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Forms 

1. How do you access the employee schedule and certification spreadsheet and the 
LEA management certification form? 

Both the spreadsheet and the management certification are posted on the Substitute 
System page of the TEA website, along with this FAQ, under the headings “Employee 
Schedule and Certification” and “Management Certification for Substitute System of 
Time-and-Effort Reporting,” respectively. 

2. Why does the schedule cover a week when the certification period is six months? 

The schedule must be consistent from week to week for the employee to use the 
substitute system, which explains why the form requires the employee to specify 
activities in one work week.  

3. What should the LEA do if the dropdown list of programs does not include a 
program? 

The employee would use the manual entry fields (lines F and G) to indicate any program 
not included on the dropdown list. 

Charter Schools 

4. How does this guidance apply to charters operated by a nonprofit organization? 
Normally, those charters are governed by the cost principles in 2 CFR Part 230 
(OMB Circular A-122), while the substitute system is based on 2 CFR Part 225 
(OMB Circular A-87). 

According to the additional guidance TEA received from the US Department of 
Education, the substitute system is available to all LEAs. That includes ISDs, all open-
enrollment charter schools, and ESCs. 

5. The requirements make it clear that the substitute system applies to open-
enrollment charter schools, which means that employees who work on multiple 
activities supported by a single cost objective can now submit semiannual 
certifications, rather than PARs. Does this mean that charter school employee 
who work 100% of the time on the same activity may also now submit semiannual 
certifications? 

TEA is awaiting clarification from the US Department of Education on this question. 

Ed-Flex and ESEA Requirements 

6. How does the substitute system of time-and-effort reporting (substitute system) 
apply to Texas’s Ed-Flex authority? 

Ed-flex waives the submission of semiannual certifications for the programs eligible 
under the Ed-Flex waiver. (See the Ed-Flex Waivers page of the TEA website for more 
information.) Employees are required to complete the schedule, which both the 
employee and the supervisor with direct knowledge of the employee’s schedule then 
sign. The schedule is kept on file at the local business office. Per the Ed-Flex waiver, the 
employee is not required to complete or submit the certification. However, in lieu of the 
semiannual certification, the employee is required to maintain signed and dated job 
descriptions identifying the funding source and job duties attributed to the program.  

http://www.tea.state.tx.us/index2.aspx?id=2147510385
http://www.tea.state.tx.us/index2.aspx?id=2147510385
http://www.tea.state.tx.us/index4.aspx?id=4222&menu_id=2147483742
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Split Funding and Single Cost Objective 

7. As a result of the single cost objective definition, are any changes required for job 
descriptions? 

As applicable, a sentence should be added to the employee’s job description stating that 
they are supported by a single cost objective, even though funding is split among 
multiple sources. 

8. What is the definition of “single cost objectives” and “multiple cost objectives”? 

Refer to the PowerPoint presentation from the time-and-effort reporting (linked from the 
Substitute System page, along with this FAQ) for definitions of single and multiple cost 
objectives. The PowerPoint also includes examples of split-funded employees who are 
supported by a single cost objective.  

For additional examples of split-funded employees who are supported by a single cost 
objective, refer to Enclosure C of the September 7, 2012, USDE letter.  

9. Is there an easy way to determine when an employee paid out of multiple awards 
is really working under a single cost objective? 

Cost objectives are defined according to the set of work activities allowable under the 
term and conditions of each funding source. If an employee is working under a single 
cost objective, all the activities on his or her schedule must be totally supported from 
each federal grant contributing to the salary compensation, even when the employee is 
actually paid out of multiple grants. The activity is the cost objective, not the funding 
source. 

10. Is a teacher who is split-funded between Adult Ed and TANF funds eligible to be 
funded as a single cost objective? 

No, because the employee’s Adult Ed activities cannot be supported under TANF, this is 
two cost objectives.  

11. Is a teacher who is split-funded between Adult Ed and TANF funds eligible to 
submit a semiannual certification under the substitute system, even though not all 
of her duties are allowable under one of those programs (TANF)? 

Yes, as long as specific activities worked for each program are based on a 
predetermined schedule. In addition, the employee must not work on multiple activities 
or cost objectives at the exact same time on his or her schedule.  

