
Tel<aS Education Agency 

January 7, 2022 

Commissioner Mike Morath 

ACTION REQUIRED 

DISTRICT SUPERINTENDENT

RE: Student Attendance Compliance Review for the 2020-2021 School Year 

Dear ______________: 

The Financial Compliance Division at the Texas Education Agency (TEA) will conduct a student 
attendance compliance review of your school's student attendance accounting records, policies, 
and procedures for the 2020-2021 school year. The primary purpose of the review is to 
determine whether the LEA was in compliance with the statutory requirements given in the 
Student Attendance Accounting Handbook (SAAH). The compliance review will also seek to 
determine whether student eligibility reported to the Public Education Information Management 
System (PEIMS) database was appropriately documented. A list of specific compliance 
objectives is enclosed. 

The compliance review will be conducted in two phases. The first phase requires the LEA to 
complete the enclosed questionnaire. The questions pertain to the LEA's attendance 
accounting software and the procedures used in collecting and reporting student attendance 
data. Based on the answers given to the questions in the questionnaire, auditors will assess the 
LEA's  current student attendance reporting procedures. 

We ask that the appropriate personnel complete the enclosed questionnaire and send it, with 
the requested documents listed in the questionnaire, to the auditor-in-charge by February 8, 
2022. The auditor-in-charge for this review is __________. If you would prefer to complete an 
electronic version of the questionnaire, please contact  at ___________. 

To maintain the safety and security of the student records being submitted for review, we 
recommend that you submit the documents electronically using the Texas Education Agency's 
secure file transfer system. Once you have gathered and scanned the requested documents, 
please contact __________ so we can e-mail you a link that you can use to safely and securely 
transmit the documentation. 



The second phase of the compliance review requires the LEA to submit documentation to 
support student eligibility from a student sample taken from PEIMS. Auditors will select the 
sample from the attendance data reported by the LEA to PEIMS for the 2020-2021 school year, 
focusing on applicable special programs such as bilingual/English as a second language (ESL), 
special education, prekindergarten, pregnancy-related services (PRS), state compensatory 
education, and dyslexia services. The auditor-in-charge will send this sample to the LEA's 
contact person (to be identified in the questionnaire), along with a brief description of the 
supporting documentation that must be submitted to TEA. The auditor-incharge may request 
absence summary reports for a given day on a given campus to ensure that attendance was 
properly posted and documented. Auditors may also request additional records to support 
reported entry and/or withdrawal dates. Once all the documentation has been received, auditors 
will compare it with the PEIMS data. 

After both phases of the compliance review are complete, TEA will issue a detailed report of its 
findings. The report may give recommendations or required actions for the LEA to follow. 
Please note that this review does not constitute an audit, but findings c0nsidered material could 
result in future actions being taken to correct the attendance data reported to PEIMS. The 
review will address student attendance accounting activities from the 2020-2021 school year, 
but auditors may also inquire about the LEAs activities in previous years. 

If you ha��'�ny questions, please feel free to contact _____ auditor-in-charge, at _____

________

 Financial Compliance Division 

Enclosures 
c: _______, PEIMS Coordinator 



Student Attendance Compliance Review Objectives 

Calendar and Waiver Days: To determine whether the LEA has established policies and 
maintained records that provide for and offer adequate evidence that minutes of operation were 

in substantial compliance with the Texas Education Code (TEC), Chapter 25, and SAAH. 

Age, Residency, and Program Eligibility Requirements: To determine whether the LEA has 
established policies and procedures to ensure that students are eligible in terms of admission, 
attendance, and program purposes in accordance with the TEC, Chapter 48. 

Maintaining Records to Reflect Average Daily Attendance: To determine whether the LEA 
has policies and procedures to ensure that student attendance is determined in compliance with 
19 Texas Administrative Code (TAC) §129.21 and the TEC, Chapter 48. 

System for Recording Absences: To determine whether the attendance accounting records 
used by the LEA provide the types of information needed to support calculations of student 
absences and are appropriately safeguarded and certified as prescribed by 19 TAC 
§129.21.

Procedures for Ensuring the Accuracy of Attendance Reported: To determine whether 
data recorded in the LEA attendance accounting records was accurately entered in substantial 
compliance with the accounting principles, record-keeping rules, and instructions prescribed by 
19 TAC §129.21 and the TEC, Chapter 48. 



