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This document represents the procedures used within the MCISD Administration and Business
Department. These procedures are based upon TEA Regulations and School Board Policy and are
subject to change.
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INTRODUCTION
*This handbook is intended to serve as an extension of board policies. The regulations and
guidelines will help administrators operate within the confines of board policies and legal
requirements. In turn, teacher and student handbooks and regulations (rules) serve as
administrative regulations, which are also based on school policies and/or legal requirements,
when they have been approved by the superintendent.
It must be understood, however, that the final authority and decisions will rest with board policy.
Should there be a conflict between administrative regulations and board policies or state law –
the latter shall prevail.
Administrators (and other staff) are encouraged to check through administrative channels when
questions arise about proper procedures to follow.
District employees should remember that the procedures we follow are based on the assumption
that student learning is always our top priority.
Students, regardless of age, will be treated with the same dignity and respect which one would
expect to be extended to any human being. Consideration will be given to the traits which make
each individual unique in developing educational programs which are sensitive to different
needs and learning styles.
Teachers, administrators, and other employees, shall strive to provide safeguards that prevent
discrimination based on race, sex, disability, color, religion, age, military status, language
proficiency, or national origin. The employer-employee relationship is expected to apply the
same safeguards.
We – as teachers – must set the examples which we would like to see young people follow now
and in the future!
*NOTE: Refer to Madisonville CISD Board Policy Manual, Employee Handbook, Student
Handbook, and Student Code of Conduct for additional detailed instructions and information.
LINE-STAFF
The administration of the Madisonville Consolidated Independent School District is on the unit
type. The superintendent is responsible to the board of trustees. Board members are elected by
and are responsible to the people of the district. The organizational chart indicates the lines of
responsibility, but understanding and cooperation are essential to the achievement of lasting
results.
ADMINISTRATIVE ORGANIZATION PLAN: LINE AND STAFF RELATIONS
All building principals are responsible for all school business on the campus to which they are
assigned.
All assistant principals are line administrators and are in charge of the assigned campus in the
absence of the principal.
All employees are to comply with all reasonable and proper directives of their supervisors.
Employees who work on more than one campus will be assigned to one principal for
coordination purposes. Their evaluation on the other campuses will be by the principal of each
campus on which they work and must be considered at recommendation time.
All employees will follow Board Policy DGBA in settling grievances of disputes. Board policy
calls for an orderly progression through the chain of command as indicated in the line and staff
organizational chart.
All personnel classified as teachers (including administrators) shall be employed by the board
upon recommendation of the responsible administrator(s). Any teacher recommended by the
administration and employed prior to final approval by the board shall receive full pay from the
first day of duty if the contract recommendation is approved by a majority of the board. In case a
recommendation is not approved, the person shall be terminated automatically and shall be paid
as a substitute teacher for the days worked.
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All nonclassified employees and those on or below pay grade 6 are employed, assigned, reassigned and/or terminated by the superintendent.
CORPORATE NAME OF SCHOOL DISTRICT
The corporate name of this school district, as provided by law is “Madisonville Consolidated
Independent School District”. All business shall be transacted under the corporate name. For
identification purposes with the Texas Education Agency, the number of the school district is
154-901. The official address for the district is:
P.O. Box 879
Madisonville, Texas 77864
The location of the central offices is 718 Bacon Street.
MEMBERSHIP OF THE BOARD
The Board of Trustees at its called meeting after the election of each year shall organize by
administering the oath of office to newly elected members and by electing a president, vicepresident, and secretary from among its members. Each of these shall serve until his/her
successor is elected.
DUTIES OF THE BOARD OF TRUSTEES
The Board of Trustees shall provide for a school system and establish general policies in keeping
with the needs of the community and requirements of the state law. Members of the board shall
have authority only acting as a board legally in session. The board shall not be bound in any way
by any statement or action on the pursuance of specific instructions of the board. (Education
Code 23.25)
DUTIES OF THE OFFICERS
President
The President shall preside at all meetings, and perform all duties prescribed by
law or by the board.
Vice-president The Vice-president shall perform the duties of the president in case of
resignation, absence, or disability of the president.
Secretary

The Secretary shall perform all duties required by law and such other duties as
the board may request.

BOARD OPERATING PROCEDURES
Guidelines and operating procedures have been developed by the superintendent and board
members as a method to effectively communicate with students, staff, and patrons of the district.
A copy of these procedures is on file in the superintendent's office.
COMMITTEES
Special committees may be created by the board for specific assignments. When so created, such
committees shall be appointed by the president. Such committees shall terminate upon
completing their assignments, or by a vote of the board. The superintendent shall be an ex-officio
member of all committees of the board.
BOARD MEETINGS
Regular meetings of the Madisonville Consolidated Independent School District shall be on the
second Monday of each month. Meetings will be held at places as noted on the official agenda.
AGENDA AND MINUTES
An agenda shall be prepared under the direction of the superintendent. Limits and retainers are
discussed under Board Policy BE(LEGAL). For an item to appear on the agenda, it must be
submitted before noon of the 4th working day preceding the regular meeting and by noon of the
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third working day preceding a special meeting. Public participation is limited to the designated
open forum portion of the meeting.
QUORUM
The board may conduct official business only when a quorum of its membership is present. Four
members of the board constitute a quorum. The president of the board is a voting member.
