New interpretation of the terminology) Stipends for an advanced or 
preferred degree or specific position may be paid from federal funds only in the same manner 
that is consistent with local salary schedules and local federal funds. [Note that if stipends are 
paid with federal funds, time and effort documentation must be maintained serving multiple cost 
objectives unless deemed within their foundational/monthly pay (single cost objective) and the 
amount to be paid from federal funds must be reasonable and necessary.] 

NEW POSITIONS  
 
New grant-funded positions will be created only when a job description has been developed and 
approved by the ASF and the Superintendent. The ASF will ensure that the position is approved 
on the grant application and that adequate funds exist to fill the position. The Business Office 
and payroll manager shall be notified to ensure that the position is budgeted on the general 
ledger and the position is paid using the correct payroll account distribution codes.  
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NEW HIRES  
 
New staff hired for work in federally positions, wholly or partially funded with federal grant funds, 
will be hired when a position and funding are both available. Upon separation of an employee, 
the home campus or department of the position will initiate a request to replace the position.  
 
The Program Administrator and ASF will review the request to ensure that the position is still 
authorized and necessary. Updates to the job description may be done at this time if needed. 
The Business Office will review the request to ensure that adequate funds have been 
appropriated in the correct corresponding account code(s). If funds do not exist, the Business 
Office will determine if funds will be re-appropriated to the account code(s) or if an amendment 
needs to be completed. After approval from the Business Office, the position will be posted and 
advertised.  
 
The screening and selection process will include a review of the recommended applicant to 
ensure that he/she meets the highly qualified requirements under Every Student Succeeds Act 
(ESSA), as appropriate, or any other grant-specific credentials.  
 
Upon employment, the new hire shall receive and sign a copy of the corresponding job 
description to include the grant funding source. NOTE: If the position is funded with a short-term 
grant fund, the employee will be notified in writing when the grant funding expires and the end 
date of the grant. 
 
[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive or 
compromise processes.] 

 

TRANSFER OF SUPPLEMENTAL PERSONNEL  
When federally funded or grant funded staff are recommended for transfer to another campus, 
department, or assignment, the Campus Principal(s) and Business Office will coordinate to ensure 
that appropriate staff allocations and funding changes are made to coincide with the time of the 
transfer. The home campus or department will initiate the request for the transfer, especially if 
it is a teaching assignment change at a campus. The Business Office will evaluate the requested 
transfer to ensure that the staff allocations, highly qualified staff requirements, and funding 
source changes meet compliance with grant requirements.  

CHILD NUTRITION 
The Department of Child Nutrition follows and strictly adheres to the Administrator’s Reference 
Manual for the National School Lunch Program (NSLP) and all guidelines established by The 
Texas Department of Agriculture (TDA); VVISD participates in the National School Lunch 
Program, School Breakfast Program, Afterschool Care Program, and Summer Food Service 
Program.  These policies are found at www.squaremeals.org and are updated annually by the 
federal grants in which they are awarded. 
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VVISD reviews annually the option to participate in the Community Eligibility Provision (CEP) 
which provides districts of low-income areas with an alternative approach for operating school 
meal programs.  In lieu of collecting individual applications for free and reduced-price meals, 
the CEP allows districts and schools meeting the eligibility requirements to use information from 
other means-tested programs, including the Supplemental Nutrition Assistance Program (SNAP) 
and the Temporary Assistance Program for Needy Families (TANF), to determine the level of 
Federal funding for the school meal programs.   

VVISD uses free and reduced-price meal data to carry out certain Title I requirements.  The 
number and the percentage of economically disadvantaged students are used to determine 
a school’s eligibility to receive Title I funds, to allocate funds to selected schools, and to 
calculate the amount of funds generated for Title I services to eligible private school students 
(as applicable). The Business Office will work with campuses, principals, and Child Nutrition to 
ensure that all Direct Certification and Title I guidelines are followed. (Refer to the Child Nutrition 
Manual for more information.) 

FREE AND REDUCED APPLICATION 

Campus(es) will follow the USDA guidelines for Free and Reduce applications and qualifications.  
The district will send out applications at the start of the school year or during enrollment to 
collect and utilize economic information to determine eligibility. Eligibility for free or reduced-
price meals for the following: 

▪ Children from families whose income is at or below the current eligibility income scale. 

▪ Children who are eligible based on categorical status (homeless, migrant, foster, etc...) 

▪ Children from families experiencing strikes, layoffs, or unemployment that causes the 
family income to fall below the eligibility income scale. 
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SECTION 2 DISTRICT 
MONITORING OF THE 

SUPPLEMENTAL FUNDS 
PROGRAM 
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DISTRICT MONITORING  
PROGRAMMATIC APPROVAL AND EVALUATION  

VVISD will ensure that all aspects of a supplemental funded program will meet federal and state 
requirements. In some instances, this may involve monitoring activities and procedures that are 
not funded through the funding resource (e.g., use of all paraprofessionals on campus, highly 
effective status of all teachers, payroll on campus, general supplies, etc.). 

This may include: 

▪ Planning and budgets as part of the Campus Improvement Plan process 
 

▪ Purchases monitored and approved during the purchasing process; monitored to ensure 
timely and efficient use of funds 
 

▪ Inventory monitored through campus visits and audits 
 

All supplemental expenditures must be detailed in the Comprehensive Needs Assessment 
(CNA), the Campus Improvement Plan (CIP) and/or District Improvement Plan (DIP).  CNA and 
CIP/DIP must be posted for public access and review.   In addition, payroll expenses must be 
in in c lu d e d  in  the CNA, the CIP/DIP and approved through the Business Office. 

 
INTERNAL CONTROLS for PROGRAM MONITORING  
EVALUATION/AUDITS AND CAMPUS VISITS 

To ensure consistent compliance and campus readiness for State and Federal audits of 
supplemental funds programs, the ASF and Program Administrator will arrange periodic scheduled 
program evaluations/audits and campus visits throughout the year. Each event or visit will be 
focused on specific issues, address compliance requirements, and provide guidance to the 
administrator for improvement of campus/department process or documentation. 

The campus principal or designee will ensure all requested information is provided. This may 
include questions about Supplemental Funds Programs at the campus/department, 
documentation, and access to inventory to ensure it is labeled and managed properly. 

All Title I and SCE funds documentation will be at the campus and with Business Office.  
Compliance documents will be reviewed and checked for completion during each campus visit.  
At the end of the year review, documents will be thoroughly reviewed by the Program 
Administrator or specified designee, which could include an internal or outside evaluator, to 
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ensure all compliance documentation has been collected and accurately reflect the 
work/program that has been done.   

During the summer, campus administrators will verify the location of all auditable documents 
and/or submit them to the Business Office to retain them for future needs.  In the fall, the campus 
administrator will receive guidance or training necessary to ensure the collection of the new 
school year’s compliance documentation.   

 

TITLE I, PART A CAMPUS ALLOCATIONS 
[Title 1 Campus Allocation] 

The district determines campus eligibility based on the level of poverty at each campus.  Title I, 
Part A statute allows the following measures of poverty to be used: 

▪ Children, ages 5 through 17, inclusive, in poverty counted in the most recent census data 
approved by the Secretary of Education. 

▪ Children eligible for free and/or reduced-price lunches under the National School Lunch 
Act: 

▪ Children in families receiving assistance under the Temporary Assistance to Needy 
Families (TANF) program; 

▪ Children eligible to receive medical assistance under the Medicaid program; or 

▪ A composite of any of the above measures. 

Whichever poverty measure the district chooses to use, the district must use the same measure 
of poverty to –  

▪ Identify eligible school attendances areas: 

▪ Determine the ranking of each attendance area; and determine campus allocations. 

Before allocating funds in accordance with 34 CFR 200.78, the district must reserve funds as 
states in 34 CFR 200.77 as are reasonable and necessary to –  

▪ Provide services comparable to those provided to children in participating school 
attendance areas and schools to serve 
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• Homeless children who do not attend participating schools, including providing 
educationally related support services to children in the shelters and other 
locations where homeless children may live; 

• Children in local institutes for neglected children; and 

• If appropriate – 

- Children in local institutions for delinquent children; and 

- Neglected and delinquent children in Community day school programs; 

▪ Provide, where appropriate under section 1113(c)(4) of the Act, financial incentives and 
rewards to teachers who serve students in Title I schools identified for school 
improvement, corrective action, and restructuring; 

▪ Meet the requirements for school choice-related transportation and supplemental 
educational services in 34 CFR 200.48, unless the district meets these requirements 
with non-Title I funds (20% or an amount equal to 20%, unless a lesser amount is 
needed); 

▪ Address the professional development needs of instructional staff, including – 

• Professional development requirements under 34 CFR 200.52 (a)(3)(iii) if the 
District has been identified for improvement or corrective action; and 

• Professional Development expenditure requirements under 34 CFR 200.60; 

▪ Meet the requirements for parental involvement in section 118(a)(3) of the Act (1% if 
the district’s entitlement exceeds $500,000); 

▪ Administer programs for public and private school children under this part, including 
special capital expenses, if any, incurred in providing services to eligible private school 
children, such as –  

• The purchase and lease of real and personal property (including mobile 
educational units and neutral sites); 

• Insurance and maintenance costs; 

• Transportation; and 

• Other comparable goods and services, including non-instructional computer 
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technicians; and 

▪ Conduct other authorized activities (such as preschool programs, summer school and 
intersession programs, additional professional development, school improvement, and 
coordinated services) that are implemented for all applicable Title I services campuses. 

The reservation of Title I Part A funds at the district-level reduces the amount of funds 
available for distribution to participating Title I Part A campuses. Therefore, the district will 
consult with teachers, pupil services personnel (where appropriate), principals, parents of 
children receiving services in determining, as part of the district’s plan to determine the 
reservations that are needed.  If applicable, this will also be included during consultation 
with the private school officials before the district makes any decisions that affect the 
opportunity of eligible private school children to participate in Title I, Part A programs. 

Amounts that are reserved by the district are not included in the determination of campus 
allocations.  Even though some of the activities may occur on specific campuses, the funds 
that are reserved do not become part of any campus budget. 

The district will maintain documentation of the reservations taken for authorized Title I, Part 
A activities, as well as the per-pupil amounts used to determine allocations to individual Title 
I, Part A campuses as this becomes auditable data. 

General Campus Allocation Rules 

▪ Single attendance area or that has a total enrollment of fewer than 1,000 students may 
allocate funds to any campus, regardless of rank order of poverty. (VVISD is a single 
attendance area district.) 

▪ Multiple attendance area must allocate funds to campuses inn rank order based on the 
total number of low-income students in each attendance area. 

▪ The district is not required to allocate the same per-child amount to each campus; 
however, the district must not allocate a greater per-child amount to a campus with a 
lower poverty rate than it allocates to campuses with higher poverty rates. 

▪ The district may choose to serve campuses with 75% poverty or less using grade span 
groupings by determining different per-child amounts for different grade spans if those 
amounts do not exceed the amount allocated to any campuses above 75 percent 
poverty.  Per-child amounts within grade spans may also vary, if the district allocates 
higher per-child amounts to campuses with higher poverty rates than it allocates to 
campuses in the grade span with lower poverty rates. 
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Other TITLE CAMPUS/DISTRICT ALLOCATIONS 
The district determines allocations based on the needs of the district and campus programs. 
Needs are derived based on information gathered through internal evaluations, needs 
assessment data, consultations with campuses, and/or surveys.  

Title III funds however are considered supplementary to all other Federal programs.  In addition, 
Title III must adhere to the ESSA guidelines and policies for expenditures [Title III, Part A Sec. 
3115(g)].  A maximum of two percent of Title III funds can be spent on administrative 
expenditures [Title III, Part A Sec. 3115(b)] including indirect costs. 