TEA-Attendance Policy Procedures Questionnaire 

Instructions 

TJ,e purpose of //,is q11estio11naire is to rleter111i11e whetl,er ti,e LEA is in co111pli1111ce wit!, the St11rle11t Atte11rla11cc 
Accounting Handbook (SAAI-l). SAAI-l requires t/111/ LEAs adopl 11 st11dwt a/.le11d11nce 11ccou11li11g syslelll 11111/ 
inclurles effective procedures to wsure ti,e 11cC11mte recorrling 1111rl reporting of st11rle11t 11tte11d11nce. TJ,c 
requirements in SAAI-l are based 011 lhc Texas Edurntio11 Code, Texas Ad111i11islrative Code, and rules establislred 
by the State Boarrl of Erluc11tio11. 

Please respond to each qnestio11, s/1011/d you 11eed a11y arlditio1111/ infom111tion or c/11rifirntio11 fro111 TEA please 
conlacl lire auditor-in-c/111rge as sliow11 below. 

Contact Information 

Name 

Title 

Phone 

Email 

Audit Period 
The period for this audit is the school year(s): 

Date questionnaire issued: 

Attendance Policy 

1. What time is the official attendance taken at each campus?
(Please give t/1e 11ct11nl li111e a11rl i11str11ctio11al ho11r or period) 

2020-2021 

January 7, 2022 

TEA Contact 

 

2. Do teachers post attendance electronically (meaning directly into the LEA's attendance software) or do teachers post
attendance 1

1
.1AD1FifJy through recordi11g and certifying by using paper class attendance rosters?

Plense c/1eck one 

Q l<:lectronically

Q l\·L1nuJlJy

3. If your teachers post attendance manually, please describe the procedures and reports used and other personnel
involved in posting the attendance recorded by teachers into the LEA's attendance software system.

4. What are the procedures used to make and document any changes made to the original attendance recorded by the
teacher?
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5. If applicable, please describe the process of how attendance is collected and reported for students receiving special
education or general education homebow1d services or pregnancy related services compensatory education home
instruction (CEHl)7

6. Please describe how teachers accow1t for students who are participating in a school-sponsored activity and are away from
the campus (such as on a field trip) at the time attendance is taken?

7. Does the LEA maintain an attendance accounting procedures manual that gives specific details about the attendance
accmmtu1g system, in accordance with SAAH?

Q Yes our LEA maintains an attendance manual 

Q No attendance manual is maintained 

8. If the answer to #7 was yes, please provide a copy of the attendance accounting procedures manual with this completed
questimrnaire. If the answer to #7 was no please provide a brief explanation why one has not been developed.

9. During the 2020-2021 school year, did the LEA reconcile membership from each teacher's class roster with the information
contained in the attendance accounting software at the end of the first and fourth six-week reporting periods?

QYes 

Q No 

10. If the answer to #9 was yes, please provide documentation for one campus that shows the reconciliation was conducted.
A comparison of a summary report of the teacher count to the attendance system cow1t, noting any differences between 
the two counts, would be acceptable so long as the summary has been certified by the LEA's PEIMS Coordinator and 
approved by his or her supervisor. Please check 011e.

D Reconciliations are conducted; example attached/included 

D No examples provided; reconciliations are not performed 

Student Attendance Accounting System 

11. Are teachers responsible for recording the daily attendance directly to the student attendance accounting system without
paper documentation? 

QYes 

QNo 

12. Please describe the logon procedures and security measures in place for preventing unauthorized access to the
attendance softvvare system.
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13. Once the teacher has access to the attendance system, what is the period of inactivity that the system allows before
"timing out" and logging off the teacher's access?

14. Please describe the attendance system's ability to document the date, time, and logon identity of the individual recording
the original attendance.

15. Please describe the attendance system's ability to require a confirmation whenever a teacher submits "All Present".

16. Please describe the attendance system's ability to document the date, hme, and logon identity of the person making
changes to the original attendance and the reason for the change.

17. What are the attendance software system's backup procedures and disaster recovery procedures to restore lost
attendance data? Please include the last date the disaster procedure ,vas tested.

18. What is the name of the LEA's student attendance software accounting system that was used during the 2020-2021 school
year? ln addition who was the conh·acted vendor the dish·ict used to implement this software?

Software Application: 

Contracted Vendor: 

19. For how many years has your LEA used the attendance software application indicated in #18 above?

Year(s) 

Additional Requested Documents 

e Copy of the school calendar for the 2020-2021 school year. The calendar should be updated to reflect any days missed 
because of an unplan.ned event (such as bad weather or power outage) and any days used to make up any missed 
days. 

• A copy of the end-of-year dislTict summary report for the 2020-2021 school year that summarizes student attendance
and contact hours which is signed by the superi11tendent. Please note that only the report that provides a combined,
year-end total of all campus data is requested and that a report from each six-week reporting period is not required.
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Other Comments (Optional): 

Please make any additional comments that would help us understand yoL1r responses to this questionnaise. 
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