12. The definition of multiple cost objectives includes a funding split between direct 
and indirect costs from the same program. Is it possible for an employee who is 
funded under the same program but from direct and indirect costs to claim 
funding under a single cost objective? 

No, if the staff member is paid from direct costs for one piece of work and from indirect 
costs for another piece of work, multiple cost objectives automatically apply, regardless 
of whether the program is the same. 

An example of this multiple cost objective is an HR staff member who also does highly 
qualified teacher (HQT) data reviews and is split-funded between indirect costs for 
general HR work and federal funds for HQT work. 

http://www.tea.state.tx.us/index2.aspx?id=2147510385http://www.tea.state.tx.us/index2.aspx?id=2147487920&menu_id=951
http://www2.ed.gov/policy/fund/guid/gposbul/time-and-effort-reporting.html
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12. The examples of single cost objective given in the PowerPoint presentation 
include one for Title I and state comp ed. Could Title III and LEP likewise be 
considered a single cost objective? 

The reason that the Title I example shows a single cost objective is that all the 
employee’s job activities could be supported by either program (even though the district 
chooses to pay the employee from multiple sources). A district could not support Title III 
and state ESL or bilingual activities under a single cost objective without running into 
supplant issues.  

13. An LEA is funding a middle school math teacher from Title II, Part A and from 
SCE. Is the teacher eligible for the substitute system? 

Yes, as long as the teacher has a predetermined schedule consisting of activities for 
both programs.  

14. What if an employee works a regular, consistent schedule, but one of the 
employee’s regular activities is not grant eligible (for instance, the employee 
coaches the cheerleading squad)? 

The employee is still eligible to use the substitute system. The non-grant-eligible time 
would be charged to other local funds, using the manual entry fields on the program list 
(lines F and G) section of the employee schedule.  

15. An employee working a consistent schedule serves at-risk students and is paid 
with Title I, Part A funds for all periods of the day except for one coaching period 
and a conference period funded with local funds. Is the employee eligible? 

Yes, as described in Question 14, the employee is eligible to use the substitute system. 
The coaching and conference periods funded with local funds would be accounted for 
using the manual entry fields (lines F and G) on the program list section of the employee 
schedule. 

LEA Requirements 

16. Are LEAs, including ESCs, required to adopt the substitute system? 

Participating in the substitute time and reporting system is completely optional. The 
substitute system is available to all LEAs including ESCs and open-enrollment charter 
schools provided that all applicable requirements are met. 

17. What if the LEA only has a single employee who wants to use the substitute 
system? Is the LEA still required to submit a management certification? 

Yes, the LEA must submit the management certification regardless of the number of 
employees who are using the substitute system. 

18. An LEA does not want to implement the substitute system but does want to let its 
single cost objective employees complete semiannual certifications. What does 
the LEA do? 

No action is necessary in this case. The LEA can continue with its current practices of 
reporting time and effort.  
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19. What happens if an LEA decides not to adopt the substitute system but then 
changes its decision after the February deadline for submitting the management 
certification? 

The LEA would not be eligible to participate during the 2012-2013 school year but would 
be able to submit the management certification and participate in school year 2013-
2014. 

20. An LEA currently has no staff eligible to use the system but wants to be able to 
use it immediately if it has staff who become eligible. Should the LEA submit the 
management certification now? 

The LEA may submit the certification now, if so desired, and retain its eligibility to 
participate during the 2012-2013 school year. 

21. If an LEA is not funded by any federal grants, should it still complete and submit 
the management certification form? 

No, in that case the LEA would not be required to complete and submit federal time-and-
effort records, and the LEA would not be eligible to participate in the substitute system. 

22. An LEA wants to adopt the substitute system, but only for the second half of the 
2012-2013 school year. Can the LEA document time and effort for the first half of 
the year using the traditional method, since those records have already been 
created and collected, and then use the new substitute system for the second half 
of the year? 

Yes, the LEA may maintain its old documentation for the first half of the year and begin 
using the substitute system in the second half of the year. LEAs are free to make the 
substitute system retroactive to the beginning of the 2012-2013 school year, but this is 
not a requirement. 