SCE 

The district determines campus allocations of State Compensatory Education funds based on 
identified needs associated with properly and adequately serving current “At-Risk” student 
population and the staff for which are responsible for minimizing achievement gaps. SCE funds 
are used for students who meet one or more of the at-risk criteria:  

SUBCHAPTER C. COMPENSATORY EDUCATION PROGRAMS 

Sec. 29.081.  COMPENSATORY, INTENSIVE, AND ACCELERATED INSTRUCTION. 

d)  For purposes of this section, "student at risk of dropping out of school" includes each student 
who is under 26 years of age and who: 

(1)  was not advanced from one grade level to the next for one or more school years; 

(2)  if the student is in grade 7, 8, 9, 10, 11, or 12, did not maintain an average equivalent 
to 70 on a scale of 100 in two or more subjects in the foundation curriculum during a 
semester in the preceding or current school year or is not maintaining such an average 
in two or more subjects in the foundation curriculum in the current semester; 

(3)  did not perform satisfactorily on an assessment instrument administered to the 
student under Subchapter B, Chapter 39, and who has not in the previous or current 
school year subsequently performed on that instrument or another appropriate 
instrument at a level equal to at least 110 percent of the level of satisfactory 
performance on that instrument; 

(4)  if the student is in prekindergarten, kindergarten, or grade 1, 2, or 3, did not perform 
satisfactorily on a readiness test or assessment instrument administered during the 
current school year; 

(5)  is pregnant or is a parent; 
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(6)  Has been placed in an alternative education program in accordance with Section 
37.006 during the preceding or current school year; 

(7)  Has been expelled in accordance with Section 37.007 during the preceding or current 
school year; 

(8)  Is currently on parole, probation, deferred prosecution, or other conditional release; 

(9)  Was previously reported through the Public Education Information Management 
System (PEIMS) to have dropped out of school; 

(10)  Is a student of limited English proficiency, as defined by Section 29.052; 

(11)  Is in the custody or care of the Department of Family and Protective Services or has, 
during the current school year, been referred to the department by a school official, 
officer of the juvenile court, or law enforcement official; 

(12)  Is homeless, as defined by 42 U.S.C. Section 11302, and its subsequent 
amendments; or 

(13)  Resided in the preceding school year or resides in the current school year in a 
residential placement facility in the district, including a detention facility, substance 
abuse treatment facility, emergency shelter, psychiatric hospital, halfway house, cottage 
home operation, specialized child-care home, or general residential operation. 

  Safeguards are in place to ensure students attending these campuses meet specific criteria and 
are processed in accordance with SCE funding intent. In addition, VVISD ensures that SCE funded 
programs are supported and adequately funded to meet their intended needs. 

PURCHASING TIMELINE 
Supplemental funds must be spent in a timely manner (early enough to ensure students will 
benefit) and meet the requirement for Supplemental programs.  All funds to assist students 
should be spent by the Business Office’s established deadline for expending supplemental funds.  
After the deadline, only the following can be expended with supplemental funds at the campus 
level with prior approval and justification: 

1. Registration and travel expenses for professional development 

2. Expenses for student instruction during the summer 

3. Extra Duty pay for staff working on supplemental funds allowable activities 

4. Interventions for spring/summer re-testers 
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5. Supplemental Funds Parent Involvement activities 

6. Beginning of the year activities and professional development expenses 

7. Pre-approved summer activities and salaries 

[Note: Supplemental purchases timelines must also align and respect established fiscal 
timelines and guidelines set by the Business Office and approved by Board Policy] 

APPROVALS FOR PURCHASES 
The Program Administrator with the assistance of ASF will evaluate all purchase requests to 
ensure: 

A. The purchase meets all requirements regarding the intent and purpose of the 
supplemental funds,  

B. Supplemental funds guidelines are being met for the purchase, and  

C. The purchase is aligned a need identified in the Comprehensive Needs Assessment or tied 
to an activity or strategy listed in the CIP/DIP.  

D. Additional, clarifying questions about a purchase may be asked, and additional 
documentation may be requested. 

A purchase with supplemental funds will not be approved until the request has been reviewed  
that the request meets all funding standards, documentation requirements, and is using the 
correct budget code as outlined by FASRG guidance and Purchasing Guidelines [Note: 
Supplemental purchases timelines must also align and respect established fiscal timelines and 
guidelines set by the Business Office.] 

INTERNAL CONTROL:  APPROVAL OF PURCHASES 
If there is a coding issue on the requisition that was submitted by the campus’ designee or 
department, then the Bookkeeper will work with staff to correct the coding. If there is a question 
about allocability, then the ASF or Program Administrator will contact the campus principal or 
staff member regarding further clarification; which will be documented on the PO request and 
fully communicated with the Business Office. 

LOCATION OF GRANT FILES OR LIKE DOCUMENTS  
Many of the forms and files related to supplemental funded programs and department can be 
found at their specified campus and/or district offices, including Business Office. The Program 
Administrator will communicate to campus staff where to store all related files and documents 
as well as sending copies to ensure the Business Office has back-up documents in the event of an 
audit request. 



VVISD-Supplemental Funds Manual  33 

PLANNING PROCESS FOR SUPPLEMENTAL FUNDS 
CAMPUSES 

The campuses in Van Vleck ISD follow a five-step process to meet all the planning, 
implementation, evaluation requirements of federal and state statutes: 

1. Conduct a Comprehensive Needs Assessment (CNA) 

2. Develop/Revise the Campus Improvement Plan (CIP) 

3. Link the CIP to Federal, State and Local Funding Sources (SUPPLEMENTAL FUNDS 
BUDGET PLAN) 

4. Implement the Improvement Plan 

5. Use formative and summative measures to evaluate the plan and link to the CNA 

No federal grant funds shall be budgeted, encumbered, or spent until either of the following 
has occurred:  

▪ Grant has been approved by the granting agency and a Notice of Grant Award (NOGA) 
has been issued to the district; or  

▪ The entitlement grant has been received by the district and the grant application has 
been submitted to TEA  
 

[NOTE: TEA allows federal grant expenditures from the grant application “stamp-in date”; 
however, expenditures that require TEA’s specific approval and not approved until the NOGA is 
issued.] 

 

DISTRICT LEVEL PROGRAMS 

The Supplemental funded departments in Van Vleck ISD follow a five-step process to meet all the 
planning, implementation, evaluation requirements of federal and state statutes: 

1. Conduct a Comprehensive Needs Assessment (CNA) 

2. Develop/Revise the District Improvement Plan (DIP) 

3. Link the DIP to Federal, State and Local Funding Sources (SUPPLEMENTAL FUNDS 
BUDGET PLAN) 

4. Implement the Improvement Plan 
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5. Use Formative and Summative Measures as part of a Program Evaluation and link to the 
CNA 

SUPPLEMENTAL FUNDS BUDGET PLAN 
Each campus will develop a budget, using existing budget templates that align with the actions 
identified in the CIP. The campus will document in the CIP under the Resource column which 
supplemental funding will be used as all Title and SCE budgets with like notes will be inserted at 
the end of the document to attest the specific amounts allocated to the activity.   Identification 
of these expenses in this manner allows all stakeholders to identify budget amounts as they relate 
to supporting the strategies and activities. 

VVISD’s Business Office in conjunction the Superintendent and Program Administrator will 
collaborate and account for essential information to be built within a job description for each staff 
paid from a supplemental funding resource.  The job description will be signed by the 
supplementally funded employee at the start of employment.  

All supplemental funds budget plans are reviewed and discussed with each campus administrator 
during the end-of-year budget planning meetings and/or during the staffing process for the 
upcoming school year.    

CNA - COMPREHENSIVE NEEDS ASSESSMENT 
Each campus is required to complete a Comprehensive Needs Assessment (CNA) annually.  The 
purpose of a CNA is to examine multiple sources of data to identify the priority needs and 
identified activities for the school. This critical process is the informs the development process of 
the District and Campus Improvement Plans which supports decisions regarding the justification 
for use of ESSA and other supplemental funds. 

Texas Education Code (TEC) Sections 11.252(a)(1-2) and 11.253 state that “the plan must include 
provisions for a Comprehensive Needs Assessment addressing student performance on the 
student achievement indicators, and other appropriate measures of performance. Campus-level 
committees must assess the academic achievement for each student in the school using the 
student achievement indicator system. 

Every Student Succeeds Act (ESSA)– Public Law 107-110, Section 1114 (b) (1) (A), requires that a 
Title I, Schoolwide program include a Comprehensive Needs Assessment of the entire school, 
including the needs of migrant students, military connected students, and foster care/homeless 
students based on information that includes how students are meeting the state’s challenging 
academic content and achievement standards. 

1. Decide what data has been measured and will be reported to support the needs 
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2. Identify the current campus goals to measure 

3. Set the desired campus performance goal in that same measure 

4. Determine what steps need to be taken to move from the current status to achieve the 
performance goal. These are the campus "needs" that will be used in the Campus 
Improvement Plan. 

 
Documentation of the Comprehensive Needs Assessment must be kept by the campus and 
submitted when requested.  Documentation may be, but not limited to agendas, informal notes, 
sign-in sheets with names & positions, and formal minutes of the meeting, including all changes 
to the CIP. 

CIP - CAMPUS IMPROVEMENT PLAN 
Schools utilizing supplemental funds on campuses are also required to annually develop, or 
amend, a one-year plan that incorporates federal “Schoolwide” planning requirements. The 
plans must clearly include the required components; describe how the school will use 
supplemental funds resources to implement the Title I Schoolwide components: 

1. Comprehensive Needs Assessment 

2. Campus Improvement Plan 

3. School Parent & Family Engagement  

The CIP must include enough activities to address the needs of the intended beneficiaries of the 
federal/state program funds. Campus plans must also adopt the ESSA Goals. The primary goals 
of ESSA are: 

▪ All students will achieve high academic standards by attaining proficiency or better in 
reading and mathematics. 

▪ All students will be taught by highly effective teachers. 

▪ All students will be educated in schools and classrooms that are safe, drug free, and 
conducive to learning. 

▪ All English Learners (ELs) will become proficient in English. 

▪ All students will graduate from high school. 

Additional federal requirements include: 
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▪ Supplemental funds may be used only to support activities identified by the 
Comprehensive Needs Assessment and described in the Campus Improvement Plan; 

▪ The CIP must clearly incorporate the School-wide Program components; 

▪ The CIP must describe how the school will use Title I, Part A resources and other sources 
to implement the school-wide components; 

▪ The CIP/DIP, created by the Site-Based Decision Making team (SBDM), must be developed 
with the involvement of the parents, other members of the community, and individuals 
who will be directly involved in the implementation of the plan, including teachers, 
principals, administrators (including representation of programs described in other parts 
of supplemental funds), and if appropriate, pupil services personnel, technical assistance 
providers, school staff.  If the plan relates to a identified accountability rated school 
identified as an Improvement Required, or Comprehensive School Support, then the 
District Coordinator of School Improvement (DCSI) will be included in the development 
of the plan. 

▪ Instruction must be by Highly Effective Staff. 

▪ All activities funded by supplemental funds will be research-based. 

The state has additional requirements that must be included in each campus plan. 

EVALUATION 
In order to determine the success of each Supplemental funded program, statute requires that an 
annual evaluation be conducted. Strategies and activities implemented by the Campus 
Improvement Plan must be evaluated to determine if they are working and achieving the desired 
outcomes. The evaluation plan must include ways to determine whether the academic 
achievement of all students, and particularly of low-achieving students, improved, whether the 
goals and objectives contained in the Campus Improvement Plan (CIP) were achieved, and if the 
CIP is still appropriate as written. 

The needs, focus, and measures identified in the Comprehensive Needs Assessment will be used 
to evaluate the effectiveness of the Campus Improvement Plan. 

Suggested questions for the evaluation include but are not limited to: 

a) Is the Supplemental funded activity being implemented as it was intended? 

b) Did the achievement of students in meeting the state’s academic standards increase to 
the desired level, particularly for those students who had been furthest from achieving 
the standards? 
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c) Does this activity assist in meeting the performance goals as stated on the CIP? 

d) Does this activity have data or documentation to prove its effectiveness to support 
continuation of this activity? 

Most evaluations are organized and carried out through the following steps: 

1. Identification of purpose and intended audience 

2. Identification of issues and development of review questions 

3. Identification of data collection instruments 

4. Collection of data 

5. Analysis and interpretation of results 

6. Reporting 

7. Determination of strengths, concerns, and priorities 

The program evaluation report should be clearly and concisely written and available to all 
stakeholders upon request. The report usually includes background information, the review 
questions, a description of evaluation procedures, an explanation of how the data was analyzed, 
findings, and a conclusion with recommendations. 

Evaluation results may be disaggregated within the school district and each campus by the 
following: 

• Gender 

• Major racial and ethnic group 

• English proficiency status 

• Migrant status 

• Students with disabilities as compared to non-disabled students 

• Economically disadvantaged students as compared to students who are not economically 
disadvantaged. [P.L. 107–110, Section 1111(b)(3)(C)] 

When requested, the evaluation report can be made available for review by TEA monitors to 
demonstrate that the campus achieved the goals and objectives contained in its Campus 
Improvement Plan. 
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Additional sub-populations may be disaggregated to meet the needs of multiple programs or 
activity groups: 

• Gifted and Talented 

• Homeless 

• Tier II and Tier III students 

• By campus comparisons 

• Through feeder programs 

PARENTS INVOLVED IN CAMPUS PLANNING 
As required by statute, parents must be involved in the campus decision-making process. 

▪ The CIP meetings must have at least one (1) parent on the committee and attend regularly 
to meetings. 

▪ The parents must be meaningfully involved in decision-making. The campus staff cannot 
create the plan and then have the parents "sign-off" on it; the parents must be involved 
in deciding the actions. 

▪ The parents cannot be employees of the school district or be paid through a district 
payroll (including substituting). 

▪ Annually the parents involved in the campus decision-making process will be included 
in the CIP/DIP with their name/role listed on the team membership page. 

LABELS & INVENTORY 
All federally funded assets shall be maintained in an operable state. If repairs are necessary, the 
district may pay for the repairs of the federally funded assets with federal grant funds, unless 
expressly restricted by the granting agency.  
 
The district fixed asset procedures will include an annual inventory (or more frequently if 
required by a granting agency) of all assets and reconciliation of the inventory reports. [Note. 
Federal requirements CFR 200.313 requires an inventory at least once every 2 years.] The 
district’s annual inventory of assets may be conducted by the technology staff and/or contracted 
services each fiscal year. Lost, damaged, or stolen assets will be recorded on the fixed assets 
database with the date of the loss. The disposition records such as the loss report (police report 
for thefts) will be maintained with the asset records.  
 
In addition, the district will track all grant-funded asset purchases by grant, or fund code, as 
appropriate. The disposal of grant-funded assets will be in accordance with federal guidelines 
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and grant-specific guidelines, if any. At a minimum, the disposition date, reason and sale price of 
all federally funded assets will be recorded in the fixed assets database.  
 

During the life of the asset, the district will ensure that all assets purchased with federal grant 
funds are insured against loss. The costs to insure and maintain (repair) assets purchased with 
federal grant funds are generally allowable costs, unless specifically prohibited by a granting 
agency. 

Labeling of Supplemental Funded Resources & Materials 

Non-consumable materials purchased with supplemental funds (books, devices, etc.) that have a 
life-span of more than one year must be labeled as a supplemental resource with the 
District/Campus Name, and when applicable a Tracking Number for audit purposes. Among the 
items this would apply to ones with a lifespan of more than one year and include, but not limited 
to books, furniture, and electronic equipment.  

Inventory of Supplemental Funded Resources & Materials 

Non-consumable materials purchased with Supplemental funds (books, devices, etc.) that have a 
lifespan of more than one year must be inventoried at a minimum annually.  The inventory will 
include the (1) Funding Source, (2) Program Intent, (3) PO Number, (4) PO Purchase Date, (5) 
Quantity, (6) UNIT, (7) Item Description, (8) Original Price, (9) District Tag Number, if applicable), 
(10) Federal Tag Number, if applicable, (11) Location, (12) Contact, (13) Status, (14) Status Change 
Date, if applicable and (15) Note/End Value, if applicable. 

[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

INTERNAL CONTROLS 
The Program Administrator and campus principals have control over the accountability for all 
funds, property, and assets purchased through supplemental funds.  The district will adequately 
safeguard all assets and assure these assets are used for the authorized purpose as approved by 
the Purchasing Process (unless it meets the Use of Assets for Incidental Benefits stipulations).  
Supplies and consumable materials are not required to be placed on an inventory for Internal 
Controls, unless requested by the applicable budget steward. 

Campuses/Departments will follow the guidelines for planning, purchasing, labeling, and 
inventory as set forth in guidance.  Failure to adhere to any or all Supplemental Fund guidelines 
or requirements may result in denial of purchase request, additional Supplemental programs 
training, and additional submitted documentation as needed. 
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DISPOSITION OF INVENTORY 
The disposition of inventory that is purchased using supplemental funds will be determined in 
accordance with EDGAR 2 CFR 200.313 and 200.314.  Grantees must complete and submit the 
TEA Division of Grants Administration Inventory Disposition Request form to the grant 
administrator for approval of any and all equipment, supplies and/or materials purchased with 
federal or state grant funds.  Upon approval, the Program Administrator or campus principal will 
follow the guidelines set by the district for inventory removal.   

Each grant program will document the original per unit acquisition cost, date of purchase, funding 
source, and date of disposition with details on the location of the unit.  When a unit is determined 
to be ready for removal from district inventory, because it has fully depreciated or has been 
reported as stolen, the grant program will follow the guidelines in the grant to document the 
disposition.   

The equipment must be tracked until it is properly disposed and removed from the district 
inventory due to equipment no longer needed for original program or no longer useable. 

[TEA INVENTORY DISPOSITION REQUEST FORM - see www.tea.texas.gov] 

[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

INCIDENTAL BENEFIT 
Items purchased by one grant source may be made available for use by another program area if 
it does not impede the intended beneficiaries from having access to the service or resource.  
“Incidental benefit use” does not require another program area to be charged for the time the 
equipment is used, if it does not impede the original intent.   

CASH MANAGEMENT 
EXPENDITURES REPORTING – 

The VVISD’s Business Office or designee is responsible for reviewing cumulative expenditures for 
federal grants and preparing the required the expenditure reports for Supplemental awards. The 
ASF and Superintendent will meet accordingly to review needs as items and fund balances need 
to be reviewed. The review will occur after the processing of payroll.  The Bookkeeper will 
generate as needed a general ledger summary report for each Supplemental fund.  The actual 
expenditures may be totaled by the class objective code, campus/district or program.  The 
Business Office or designee will reconcile the ledgers for each Supplemental fund to confirm that 
only actual expenditures are requested. 

The VVISD’s Business Office is responsible for reviewing and approving federal expenditure 
reports through the certification process of the system. The ASF ensures draw requests will not 
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exceed the threshold amount established by TEA as well as that all final expenditure reports, and 
revised final expenditure reports, if applicable, are submitted by the deadlines established by 
TEA.  

The ASF or designee will inform the Program Administrator, about records of cash receipts for 
the district, of each draw, and to which account code(s) to post the revenue.  

Consistent with state and federal requirements, VVISD will maintain source documentation 
supporting the Supplemental fund expenditure (invoices, timesheets, payroll, etc.) and will make 
such documentation available for TEA’s review upon request.  The Business Office will store all 
source documentation for review. 

[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

ADVANCES 
To the extent the district receives advance payments of supplemental funds, VVISD will maintain 
written procedures that minimize the time elapsing between the transfer of funds and 
disbursement by the district and will ensure its financial management system meets the 
standards for fund control and accountability as established in EDGAR. 

If an event of an extreme circumstance of the need for an advance draw down, then the district 
will deposit and maintain advance payments of supplemental funds in interest-bearing accounts, 
unless an allowable exception applies:  (1) The district receives less than $120,000 in federal 
awards per year; (2) The best reasonable available interest-bearing account would not be 
expected to earn interest in excess of $500 per year on federal cash balances; (3) The depository 
would require an average or minimum balance so high that it would not be feasible within the 
expected federal and non-federal cash resources; (4) A foreign government or banking system 
prohibits or precludes interest bearing accounts.  2CFR 200.305(b) (7, 8) 

The district may retain interest amounts up to $500 per year for administrative expenses. 2 CFR 
200.305(b) (9) 

Any additional interest earned over $500 per year for federal advance payments will be deposited 
in interested-bearing accounts and be remitted to the federal agency according to the 
requirements of EDGAR.  The interest must be remitted annually to the Payment Management 
System (PMS) through an electronic medium using either Automated Clearing House (ACH) 
network or a Fedwire Funds Service payment.  Detailed information for submitting the earned 
interest is found at 2CFR 200.305(b) (9).  

Advance payment requests will be submitted via the TEA Expenditure Reporting (ER) system.   
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[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

CONFLICT OF INTEREST REQUIREMENTS 
Employees shall not use their positions within the district to attempt to sell products or services 
for which they may influence the use of local or supplemental funds for the use by the district.   

Employees shall not recommend, endorse, or require students to purchase any product, 
materials, or services in which the employee has a financial interest or that is sold by a company 
that employs or retains the district employee during non-school hours. 

Standards of Conduct (Conflict of Interest) 2CFR 200.318(c) (1), the district maintains the 
following standards of conduct covering conflicts of interest and governing the actions of its 
employees engaged in the selection, award and administration of contracts. 

No employee, officer, or agent may participate in the selection, award, or administration of a 
contract supported by a federal award if he or she has a real or apparent conflict of interest. Such 
a conflict of interest would arise when the employee, officer, or agent, any member of his or her 
immediate family, his or her partner, or an organization which employs or is about to employ any 
of the parties indicated herein, has a financial or other interest in or a tangible personal benefit 
from a firm considered for a contract. The district defines ‘immediate family” as defined in Legal 
CBB policy Local Government Code 171.001(2) under: 

1. Spouse 

2. Son or daughter, including biological, adopted, or foster child, a son- or daughter-in-law, 
a stepchild, a legal ward, or a child for whom the employee stands in loco parentis.  

3. Parent, stepparent, parent-in-law, or another individual who stands in loco parentis to 
the employee. 

4. Siblings, stepsiblings, and siblings-in-law. 

5. Grandparent and grandchild. 

6. Any person residing in the employee’s household at the time of illness or death.  

*This is not to be used as the “immediate family” as used for FMLA as defined in DECA Legal. 

The officers, employees, and agents of the district may neither solicit nor accept gifts, gratuities, 
favors, services, benefits, or anything or monetary value from contractors or parties to 
subcontracts that could reasonably be construed to influence the persons discharge of assigned 
duties and responsibilities, unless the gift is an unsolicited item of nominal value.  Officers, 
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employees, and agents of the district may accept gifts that are nominal value given for the 
purpose of advertising, ceremonial occasions, or official events.  As used in this policy, nominal 
value is defined as $100.00 or less.   

VVISD will execute a Conflict of Interest Form to disclose a conflict of interest, as appropriate, 
related to the awarding of a contract or substantial expenditures with Supplemental grant funds. 
Substantial expenditures will be defined and must align to board policy. No employee, officer, or 
agent may participate in the selection, award, or administration of a contract supported by 
supplemental funds if he or she has a real or apparent conflict of interest.  In addition, no 
employee, officer or agent of the district may neither solicit nor accept gratuities, favors or 
anything of monetary value from contractors or parties to subcontractors.  All employees shall 
comply with the Educators’ Code of Ethics (DH Exhibit). Violators of the Code of Ethics shall be 
subject to disciplinary action, including but not limited to, termination of employment with the 
district. 