23. Are LEAs still required to reconcile payroll with PARs at the end of the year? 

Yes.  

Employee Requirements 

24. One of the requirements for this system states that the employee’s schedule must 
be consistent. May an employee use this system if his or her schedule changes 
regularly? 

If the employee’s regular schedule changes as often as every month, the substitute 
system will not work for that employee. In that case, the employee is better off continuing 
with the monthly personnel activity report. However, if changes to the employee’s 
schedule occur less frequently, such as once every three or four months, the employee 
could use the substitute system as long as he or she resubmits the schedule and 
certification whenever the schedule changes by more than 10%. 

25. Who is supposed to complete the schedule, the employee or someone in human 
resources?  

The person completing the schedule should have direct, firsthand knowledge of the 
employee’s schedule. If someone in HR completes the schedule, the LEA must ensure 
that requirement is met because records will be audited. 
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26. What if an employee leaves before the end of the certification period? 

If the employee is no longer with the LEA at the end of the designated period, the 
supervisor with direct knowledge of the employee’s schedule would note that on the 
employee signature line and then sign the certification. 

27. To use the substitute system, is a staff member required to keep extra 
documentation of his or her activities, such as a class list or sign-in log? 

A predetermined class schedule for the reporting period is required to support the time 
and effort, and no additional documentation is required. For supplemental pay outside 
the regular schedule, that extra documentation would be required. 

28. Can the schedule cross organization codes? 

An employee such as a teacher who works on multiple campuses with different 
organization codes may use the substitute system as long as the employee’s activities 
can all be supported by the cost objectives identified on the schedule. 

29. How should an employee indicate paid leave using the employee schedule? 

The employee would document paid leave using the same schedule used to document 
time worked. While an employee is on paid leave, he or she is paid based on the regular 
schedule. 

30. An employee regularly works on the same programs but never knows from day to 
day how much time she will spend on each. Is that employee eligible for the 
substitute system? 

No, that employee does not meet the requirement stating that the schedule must be 
regular and consistent. 

31. How would an employee who works a block schedule use the employee 
schedule? 

Instead of filling out all the columns for Monday through Friday, the employee would use 
two columns (or as many as needed) and write a note at the bottom explaining that the 
schedule is a block schedule. If the employee alternates between an “A” and a “B” day, 
for instance, he or she would fill out two of the columns, completing each column with 
the total hours worked for each day of the block schedule.  

32. When should the employee complete the schedule and certification? 

The certification should be prepared after the fact based on predetermined schedule and 
any subsequent changes made in the schedule during the reporting period. The 
requirement is verification of actual hours worked, not an estimate. 

Shared Services Arrangements (SSAs) 

33. For LEAs in a shared services arrangement, who chooses to use the substitute 
system, the member district or the fiscal agent? 

The substitute system does not alter the current arrangement between the fiscal agent 
and member districts for reporting and maintaining time and effort records.  
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Copyright © Notice.  The materials are copyrighted © and trademarked ™ as the property of the 
Texas Education Agency (TEA) and may not be reproduced without the express written 
permission of TEA, except under the following conditions: 

1) Texas public school districts, charter schools, and Education Service Centers may reproduce and 
use copies of the Materials and Related Materials for the districts’ and schools’ educational use 
without obtaining permission from TEA. 

2)  Residents of the state of Texas may reproduce and use copies of the Materials and Related 
Materials for individual personal use only without obtaining written permission of TEA. 

3) Any portion reproduced must be reproduced in its entirety and remain unedited, unaltered and 
unchanged in any way. 

4) No monetary charge can be made for the reproduced materials or any document containing 
them; however, a reasonable charge to cover only the cost of reproduction and distribution may 
be charged. 
Private entities or persons located in Texas that are not Texas public school districts, Texas 
Education Service Centers, or Texas charter schools or any entity, whether public or private, 
educational or non-educational, located outside the state of Texas MUST obtain written approval 
from TEA and will be required to enter into a license agreement that may involve the payment of 
a licensing fee or a royalty. 

For information contact: Texas Education Agency, 1701 N. Congress Ave., Austin, TX 78701-
1494; email: copyrights@tea.state.tx.us.  

mailto:copyrights@tea.state.tx.us