[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

MANDATORY DISCLOSURE TO THE DISTRICT 
The employee shall disclose in writing to his or her immediate supervisor a personal financial 
interest, a business interest, or any other obligation or relationship that in any way creates a real 
or potential conflict of interest with the proper discharge of assigned duties and responsibilities 
or that creates a potential conflict of interest with the best interest of the district.  In the cases 
that the individual receiving the report is also involved in the potential conflict, the disclosure 
should be submitted to the Business Office.  

The officer or agent of the district shall disclose in writing to the Business Office a personal 
financial interest, a business interest, or any other obligation or relationship that in any way 
creates a real or potential conflict of interest with the proper discharge of assigned duties and 
responsibilities or that creates a potential conflict of interest with the best interest of the district.  
In the cases that the individual receiving the report is also involved in the potential conflict, the 
disclosure should be submitted to the Office of the Administration and Human Resources. 

The district must disclose in writing any potential conflict of interest to the Federal awarding 
agency or pass-through entity (TEA) in accordance with applicable federal awarding agency 
policy. The VVISD’s Conflict of Interest policy will align with the USDE’s conflict of interest policy. 
2 CFR 200.112 

INTERNAL CONTROLS: CONFLICT OF INTEREST QUESTIONNAIRE 
Failure to adhere the conflict of interest disclosure or benefitting from a conflict of interest, 
where local or supplemental funds have been expended, may result in penalties, sanctions, or 
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other disciplinary actions for violations of standards of conduct will be in accordance and to the 
extent permitted under state and local law. Penalties are defined as, but not limited to, 
reprimand, termination, removing vendor approval, potential reporting to a local/state/federal 
agency, and legal actions.   

The district must, in a timely manner, in writing to the federal awarding agency or pass-through 
entity (TEA), all violations of federal criminal law involving fraud, bribery, or gratuity violations 
potentially affecting the federal award. 

Upon discovery of any potential conflict of interest and all violations of federal criminal law 
involving fraud, bribery, or gratuity violations, the district will disclose in writing the potential 
conflict or violation of federal criminal law to the federal awarding agency in accordance with 
applicable federal awarding agency policy.  The district will follow USDE’s policy as required. 

[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less 
restrictive.] 

INTERNAL CONTROL:  VIOLATIONS OR FRAUD 
District employees who violate this administrative directive for supplemental funds shall be 
subject to disciplinary action, up to and including termination of employment with the district. 
Violations that are deemed intentional or fraudulent shall be reported to the federal granting 
agency and/or pass-through entity by the ASF or Superintendent. 

[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less 
restrictive.] 

.
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EXTENDED DAY/WEEK PROGRAM 
GUIDELINES 

An extended day program related to a Supplemental Fund (such as an after-school tutoring) 
can consist of a structured tutoring program or supplemental services aligned to the fund intent.  
The tutoring may target students who have an academic need for the intervention, provide 
services for an identified group of students based on specific criteria, and/or be used to provide 
interventions associated with State assessments. All supplementally funded extended day 
programs must be pre-approved through the Business Office, provide documentation of services, 
be able to produce data for effectiveness, and must be monitored by the campus/program 
administrator. 

Extended day pay can only be earned after the employee has met all contractual obligations for 
time for the “regular” school day and an employee cannot be paid for supplemental services 
when he/she has not met their clocked hours or district required time before/after-school. 

Costs associated with the extended program can be paid for with supplemental Funds, including 

1. Extra-duty pay 

2. Transportation 

3. Instructional materials 

Nutritious snacks, if needed for an extended day program, can be acquired through Child 
Nutrition.  Child Nutrition guidelines will determine snacks and availability.  

However, if the campus is operating an after-school program which is something other than 
tutoring (e.g., choir, athletics, school play, etc.), then extra-duty pay, transportation, nutritious 
snacks, and instructional materials for those students is not allowable. 

Supplemental Funds can be used to transport students who participate in an approved after-
school program; not all after-school programs are allowable based on supplemental funds criteria 
or district needs. Therefore, prior approval will be needed. 

DOCUMENTATION 
Extra duty pay documentation is required for all supplemental funding programs/services.  Any 
administrator seeking to provide extra duty services for their campus/program must submit the 
district’s documentation for each staff employee, may include the following:   

▪ Legal name 

▪ Employee number 
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▪ Campus/program 

▪ Date of request (which must be prior to any services) 

▪ Rate of Pay 

▪ Days of services 

▪ Job expectations 

▪ Budget code 

▪ Signature of employee 

▪ Signature of administrator of campus/program 

▪ Approval from the Business Office. 

Extended day resources and materials may be purchased through supplemental funds by 
following the purchasing guidelines.  Extended day resources are supplemental therefore must 
remain separated from foundational school resources, must remain in the intended program for 
which it was purchased, and the campus/program administrator must assure monitoring of these 
resources. 

EXTENDED YEAR or LEARNING PROGRAMS 
An extended year or learning program related to supplemental funds (such as summer 
intervention program) can consist of a structured intervention program or supplemental 
services aligned to the fund intent.  The program/services may target students who have an 
academic need for the intervention, provide services for an identified group of students based 
on specific criteria, and/or be used to provide interventions associated with State assessments. 
All Supplemental Funded extended year programs must be pre-approved through the Business 
Office, provide documentation of services, be able to produce data for effectiveness, and must 
be monitored be the campus/program administrator. 

Extended year or learning pay (extra duty) can only be earned after the employee has met all 
contractual obligations for time for the “regular” school year and an employee cannot be paid 
for supplemental services when he/she has not met their contractual days. 

DOCUMENTATION 

Extend Year and Learning Payroll documentation may follow the same processes as the Extended 
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Day or may follow Human Resource employment procedures.  

UNALLOWABLE USE 

▪ A Supplemental funded bus cannot transport students who are not participating within 
the approved supplementary program/activity. For example: students participating in 
after-school athletics cannot ride a bus that is identified for an extended day program. 

▪ Supplemental funds purchased resources can only be provided for students in the 
supplemental funds approved program. 

▪ Attendance or participation awards. 

GUIDELINES: The paid activity must be included in the Campus Improvement Plan and must be 
pre-approved by the Program Administrator or ASF prior to any work being performed. The need 
for the service must be necessary to accomplish the objectives of the supplemental funds 
program. 

[NOTE:  In the event processes differ between other approved district policy/procedure manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

DOCUMENTATION OF SERVICES  

Documentation for services rendered may include, but not limited to: 

1. Timecard signed by employee, listing start and end time for each day (which is outside the 
contractual days) 

2. List of students attending the session (students must sign their own name, start time and 
end time)  

Extra Duty Pay may be approved for personnel attending or presenting professional development 
outside their contractual obligations (this may include before/after school or during Saturdays or 
non-school days.  Presenting or attending professional development may include, but not limited 
to: 

1. Timesheet/Sign-in Sheets (listing start and end time each day) or certificate from 
professional development (for out-of-district trainings) 

2. Extra Duty documentation must be attached, or on file in the Business Office 

3. Documentation from the professional development session showing days, times, and 
general information on the training. 
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 [NOTE:  In the event processes differ between other approved district policy/procedure manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less 
restrictive.] 

INTERNAL CONTROLS 
Extra-duty pay internal controls will be monitored through the Business Office.  Failure to adhere 
to the guidelines for extra-duty pay, such as: 

▪ Work or training performed prior to approval or occurring outside of the current grant 
fiscal period. 

▪ Extra-duty pay for service or training that is required by the district, state, or federal 
government. 

▪ Extra-duty pay for training required of an individual to hold their district position 

May result in loss of funding, or non-compensation for services rendered. 

 

PROCESSING OF EXTRA DUTY PAY 
TIMELINE  

▪ Extra-duty pay for an activity should be submitted follow the payroll submission timeline 
posted on district website. 

▪ When extra-duty pay submissions should include all necessary the documentation and 
required authorizer’s signatures. 

▪ Failure to follow the payroll submission timeline posted may result in delay or denial of 
compensation.  The employee shall be notified of the delay/denial by the 
campus/program administrator in charge of the program/service.  

▪ Failure to follow the payroll submission timeline may result in a delay in payment.  

CONTRACT TIME 
An employee may not earn extra duty pay during contract hours. The employee also cannot earn 
extra duty pay on district professional development days and personal absence days during regular 
contract hours (since all these days are part of the employee’s contract days). Contract hours and 
days for all employees are in the district’s Employee Handbook but may be adjusted to meet the 
needs of the district as approved by the program administrator or campus principal.  This 
adjustment to the contract hours or days must be submitted to the Business Office and be 
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approved prior to services.   

NON-TRADITIONAL STAFF GUIDELINES 
The supplemental funds campus can pay non-staff persons to perform various assignments, 
which focus on instructing and assisting students academically. 

To reduce the confusion over the current assignments, terms of employment, and required 
paperwork, the campus principal must work with the Business Office staff prior to bringing any 
such person onto the campus to be paid with supplemental funds funding. The following 
procedures should be followed prior to the non-staff person performing any work: 

▪ Principal must complete the required paperwork, and have it processed through Human 
Resources/Business Office details may include the (a) specific assignments, (b) daily 
schedule, (c) qualifications, and (d) length of employment; 

▪ Each non-staff person must visit the Business Office regarding payroll issues; 

▪ Each non-staff person must complete the appropriate documentation and must submit all 
documentation to the bookkeeper in a timely manner. 

ASSIGNMENTS 

Non-staff can only perform the instructional assignments specified during this process. They may 
not be used to perform any other tasks and may not perform any "duties" on the campus (such 
as working the car rider line, or lunch duty, or restroom duty, etc.). 

HIGHLY EFFECTIVE 

Similar to the rules regarding paraprofessionals, non-staff may not work with students outside of 
the presence of the classroom teacher unless the non-staff member meets the Highly Effective 
requirements for that subject.  

SUBSTITUTES 
All extended-assignment substitute teachers paid with Title funds must have prior approval from 
the Business Office and Program Administrator.  

[NOTE:  In the event processes differ between other approved district policy/procedure manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

 

PAYROLL PROCEDURES 
All extra-duty pay requires documentation and must be submitted in a timely manner to be 
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process and follow district payroll guidelines. Any supporting documentation related to services 
rendered must be submitted for processing. 

EXTRA DUTY PAY FOR PROFESSIONAL STAFF  

Employee completes a timesheet and campus principal/Program Administrator sends the original 
timesheets along with any other supporting evidence or documentation to the Business Office. 

▪ Original timesheets 

▪ Other supporting supplemental funds documentation 

Campus secretary will review paperwork and confirm that everything is fine before submitting to 
Business Office/Payroll. If there are any issues with the submitted documentation, Supplemental 
programs will work with the campus to correct the problems as quickly as possible.  

At end of payroll period, secretary will send Title I supporting documentation to supplemental 
programs. 

Supplemental programs will review paperwork and confirm compliance with payroll. 

SUBSTITUTES 

Substitutes do not require any supplemental agreement because supplemental funds can only 
pay for substitutes under the following specific circumstances: 

▪ A teacher whose salary is paid for form supplemental funds. The sub is automatically 
charged to supplemental funds when the teacher is absent or at training. 

▪ Any campus teacher that is at a training paid for with supplemental funds - the sub can be 
charged to supplemental ONLY if the campus had this as an item in their CIP. 

▪ Any campus teacher that is at a training that would be allowable under supplemental 
funds (even if not paid from supplemental funds) - the sub can be charged to supplemental 
funds ONLY if the campus had this as an item in their CIP. 

[[NOTE:  In the event processes differ between other approved district policy/procedure manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

SUPPLEMENT, NOT SUPPLANT:  SUBSTITUTES 

Supplemental funds cannot pay for a sub when the teacher is at a training that is "required" under 
federal, state or board policy. 
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If the training would not have been allowable under supplemental funds, then supplemental 
funds cannot pay for the sub. 

The supplemental funded teacher creates and requests a substitute.  Campus generates a 
request with a description of duties for substitutes and tutors and has the required information 
filled in the day of the assigned teacher absence.  Principal and substitute will verify and certify 
by the end of the workday that the information provided on the information is true and correct. 
Upon completion, the original will be submitted to payroll for processing and a copy will be filed 
at the campus for compliance and auditing purposes. 

FIELD TRIPS 
GUIDELINES  

[TEA GUIDELINES RELATED TO SPECIFIC COSTS, see www.tea.texas.gov] 

FIELD TRIPS 

Educational field trips are allowable under certain circumstances if allowed in the Supplemental 
grant program or through district approval. Educational field trips are approved, planned 
instructional activities that involve students in learning experiences that are difficult to duplicate 
in a classroom situation. These field trips should provide hands-on activities that encourage 
students to experiment and ask questions. The field trip must support Texas Essential 
Knowledge and Skills (TEKS), must be reasonable in cost, and must be necessary to accomplish 
the objectives of the grant program. 

The field trip must also appear as a part of the teacher’s lesson plans and/or meet program 
objectives, which should include activities that prepare students for the trip and follow-up 
activities that allow students to summarize, apply, and evaluate what they learned from the trip. 

Costs for the field trip must be reasonable. Any entrance fees and transportation costs 
must be reasonable in comparison to the intended objectives of the trip. 

For audit purposes, campus/programs must maintain documentation of the field trip and must 
provide clear evidence of how the expense ties back to an instructional objective. New 
documentation will be required for educational field trips from supplemental funds and 
should include the following: 

▪ Destination of each field trip 
▪ Costs associated with each field trip 
▪ Objectives to be accomplished from conducting the field trip 
▪ Teacher’s lesson plan and follow-up activities 

 

[TEA EDUCATIONAL FIELD TRIPS: see www.tea.texas.gov] 

This new documentation will be submitted to the Title grants in advance and must be submitted 
to TEA for approval prior to trip.  The deadline for submitting the field trip information required 
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will be at least 30 days prior to the field trip to the Business Office.  The facilitator of the trip will 
contact the Business Office for approval and may not proceed with field trip registrations or 
expend related funds until a TEA approval or NOGA for the activity is received.  

EXAMPLES OF EDUCATIONAL FIELD TRIPS 

▪ Academic activities related to TEKS, service learning, internships, or 
college/career readiness. 

▪ Laboratory or field-based instruction that cannot be performed on-site. 
▪ Trips to a river, archaeological site, or nature preserve. 
▪ Trips to the local library to increase access to high interest reading materials or research 
▪ Visits to colleges and universities to encourage interest in the pursuit of higher education 

 
UNALLOWABLE COSTS RELATED TO FIELD TRIPS 

The following costs are not allowable: 

▪ Field trips for social, entertainment, or recreational purposes. 
▪ Field trips that supplant and do not supplement local or state expenditures or activities. 
▪ Field trips that are not part of a teacher’s lesson plan or that do not meet the instructional 

objectives of the grant program. 
▪ Field trips that are deemed not reasonable in cost or necessary to accomplish the 

objectives of the grant program. 
▪ Field trips that are not properly documented (as described above) 
▪ Field trips to entertainment or recreational locations that have legitimate educational 

programs when more than 25 percent of the time spent at the location is used for 
entertainment or recreation of field trip participants  

▪ Field trips that are incentives or rewards for students. 
 

Field trips are not “participant support costs”, but rather generally fall under entertainment 
defined in 2 CFR 200.75 

FOOD 
GUIDELINES 

Food purchased with supplemental funds is the most common target of federal and state audits.  
Food purchased with supplemental funds must be: 

▪ Reasonable in cost  

▪ Necessary to accomplish program objectives 

▪ An integral part of the instructional program 

Food is purchased using a One-Time Use, Event Specific Purchase Order. The purchase order can 
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only be used once and must be closed after the purchase is received.  

There are three activities categories where a food purchase is allowed: 

FOOD FOR INSTRUCTION 

Food items may be purchased when needed as part of a lesson in a core academic subject. This 
food is NOT intended for the students to consume before, during, or after the lesson.   This 
would typically be food needed for a science (or similar) experiment, such as corn starch, sugar, 
vinegar, etc. 

The Purchase Request must include a name of the teacher’s lesson plan which details the 
food to be purchased, and the intended use. 

SNACKS FOR EXTENDED DAY/WEEK  

The only instance where supplemental funds can purchase food for student consumption is 
as a snack for students in an Extended Day/Week program.  On a school day, snacks can only be 
purchased for after-school extended day.  On a non-school day (Extended Week or Extended 
Year), snacks can be purchased, but not meals (or anything that could be interpreted as an 
entree, such as pizza, sandwiches, hot dogs, etc.).  Breakfast foods are not allowable 
supplemental funds expenses since it is not reasonable for the children to not eat breakfast at 
home. Snacks intended for student consumption must meet all State and Federal requirements 
for Smart Snacks as deemed by the USDA.  The Van Vleck ISD Child Nutrition Department is 
already set-up to meet all Smart Snacks guidelines. To avoid any possible violations of these 
rules, all snacks for student consumption MUST be purchased through the Child Nutrition 
Department.  

FOOD FOR PARENT INVOLVEMENT 

For Parent Involvement, snacks (not meals) can "encourage" parent attendance at an event.  If 
ANY other strategy is used to encourage parent attendance at the event, then food may NOT be 
purchased for that event.  For example, if the Parent Involvement event is held in conjunction 
with a student performance, or with a reward system for students/parents to increase 
attendance then supplemental funds cannot be used to purchase snacks for that event. 

Snacks may be purchased for parent Skills Training sessions that will involve both parents and 
students.  If the campus is paying for childcare during a Parent Involvement event,  then 
nutritional snacks for those children may also be paid for with supplemental funds. 

Allowable for Parent Involvement:  Food purchases for Parent Involvement events include 
refreshments/snacks, such as, but not limited to cookies, chips, cheese & fruit trays, coffee, soda, 
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tea and water. 

Non-allowable for Parent Involvement – food purchases may not include: 

1. Full/Complete Meals (such as pizza, hot dogs), deli meat trays, and breakfast items (such 
as breakfast tacos, breakfast biscuits, etc.) 

2. Refreshments or meals at an awards banquet 

Other Requirements 

▪ Food (and other items) may not be purchased to improve the "atmosphere", 
"environment", or "ambiance" of the event. 

▪ Supplemental funds may not be used to purchase food for staff OR students. 

▪ Food purchased with supplemental funds may not be served during breakfast time 
(within the first hour of the regular bell schedule) regardless of the activity (not even for 
Parent Involvement). 

▪ If most people at the meeting/event are campus employees, supplemental funds 
cannot be used to pay for food for this event (example:  Campus Leadership Team 
Meetings). 

UNALLOWABLE FOOD COSTS 
▪ Staff will not be reimbursed for food purchased without an approved purchase order 

and permission for reimbursement. 

▪ Any purchase which does not follow the guidelines in this section will be denied. If it is 
later determined that the food purchase did not follow guidelines, or if the event did 
not qualify for a food purchase, other campus funds will be used to reimburse the 
supplemental funds account for the purchase. 

INCENTIVES  
GUIDELINES 

[This guideline excludes VVISD Foundation Grant funds which follow district local guidelines] 

Educationally related, inexpensive items can be purchased with supplemental funds to help 
encourage students to improve their academic achievement. Incentives could include 
instructional school supplies such as pencils, rulers, books, pens, etc... 

However, the incentives cannot be distributed during any type of "awards" assembly. They can 
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be given throughout the year in the teacher's classroom. 

For pencils, rulers, and other items there cannot be an additional charge to have the school's 
name or a slogan imprinted on the material. This type of additional expense does not meet the 
"reasonable and necessary" guidelines for supplemental funds purchases. If the "imprint" is done 
for free, then that is allowed. The additional "cost" that is not allowed. 

UNALLOWABLE USE 

▪ Not for use as awards during an awards assembly 

▪ Not for attendance incentives (this would be a supplant of Local Funds allocated) 

ELECTRONIC TABLETS 
GUIDELINES 

Electronic or digital tablets can be purchased with supplemental funds to further the academic 
skills of students in reading, writing, math, science and social studies. 

Equipment purchased with supplemental funds may not be used for fine arts classes, physical 
education classes, etc. The items may only be used for lessons in the six major subject areas 
(reading, writing, math, science, social studies and foreign language). 

VVISD purchasing procedures must be followed for purchasing applications (apps) or software for 
the device. Staff will not be reimbursed for purchasing devices, apps, or equipment. 

DOCUMENTATION 
The district and campuses are responsible for tracking use of the devices. Such data could include 
who checked-out the device, how much time the devices (and electronic tablets) were used in 
each of the subject areas, and/or how many students used the hardware. Each campus must have 
a "check-out log" to collect that data, in the case the device was not issued directly to 
supplemental funded position or a classroom. Information included on the log should include: 

▪ Date 

▪ Starting time & ending time 

▪ Teacher name & subject being taught 

▪ Number of students in the lesson 

▪ Brief note on what is being taught in the lesson 
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Apps purchased for the device must meet the Scientifically Based Research Criteria 

UNALLOWABLE USE 

▪ Devices must be available for student use at all time. Teachers and Coaches should not 
have devices checked out to them during school hours, unless specifically purchased for 
use to enhance or efficiently facilitate teaching and learning for direct instruction 
purposes.  Instructional staff may check-out devices outside of school hours to develop 
the instructional lessons, provided it does not prevent any students from using the 
equipment. 

▪ Apps not relevant for use in academic subject areas should be highly discourage and will 
be deemed unacceptable for the device. 

LIBRARY PURCHASES 
GUIDELINES 

Supplemental funds may not be used to purchase items that will be added to the library's 
inventory. This includes books, electronic equipment, dust jackets for books, etc. 

Guided reading books, and other similar items, can be purchased for individual classrooms, but 
not for the library. 

However, supplemental funds can be used to purchase supplemental instructional materials that 
the librarian will use to instruct students in reading, writing, math, science and social studies 
(provided these items will not be added to the library's inventory).  These materials would be 
similar to instructional materials for the classroom. 

PAPER & PRINTER CARTRIDGES 
GUIDELINES 

The expense for paper and printer cartridges must be supplemental. 

PAPER 

Supplemental funds cannot pay for paper that teachers use as part of their regular instruction.   
Supplemental funds can pay for paper used for specific supplemental activities, such as an 
Extended Day program, or a supplemental campus-designed student assessment (beyond those 
required by the district). 

To purchase paper, determine the amount by formula: 

# of students in the activity X # of pages per child 
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PRINTER CARTRIDGES 

If the printer was purchased with supplemental funds (instructional or parent involvement) or 
being solely used by a Supplemental Funded position/program, then supplemental funds can be 
used to pay for the printer cartridge.   Otherwise, printer cartridges can only be purchased 
when needed for a specific supplemental instructional activity. 

UNALLOWABLE USE 

▪ Supplemental funds paper cannot be used for general classroom instruction 

▪ Typically, will not allow colored paper or colored ink (contact the Business Office for 
approval) 

PRIZES & GIFTS (DOOR PRIZES) 
GUIDELINES 

Prizes are not an allowable expenditure using supplemental funds. 

Door prizes, rewards, and other types of prizes cannot be purchased with supplemental funds. 

If you have a parent meeting, you cannot provide door prizes purchased with supplemental funds. 
However, you can provide certain inexpensive materials, related to a workshop's instructional 
goals, to ALL participants of the workshop (e. g., a paperback book used to model a reading 
strategy) 

 PROFESSIONAL DEVELOPMENT 
GUIDELINES 

Campuses should use supplemental funds to provide high quality, focused and sustained 
professional development that is research-based and is aligned to the Texas Essential Knowledge 
and Skills (TEKS). 

The campus professional development plan must be aligned to the Comprehensive Needs 
Assessment and the Campus Improvement Plan.  For example:  if the lowest test scores are in 
math, then most professional development funds should be targeted to math content training. 

The ultimate purpose of staff development is to improve teaching and learning.   It should be 
powerful enough to dramatically increase content knowledge and the use of effective 
instructional strategies.  For professional development to be powerful, it must be chosen based 
on a thorough analysis of the data to identify the needs in student performance data and be part 
of a comprehensive plan.  It must have staff accountability in its implementation, consider 
participant's prior knowledge and experience, and use adult learning strategies that are 
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appropriate to the intended outcome. 

As stated in the ESSA Act [P. L. 107-110, Section 9101 (34)], effective professional development 
activities: 

▪ Improve teachers' knowledge of the subject they teach and enable them to be highly 
effective; 

▪ Are part of educational improvement plans; 

▪ Provide knowledge and skills to assist students to meet challenging academic standards; 

▪ Are high quality, sustained, intensive and classroom focused; 

▪ Are not only one day or short-term workshops/conferences; 

▪ Develop teacher understanding of e f f e ct i v e  research based instruct ional  
strategies that improve student achievement, are aligned and related to state/student 
academic standards and curricula tied to standards; 

▪ Are regularly evaluated for their increased teacher effectiveness and increased 
student academic achievement; 

▪ Include instruction in ways faculty, staff, and administrators may work more effectively 
with parents. 

TRAVEL (IN DISTRICT/ IN STATE) 

Supplemental funds can pay for the travel expenses for professional development, including: 

▪ Registration 

▪ Lodging 

▪ Transportation 

▪ Meals 

▪ Other incidental expenses 

The U. S. General Services Administration (GSA) restricts the amount of supplemental funds that 
can be spent on overnight lodging. The rate varies by city. The rate is the maximum overnight 
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charge for a hotel room per person. 

The current federal per diem rates can be found at www.gsa.gov (find the Per Diem Rates link) 
Meals and other incidental expenses follow the limits set by VVISD. 

Federal, state, and local regulations will be reviewed and followed whichever one is the most 
restrictive.  Travel guidelines can be found on the VVISD Administrative Procedures Manual. 

2 CFR 200.472 states that training and education provided for employee development (such as 
staff development) is allowable.   Expenditures must be reasonable, necessary, and allocable to 
the federal award. 

OUT OF STATE TRAVEL 

Out-of-state travel is highly scrutinized by both state and federal auditors.  The campus must 
support the decision to send a staff member out of the state by showing that the skills learned 
at the training could not have been learned at any training available in Texas, and aligned to the 
needs included in the Comprehensive Needs Assessment and Campus/District Improvement 
Plan.   Both the B u s i n e s s  Office and the Superintendent must approve before out-of-state 
travel is submitted to TEA for grant approval.  

[NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

NON-EMPLOYEE STIPEND/TRAVEL 

Defined in 2 CFR 200.75 “participant support costs” as stipends, travel expenses, and registration 
fees for non-employees to attend training relevant to the federal grant program requires PRIOR 
approval.  Parents (non-employee) attending a parent involvement conference is not considered 
a field trip therefore would require written prior approval in the grantee’s application. 

[TEA REQUEST FOR APPROVAL OF PARTICIPANT SUPPORT COSTS, See www.tea.texas.gov] 

EXTRA DUTY PAY 

Staff can be given Extra Duty Pay for time spent in professional development outside of contract 
hours as needed. The expenditure must be aligned to support needs and strategies in the Campus 
Improvement Plan and supplemental funds budget prior to the time spent in the paid 
professional development activity. Extra-duty pay is only paid for the time in training outside of 
the contracted workday. Extra-duty pay is not given for mealtime and/or travel time. 

DOCUMENTATION 

▪ Original detailed receipts for meals and other reimbursements (credit card receipts will 

http://www.gsa.gov/
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not be accepted) 

▪ Certificate of Completion and/or invoice from the training 

▪ Mileage verification (e.g., MapQuest, odometer reading) 

UNALLOWABLE COSTS 

▪ Travel costs in excess of the federal per diem rates 

▪ Costs incurred outside of the current fiscal period of the grant 

▪ Retreats 

▪ Registration fees that include expensive supplementary items (for example, if the 
registration fee is $1,500 and includes a free iPad, then the registration fee will not be 
approved). 

▪ Reimbursement for books and other materials purchased with personal funds at a 
training. 

▪ Costs associated for entertainment i.e. networking events, alcoholic beverages, social 
events 

Books a n d  o t h e r  d e s i r a b l e  mater ia l  mu st  b e  p u r c h a s e d  th ro u gh  a  s t a n d a r d  
p u r ch as e  requisition in TxEIS (blanket purchase orders will not be issued with Title  I  funds). 

GENERAL NOTES 

For professional development requisitions [see VVISD Administrative Procedures Manual] 

 

OTHER ISSUES --- Supplement, Not Supplant 

▪ Supplemental funds cannot pay for any training that is required of the campus, or required 
of a staff member for their duties or their certification;  

▪ Reasonably expected of any non-supplemental funded campus or staff member; or 

▪ Paid for by the district at non-supplemental funds campuses. 
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PROFESSIONAL DEVELOPMENT TIMELINE 
Supplemental funds may be used for professional development starting on Sept 1st of the 
beginning year of the grant, and end on September 31st of the ending year of the grant. 

▪ Current year funds cann ot pay for travel or training that occurred prior to July 1st of 
the beginning year of the grant. 

▪ Current year Supplemental funds cannot pay for services that occur outside of district and 
after Sept 31st. 

ENCUMBRANCES 

All travel costs should be encumbered prior to the travel.  This includes registration fees, hotel, 
air costs, and car rentals. Any funds that will be reimbursed to the employee (mileage, meals, etc.) 
will be made available through the district’s reimbursement process and must be pre-approved 
prior to event. 

CONFERENCES 

If attending a conference, the individual will be required to submit a listing of the individual 
sessions that they attended, certificates, name badges, and any other like evidence supporting 
attendance or as needed for documentation for the Supplemental Funded program. 
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SECTION 4 FINANCIAL 
GUIDANCE 
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NEW ACCOUNTS 
The VVISD’s supplemental programs may use various codes to monitor the expenditure of their 
funding streams and program intentions. To ensure that accounts are set-up properly, meet the 
intent of Supplemental grants, and receive proper guidance all new accounts for these funds must be 
communicated and made through the Business Office. 

If a new Supplemental fund account is needed or if a specialized sub object is needed, contact 
the ASF for guidance.  

BUDGET AMENDMENTS 
The ASF and Bookkeeper will create and process all budget amendments, and submit any necessary 
documentation reflecting transfers associated with supplemental program’s budget amendment. 

ASF or designee will need the following information in order to process a budget amendment: 

1. Reason for the transfer, it must be listed as a need in the CNA and as a strategy in the CIP. 

2. Use whole dollar amounts when requesting a transfer. 

3. If transferring funds to or from a payroll account…proper amounts must be included for 
benefits (accounts 6141, 6143, 6146). 

Supplemental funds transfers between different function codes do not require board approval, 
unless otherwise specified by policy. 

BLANKET PURCHASE ORDERS 
To purchase food items for a Parent Involvement event, a one-time-use, event-specific Purchase 
Order can be used. This is for a purchase from a single vendor for a single event. 

NO PO PAYMENTS 
The district will not pay with supplemental funds for items secured without an approved district 
Purchase order. Administrators are responsible for ensuring that all applicable staff are aware that 
they are not to purchase items for the school and expect to be reimbursed. To purchase items 
needed for the school, a Purchase Order is required prior to the purchase or expenditure. 

 FINANCIAL GUIDANCE 
ACCOUNT CODES 

Purchases in supplemental funds follow VVISD accounting structure: 

FUND FUNCTION OBJECT SUB- 

OBJECT 

ORG PROGRAM 
YEAR 

PROGRAM 

INTENT CODE 

ACTIVTY 

CODE 

211 xx xxxx xx xxx x 30 xxx 
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Function Code  Object Code 

11 –  Instruction  6239 –  Education Service Centers 

12 –   Library  6249 –  Contracted Maintenance & Repair/Service 
Agreement 

13 –   Curriculum Development and 
Instructional Staff Development 

 6269 –  Rentals - Operating Leases (Charter Bus) 

21 –  Instructional Leadership  6291 –  Consulting Services 

23 –    Campus Leadership  6299 –  Misc. Contracted Services 

31 –  Counseling  6329 –   Reading Materials 

32 –  Social Work Services  6339 –  Testing Materials 

61 –  Parent Involvement  6397 

 

6399 –  

Inventory Control (computer/like devices 
under $5000 per unit) 

General Supplies (under $5,000 per unit) 

   6411 –  Employee Travel 

   6412 –  Student Travel 

   6419 –  Non-Employee Travel (Associated 
chaperone expenses) 

   6494 – Students School Buses  

   6499 – Miscellaneous Operating Costs (snacks, 
awards, incentives, etc.) 

   6639 – Furniture, Equipment & Software (over 
$5,000 per unit) 
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REQUISTIONS  
In TxEIS when generating an electronic requisition from supplemental funds, utilize the 
comments field or line item note section to provide additional information on the item(s) being 
purchased and how it is relevant to the District or Campus Improvement Plan. This information 
will be critical for Federal and State Auditors to understand the campus/program use of 
Supplemental funds during an audit and assist the Business Office to understand the nature of 
the request to determine allowability.  

In TxEIS, under the purchase requisition list reference at least one of the DIP/CIP’s: 

1) Goal 

2) Activity/strategy  

3) CNA priorities. 

BLANKET (OPEN) REQUISITION 

According to the TEA 2010 Financial Accountability System Resource Guide (FASRG), a blanket 
purchase order is issued to a pre-approved vendor authorizing purchases from that vendor over 
a period of time. Blanket purchase orders are valuable because they allow the purchase of items 
quickly, may eliminate numerous individual purchase orders for small dollar-value items, and 
usually reduce paperwork and related processing costs. However, blanket purchase orders must 
follow certain criteria: pre-qualification of vendors, limitation on the maximum amount for 
purchases, and a specific time frame for purchases covered by the blanket purchase order. 
Blanket purchase orders are issued so that supplies, materials, or services are available “as 
needed” by user departments. 

The Business Office is responsible for the pre-qualification of vendors and ensures that the 
number of vendors to whom blanket purchase orders are issued is limited. The use of blanket 
purchase orders, including their amounts and duration, are approved by the Business Office. All 
blanket purchase orders are generated with a broad description and closed prior to fiscal year-
end. All receipts must be submitted to the Business Office within 30 calendar days of the 
purchase. All August purchase receipts must be submitted to the Business Office by September 
10. This Open Requisition must be itemized in the comment section or item lines and meet the 
intent for the fund source and function listed.  To purchase food items for Parent Involvement 
activities using an Open Requisition/Purchase Order, all Supplemental funding guidelines must 
be followed and applicable documentation provided. If food items are being purchased for 
instructional purposes, the campus must still adhere to the Foods of Minimal Nutritional Value 
(FMNV) Guidelines. 
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PURCHASING APPROVAL 

A purchase for goods or services cannot be made using district or supplemental funds without 
prior approval from the Business Office in the form of a signed Purchase Order.  The ASF must 
approve any exceptions to the policy prior to committing any district funds. 

When a purchase requisition is submitted, the district staff agrees to follow the guidelines listed: 

1. Purchase requisitions should not be prepared unless the purchase is necessary to the 
instructional program or the operation of the district. 

2. The department/campus user is responsible for verifying the accuracy and completeness 
of the information on the purchase requisition.  The end user will ensure that the request 
is in conformance with the established purchasing policies and procedures. 

3. Each requisition must be approved by the Business Office.  The approval path for the 
funds is as follows: 

a. Principal/Department Administrator 

b. Student Activity Fund Specialist in Business Office (if applicable) 

c. Technology Department (if technology related) 

d. Program Administrator or designee (if applicable) 

e. Bookkeeper 

f. Business Office 

g. ASF or Superintendent ($5,000 and greater) 

4. Guidelines for the use of activity funds for purchases of goods and services are available 
from the Business Office. 

5. Guidelines for the use of supplemental funds for purchases of goods and services are 
available from the Business Office. 

The Business Office will review the requisition and provide initial approval after verifying 
compliance with the District’s purchasing guidelines, fund source, and procurement process. 

PURCHASING GUIDELINES 
All requisitions under the amount of $10,000.00 threshold are considered to be a “Micro-
purchase”.  Micro-purchases may be awarded without additional quote among qualified 
suppliers.   
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All requisitions over $10,000.00 will require 3 quotes from qualified suppliers and utilize the 
quote tabulation sheet.     

CONTRACTS AND AGREEMENTS 
All contracts or agreements will be processed according to VVISD’s policy and procedures.  The 
Superintendent of Schools or designee where applicable is the only Designated District 
Representative that may sign contracts or agreements requiring the use of Van Vleck 
Independent School District or supplemental funds.   

***LETTER OF INTENT 

A letter of intent expresses the agreement between VVISD and the vendor/consultant for 
services, resources, or products.  It is the intent of the district to utilize the vendor’s 
services for an upcoming grant year, but due to the limitations of expending grant funds 
in the fiscal year of each grant award, the letter expresses the districts intent to continue 
or begin services when the new grant year begins or a grant is awarded.  This letter is not 
binding nor binds any district funds for payment.  Only after a complete contract is 
approved and services rendered will the vendor receive compensation. The district does 
not have to provide a reason or rationale for the cancelation of the letter of intent nor for 
discontinuing services prior to contract award. 

PERSONAL RESPONSIBILITY 

The district will not pay for items secured without an approved purchase order. A district 
employee who purchases or orders any goods or services in the name of the district or who 
obligates the credit of the district without following purchasing policies and procedures shall be 
held personally responsible for payment to the vendors or return of the items 

“The Board shall assume responsibility for debts incurred in the name of the district so long as 
those debts are for purchases made in accordance with adopted Board policy and current 
administrative procedures. The Board shall not be responsible for debts incurred by persons or 
organizations not directly under Board control. Persons making unauthorized purchases shall 
assume full responsibility for all such debts.” 

“All purchase commitments shall be made by the Superintendent or designee on a properly 
drawn and issued purchase order, in accordance with administrative procedures.” 

COMPETITIVE PURCHASING REQUIREMENTS 
PURCHASING OF GOODS OR SERVICES IN EXCESS OF $50,000.00 

If projected expenditures are to exceed the $50,000.00 threshold, the department/campus will 
need to coordinate the procurement of these items in advance with the Business Office.  An 
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expenditure in excess of $10,000-49,999 requires three quotes and can be any single item 
purchase or the total aggregate in a twelve-month period of like items/categories or services.   

Regardless of procurement method, Board approval is required prior to purchases in excess of 
$50,000, single purchase or purchases in the aggregate  

NOTE:  In the event processes differ between other approved district policy/procedure manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

PURCHASING OF GOODS OR SERVICES IN EXCESS OF $50,000.00 

Purchasing of goods or services valued in excess of $50,000.00 or more in the aggregate for a 12-
month period shall be made by one of the following methods that provide the best value for the 
district: 

NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive. 

COMPETITIVE BIDDING METHODS 
[Refer to VVISD Administrative Procedures Manual for the following] 

▪ Competitive Sealed Bids  

▪ Competitive Sealed Proposal (RFCSP) 

▪ Request for Proposals (RFP), for services other than construction services 

▪ Request for Qualifications (RFQ), for professional services as provided by Texas 
Government Code, Chapter 2254 

 

OTHER METHODS OF COMPETITIVE PROCUREMENT 

An interlocal agreement permits a local agency to enter into an agreement with other public 
agencies in the interest of cooperatively sharing resources for mutual benefit.   

District Current List of Interlocal Agreements: 

▪ CP (Choice Partners National Purchasing Cooperative) 

▪ National IPA 

▪ Texas Local Government Statewide Purchasing Cooperative (BUYBOARD) 

▪ Purchasing Cooperative (Region 3) 
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▪ TIPS (The Inter local Purchasing System) 

▪ PACE (Purchasing Association of Cooperative Entities) 

 

OTHER METHODS OF COMPETITIVE PROCUREMENT 

Departments using these supplemental funding should get three quotes from vendors qualified 
in the respective cooperatives or as needed to ensure “best value” unless the items were 
competitively procured by the purchasing cooperative. Not all cooperatives are compliant with 
the competitive process and it is recommended to continue with the use of three quotes from 
vendors for the small quote procedures process. 

Again, budget stewards of supplemental funding must adhere to all establish district policies and 
procedures aligned to procurement. In the event, district policies and Federal guidelines are not 
aligned, the most restrictive methods should be adhered to, except as defined with travel and 
like approved reimbursement. 

PROCESS FOR COMPETITIVE BIDDING METHODS 
All supplemental funds will follow the district’s established process for competitive bidding  

EXEMPTIONS 

Emergency Purchases 

1. This type of emergency is defined by an imminent threat to the health, safety, or welfare 
of students of staff.  Purchases under such circumstances (s) must comply with state law 
and may be made only after a formal board action declares an emergency.  Example: to 
repair a school after a fire or a natural disaster. 

2. This type of emergency purchase is usually defined by local policy to provide for the 
acquisition of goods or services to meet an immediate need.  The emergency must be 
documented, and a purchase order must be issued on the next business day.  This type of 
purchase orders must be kept to a minimum.  Example: to replace windows broken at the 
school by vandals. 

NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less 
restrictive. 
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SOLE SOURCE PROCUREMENT [Revised to meet new EDGAR standards] 

Sole source refers to purchases of products where items being procured are available from only 
one single source.   

To classify as a sole source, there must be no other like items available for purchase that would 
serve the same purpose or function, and only one price for the product is listed because of 
exclusive distribution or marketing rights.  Any vendor requesting to be classified as a Sole Source 
Vendor must submit the district’s Sole Source Affidavit (signed and notarized) to the Business 
Office.  The Business Office will vet the Sole Source information and make a determination of it 
classification.  After a vendor is classified as a Sole Source, their vendor information is placed on 
the Sole Source list, with specific items which qualify as Sole Source, and an expiration date for 
the affidavit. If a campus/department is using Supplemental funding to purchase a sole source 
item from the district’s sole source list an additional prior approval will be needed from TEA. The 
campus/department will complete and submit the Request for Noncompetitive Procurement 
(Sole-Source) Approval form to the Business Office for processing. Example 1:  STAAR prep 
materials for math can be purchased from multiple different vendors which all follow the TEKS.  
No STAAR materials can be determined to be a Sole Source; therefore, competitive quotes must 
be procured to purchase a specific STAAR prep material.  

Example 2:  On-line reading programs can be purchased from various companies (Accelerated 
Reader, Ticket to Read, Read Naturally, and iStation).  Therefore, an on-line reading software is 
no longer considered a Sole Source; competitive quotes must be procured to purchase a specific 
reading software. 

[TEA REQUEST FOR NONCOMPETITIVE PROCUREMENT, see: www.tea.texas.gov] 

NOTE:  In the event processes differ between other approved District Policy/Procedure Manuals, 
information as stated here can only be supplemental or exceed the ruling and not make less restrictive.] 

ILLEGAL ACTS 
• Component purchases – refers to purchases of the component parts of an item that in 

normal purchasing practices would be purchases in one purchase. 

• Separate purchases – refers to purchases, made separately, of items that in normal 
purchasing practices would be purchases in one purchase. 

• Sequential purchases – refers to purchases, made over a period, of items that in normal 
purchasing practices would be purchased in one purchase. 

• An officer, employee, or agent of a school district commits an offense if the person with 
criminal negligence makes or authorizes separate, sequential, or component purchases 

http://www.tea.state.tx.us/
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to avoid the requirements of Section 44.031(a) or (b) of TEC.  An offense under this 
subsection is a Class B misdemeanor and is an offense involving moral turpitude. 

VENDOR RELATIONS 
Solicitors, vendors, collectors, or salespersons are not permitted to call or visit individual schools 
or departments without the prior approval.  Vendors are to request permission to contact or 
solicit the district campuses and departments through the Business Office.   The Business Office 
will request approval for visitation of the vendor from with the campus principal or department 
director.  The Business Office will generate a letter of approval and distribute to the vendor to 
schedule permitted times of visitation at each approved campus or department.  District 
procedure requests that solicitors, vendors, collectors, or salespersons shall not be permitted to 
confer with students or employees during school hours without the prior approval of the 
Superintendent or designee.  Under no circumstances shall such persons be permitted to 
interrupt classes or conduct personal business with employees. 

PERSONAL REIMBURSEMENTS 
Supplemental funds do not allow for personal reimbursements, unless prior approval is granted, 
and all other supplemental fund guidelines are followed.  Items needed for should be purchased 
through the normal purchase requisition procedures to meet the supplemental funds policies 
and guidelines. 

In the event of a critical situation, in which a purchase is needed on short notice, then a personal 
reimbursement may be allowed under the following circumstances, and according to the 
provisions of CH (Local): 

▪ The total amount must be approved prior to purchase by the Business Office 

▪ The critical situation must occur sooner than a normal purchase order could be processed 

▪ AND a written summary of the circumstance needs to accompany the request prior to 
any approval 

These purchases shall in no way be used to circumvent normal purchasing bidding laws, policies, 
and procedures and must be approved in advance by the grant administrator. 
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SECTION 5PARENT & FAMILY 
ENGAGEMENT GUIDELINES 
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PARENT AND FAMILY ENGAGEMENT 
Parental and Family Engagement (PAFE) has always been a centerpiece of supplemental funds 
and VVISD.  The Elementary and Secondary Education Act (ESEA) statutes define parental and 
family engagement as the participation of parents and family members in regular, two-way, and 
meaningful communication involving student academic learning and other school activities, 
ensuring that— 

▪ Parents play an integral role in assisting their child’s learning 

▪ Parents are encouraged to be actively involved in their child’s education at school 

▪ Parents are full partners in their child’s education and are included, as appropriate, in 
decision-making and on advisory committees to assist in the education of their child 

▪ Other activities are carried out that will build the capacity of all parents 

 

PARENTS RIGHT-TO-KNOW 
ESEA requires the district and campus to notify parents of all children in all Title I schools that 
they have the right to request and receive timely information on: 

1.  Professional Qualifications - of their children's classroom teachers. This includes: 

a) whether the teacher has met state qualification and licensing criteria; 

b) whether the teacher is teaching under emergency or provisional status; 

c) the baccalaureate degree major of the teacher and other graduate certification; 

d) whether the child is provided services by a paraprofessional. 

2. Federal Accountability Results - school districts must disseminate to parents, teachers, 
principals, schools and community the results of the district's yearly progress review of each 
school.   The school district shall publicize and disseminate the results of the annual review 
to parents reporting whether the school is making adequate yearly progress. 

3.  Academic Assessments - Schools must provide frequent reports to parents on their 
children's progress. 

TYPES OF PARENT INVOLVEMENT 
An event does not qualify for funding from Title I Parent and Family Engagement simply because 
parents will be in attendance.  PAFE is specifically defined in ESEA to be used in three ways: 
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PARENT INFORMATION  

Imparting knowledge to the parents regarding: 

a. Campus participation in the Title I program, activity, or parent training on these 
activities. 

-Knowledge about Title I or Title I programs 

- Information about or pertaining to a Title I program or activity 

b.  A description and explanation of the: 

- Curriculum in use 

- Academic assessments used to measure student progress 

- Proficiency levels students are expected to meet 

- Transition assistance from grade to grade or program to program 

c.   Information to understand: 

-The State’s academic content standards 

-Understanding the State student academic achievement standards 

 

DECISION-MAKING  

Involving parents in the campus decision-making process, including: 

A. Involvement in creating and/or revising the Parent and Family Engagement Policy 
and the School-Parent Compact. 

B. Involvement in how Title 1 funds are expended (This must be completed by 
October 31st). 

C. Involvement in other campus decision processes impacting student achievement 
(Site-Based Decision Making - SBDM). 

PARENT TRAINING 
Teaching the parents skills they can use to aid in the academic achievement of their children. 

This could include: 



VVISD-Supplemental Funds Manual  76 

a) Homework completion strategies; 

b) Literacy training; using technology; parenting skills, 

c) Strategies for core subjects including math, science, reading, writing, and social studies 

The majority of PAFE activities, and funds, should be spent on training for parents. Information 
and Training Sessions should be held during each semester, and definitely no less than four per 
school year to address students’ needs to pass academic assessments (e.g., STAAR). 

PARENT & FAMILY ENGAGEMENT COMPLIANCE 
Although Title 1 requires a parental involvement component other supplemental funds may 
have elements of a PAFE component interwoven within their programs.   

DATA COLLECTION  

Data is needed for  determining  (1)  how  many  families  are  benefiting  from  each 
supplemental  program,  (2)  the effectiveness of each part of the program, and (3) justification 
for expenditures. 

SURVEYS 

Parental feedback will be acquired annually for the House Bill 5 (HB5) Community and Student 
Engagement Ratings.  This survey will specifically ask questions in relations to: 

▪ Opportunities for parents to assist student in preparing for assessments under Section 
39.023; 

▪ Tutoring programs that support students taking assessments under section 39.023;  

▪ and participation opportunities in community service projects 

This criterion must be developed by a local committee to evaluate and the campuses must 
provide documentation or evidence to support their campus rating (Unacceptable, Acceptable, 
Recognized, or Exemplary).  The campus ratings will be calculated together to determine the 
district rating for this area of HB5.    

The parents, students (grades 3-12), staff, and community will have an opportunity to provide 
data for this rating through various means at the end of the year.  The HB5 survey results shall 
be provided, posted on the district webpage, presented at an open meeting of parents, and 
submitted through PEIMS as the campus rating in this area. 

In addition, campuses may conduct separate parent surveys such as: 
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▪ Beginning of the Year Parent Interest Survey (beginning of the school year) - to 
determine the types of activities the parents desire.  This survey should be sent out 
during the first month of school. This survey will be done annually to help create the 
PAFE Policy and School Parent Compact. 

▪ End of Year Parent & Family Engagement Program Evaluation Survey (for the end of the 
school year) - for parents to evaluate the overall Parent Involvement program and impact.  
This survey will be done every year. Send the survey out at the beginning of May.  
Tabulate date and submit results to the campus leadership team for submission to the 
campus Comprehensive Needs Assessment. 

REQUIRED DOCUMENTATION FOR ALL SUPPLEMENTAL FUNDED EVENTS 
All Parental & Family Engagement events/activities require the documentation (remember 
FRAME): 

▪ Flyer:  the notification to parent and any handouts for the activity/event 

▪ Roster:  a list of each person in attendance which includes the date, the facilitator, the 
printed name and signature of each participant  

▪ Agenda: the formal agenda for the meeting, detailing what is planned to be discussed; 

▪ Minutes: this is a moderately detailed summary of what was discussed in the meeting; 

▪ Evaluation: a simple evaluation of the activity to assess its effectiveness or relevance (can 
be a simple survey) 

Some events may provide all the above or not as well as generate additional documentation based 
on the need of the event, the vendor, or facilitator. 

TEA Auditors have taken the stance that, if this documentation is not kept (and produced when 
asked), then the event/meeting/training/workshop did not occur or meet the standard to utilize 
supplemental funds.  Consequently, any funds used for this event would have to be repaid to 
the State from local funds, and any compliance satisfied by the event would be voided.   

INTERNAL CONTROL: PARENTAL & FAMILY ENGAGEMENT DATA FORMS 
In addition to the School-Parent Compact, the campus or program must use data to record 
statistics from a single PAFE activity.   This data will be used to determine program effectiveness 
and serve as documentation for the Comprehensive Needs Assessment.  For supplemental funds, 
the Evidence box on the HB5 Community and Parental Involvement Rubric may support and help 
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determine essential needs for planning and funding. 

PARENTAL & FAMILY ENGAGEMENT DOCUMENTATION  

The campus must maintain their PAFE documentation. Documentation may contain any of the 
following items, but are not limited to: 

▪ Parent Interest Survey Results; End-of-Year PI Evaluation Survey results 

▪ HB5 Rubric, Rating, and Evidence (documentation) 

▪ Annual Supplemental Funds Meeting (documentation)  

▪ Staff Training on Parent & Family Engagement (documentation) 

▪ School-Parent Compact adopted (and documentation) 

▪ Campus Parent & Family Engagement Policy (and documentation) 

▪ Other Supplemental Funds Parent Activities (and documentation).  

 

INTERNAL CONTROL: DOCUMENTATION 

All PAFE documentation will be stored at the campus level and collected throughout the year.  
Items may be randomly evaluated for compliance by the Program Administrator.  A list of all 
non-compliance will be created, and principals will have two weeks to meet all compliance 
requirements.  Failure to be able to produce compliance documents or correct compliance forms 
may result in an additional mini audit, the following school year, for compliance monitoring. 

ELECTRONIC SUBMISSION FOR PARENT INVOLEMENT DOCUMENTATION  

Many of the documents required for PAFE are also automatically required to be converted to PDF 
format and sent to the Business Office upon request.   

▪ Campus PAFE Policy (English) 

▪ Campus PAFE Policy (Spanish) 

▪ School-Parent Compact (English) 

▪ School-Parent Compact (Spanish) 
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▪ Notification of Title 1 Parent Meetings 

DISTRICT LEADERSHIP TEAM 

The district leadership team will make amendments to the District Parent & Family Engagement 
Policy and will conduct a yearly review of the PAFE programs at the district level.  Campuses 
are responsible to conduct their own evaluations with their site-base committees. 

The committee is an open forum and comprised of administrators, staff, and parents from 
across the district.  Membership on the committee is by open to all interested individuals.   
The committee will seek interest and host meetings throughout the year. 

ANNUAL SUPPLEMENTAL FUNDS MEETINGS 

The district and each school utilizing supplemental funds must convene an annual meeting, at a 
time convenient to inform its shareholders (1) of the campuses participation in specified 
program(s), (2) of any specialized funding requirements/intention, and (3) of the parents' right 
to be involved in those programs. 

MEETING CONTENT 

The annual Title I meeting will be held at the beginning of the school year, which includes 
the following information on the school's participation in the Title 1 Schoolwide program: 

 

1. A description and explanation of the school’s curriculum (this could be a discussion 
along with a hand-out or web-site address of the TEKS); 

2. The types of academic assessments used to measure student progress; 

3. The proficiency levels students are expected to meet by the end of the year; 

4. How parents can participate in decisions relating to the education of their children. 

TRAINING-STAFF – PARENT ENGAGEMENT 

INFORMATION  

Each supplemental funds campus shall educate teachers, pupil services personnel, principals and 
other staff, with the assistance of parents, in the value and utility of contributions of parents, 
and in how to reach out to, communicate with, and work with parents as equal partners, 
implement and coordinate parent programs and build ties between parents and the school. 

The documentation of this training will be recorded on the Status of the Campus Form and 
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Workshop sign-in sheet.  This training must take place prior to the end of the first grading period. 

SCHOOL-PARENT COMPACT 
INFORMATION  

The School-Parent compact is a written agreement between teachers and parents that explains 
what families and schools can do to help children reach high academic standards of excellence. 
In a compact, families and school staff agree how to work together.  The compact serves as a 
reminder of all stakeholders' responsibility to take action at school and at home so that children 
can attain the state's academic achievement standards. 

EXPECTATIONS 

1. Each Title I campus shall jointly develop, with parents, a School-Parent Compact that 
reflects the needs that are unique to each school. 

2. The School-Parent Compact must outline how (a) parents, (b) the entire school staff, 
and (c) students will share the responsibility for improved academic achievement. 

3. Each compact must outline the means by which the school and parents will build and 
develop a partnership to help children achieve the State’s high standards. 

4. At the elementary campus, the School-Parent compact must be discussed, as it relates 
to the individual child's achievement, at a parent-teacher conference in the Fall semester. 

SPECIFIC REQUIREMENTS 

The School-Parent Compact must: 

1. Describe the school’s responsibilities to provide high quality curriculum and instruction 
in a supportive, effective environment. 

2. Include ways parents can support their child’s learning. Some examples of this are:  

a. School attendance,  

b. Making sure homework gets done,  

c. Volunteering in their children’s classroom,  

d. And participating in decisions about the education of their children and positive 
use of after- school time. 

3. Address the importance of on-going communication including:  
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a. Annual parent-teacher conferences in elementary schools 

b. Frequent reports to parents on their child’s progress 

c. Reasonable access to school staff, including opportunities to volunteer and 
participate in their child’s classes,  

d. And observe their child’s classroom activities. 

4. Be written and communicated in an understandable and uniform format and, to the 
extent practicable, in a language the parents can understand. 

5. Be evaluated annually for effectiveness in improving the academic quality of the school 
and to meet the changing needs of parents and the school. The review process must 
include parents, teachers, and other school staff. 

 

RESOURCES 

ESC Region 16 publishes a booklet entitled Developing a School-Parent Compact that provides 
guidance for documenting required program implementation activities according to the Texas 
Education Agency Division of ESSA Program Coordination standards. 

SCHEDULING 

At the elementary campus, each teacher must discuss the School-Parent Compact with parents 
during the parent-teacher conferences. At the intermediate and middle school campus level, 
School-Parent Compacts should be distributed in the registration/orientation packets and as 
needed throughout the year. 

The process to review, revise and amend the School-Parent Compact should annually. The same 
committee that works on the School-Parent Compacts can also work on the Campus Parent 
Involvement Policy. 

SUBMITTING DOCUMENTATION  

All documentation from the School-Parent Compact committee shall be held at the campus level and 
when random evaluations are held, campus shall produce these documents.   
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CAMPUS PARENT & FAMILY ENGAGEMENT POLICY & TIMELINE 
 

INFORMATION  

According to Public Law 107-110, Section 1118, schools receiving Title I funds are REQUIRED 
to develop jointly with, agree upon, and distribute to parents of participating children a written 
parental involvement policy. The written parental and family engagement policy explains how 
the school campus supports the important role of parents in the education of their children. 

SPECIFIC REQUIREMENTS 

This policy must specify that the school will: 

1. Convene an annual meeting to explain the Title I program to parents and inform them of 
their right to be involved in the program. 

2. Offer a flexible number of meetings, and may use Title I funds to pay for related expenses, 
such as childcare. 

3. Involve parents, "in an organized, ongoing and timely way," in planning, review and 
improvement of Title I programs;  

4. Will jointly develop the Campus Improvement Plan with parents. 

5. Provide timely information about the campus Title I programs to parents, describe the 
curricula, the student assessments and proficiency levels students are expected to meet, 
provide opportunities for regular meetings where parents can provide input, and respond 
promptly to parent suggestions 

6. Develop a process to review the effectiveness of the Parent & Family Engagement Policy 

7. Provide parents with an opportunity to submit dissenting views to the school district if the 
campus schoolwide program is not acceptable to them 

8. Share development of the School-Parent Compact among school staff and parents 

RESOURCES 

ESC Region 16 publishes a booklet that provides guidance and a checklist for documenting 
required program implementation activities according to the Texas Education Agency 
Division of E S S A  Program Coordination standards.  

TIMELINE 
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1) A copy of the policy must be sent home with every child at the beginning of the 
year. 

2) A copy of CIP must be available on the campus website by October 1. 

3) The principal must confirm that the written campus PAFE policy was sent home 
with each student, and that the campus complied with all Title 1 requirements. 
Instructions on completing this confirmation requirement will be sent to principals 
and documentation will be submitted to the Business Office by a specified end of 
year date. 
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