AMENDMENT OF RULES
The rules and regulations of the board may be amended by a majority vote of the board at any
meeting provided that the item was properly placed on the agenda and that each member has
advanced notice of such change.
PUBLIC REQUEST FOR DOCUMENTS
The superintendent is hereby designated the custodian of all records, documents, writings,
letters, memoranda, or other written, typed, copied, or developed materials possessed,
assembled, or maintained by this school district.
All requests for public information are to be forwarded to the superintendent immediately upon
receipt.
BOARD OPERATING PROCEDURES
Detailed information on board operating procedures is addressed in the TASB Board Policy
manual and the MCISD Board of Trustees "Operating Procedures" handbook.
EMPLOYMENT/HIRING PROCEDURES
CRIMINAL HISTORY PROCEDURES AND CRITERIA
Before recommending employment of personnel or allowing persons to work as volunteers in the
Madisonville CISD, a criminal history record check will be conducted. Reported offenses that
should be considered are:
1) Felony - any conviction
2) Felony - charged
a. The district will put the person on a "hold" status until the charges are affirmed or dropped.
3) Driving While Intoxicated or Under the Influence of Drugs
a. One DWI or DUI conviction within the last ten years will eliminate a person from
working at the school in any capacity.
b. If more than ten years have elapsed since a DWI conviction, the district can consider for
employment.
4) Any crime with the element of moral turpitude or a drug related offense
5) Sex offenders - convicted
6) Any person convicted of neglect, injury to a child, child abuse, spousal abuse, assault with a
deadly weapon, etc. (If charged with any of these offenses, the application will be put on hold
until the charges are affirmed or dropped.)
7) Criminal mischief - charged or convicted.
8) Theft - to be determined on an individual basis.
This list may be changed at any time. Any recommendation for employment or volunteer work is
based on the best interest of the district.
TEACHER GUIDELINES FOR INTERVIEWING APPLICANTS
These guidelines were developed to aid staff members as they participate in the process of
interviewing prospective teacher candidates. Please remember that you are participating on the
interview committee in an advisory capacity. As the campus administrator, your principal has
the final responsibility for recommending the employment of all personnel assigned to that
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campus. At Madisonville CISD, the principal, with the assistance of the campus team, may select
the top applicant(s) who will interview with the assistant superintendent. At that point, the
principal and the assistant superintendent agree on employing the applicant. If not, the principal
must go back to the applicant pool to find a mutually acceptable candidate. Once a candidate is
agreed upon, the principal will make a recommendation for employment to the assistant
superintendent and set up an interview between the superintendent and the applicant. The
superintendent must agree on employment of the applicant prior to submitting the
recommendation to the Board of Trustees. As per state law, however, no applicant is ever
assigned to a campus without the principal's approval.
Although teachers do not have final authority in the assignment of a teacher, the role of peer
teachers in the selection process is extremely important. Teachers participating in the interview
process possess some unique qualifications. Generally, classroom teachers are in a much better
position than an administrator to ask questions about specific content methodology. Classroom
management is another very suitable area for teacher questions. Teacher perspectives on each of
these areas are perhaps very different from your administrators, and you can provide a unique
viewpoint in the interview process. We also want our teachers to feel comfortable to ask any
other questions that they feel would produce helpful information. However, there are several
constitutionally protected areas that must be avoided, and these are listed below.
Areas to be avoided in questioning are:
1) "What church do you attend?", or any other questions about the individual's religious affiliation.
2) Family questions, i.e. "Are you married, divorced, have children?"
3) Age
4) Sex or "sexual preference"
Important areas to cover with each teacher candidate:
Classroom Management and Discipline-Do you favor any particular type, i.e., assertive
discipline, discipline with dignity, reality therapy? How does the candidate view teacherdirected discipline? Has the candidate ever had training or experience in any of these
approaches?
Content/Instructional Strategies/Professional Development-First, is the candidate willing to
continue learning?
How does the candidate view interdisciplinary, multi-cultural and
cooperative learning approaches? How does the candidate feel about heterogeneous grouping?
Personal relations, i.e., people skills- Is the candidate adaptable, flexible and a risk-taker? Does
the applicant fit the make-up/personality of the campus?
One approach to the interview situation that is often successful is for the interviewers to meet
prior to the interview and agree upon certain questions or at least a line of questioning that will
be followed by each interviewer. If ever in doubt about anything in the interview process, the
other interviewers should follow the lead of the administrator responsible for the interview.
GENERAL PROCEDURES FOR HIRING PERSONNEL
Employment decisions made by the MCISD administration are based on board policy DAB
(LOCAL)-Employment Objectives: objective criteria for personnel decisions.
Criteria is as follows: (not rank-ordered)
1) the needs of the district;
2) academic or technical preparation, supported by transcripts;
3) proper certifications for grade level, subject, or assignment, including emergency permits and
endorsements for specific subjects, programs, or positions;
4) suitability for the position and professional competence;
5) recommendations & references;
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6) experience; and/or
7) evaluations
Public Awareness of Job Opportunities:
Notices are posted in appropriate places and on the district web page as vacancies occur. All
applications will be retained in the central office file for one year from date of application.
Nondiscrimination:
The district shall adhere to a policy of equal employment opportunities for all employees. On the
basis of an individual's race, color, religion, sex, including sexual harassment, national origin, or
age, the district shall not fail or refuse to hire, nor shall it otherwise discriminate against any
individual with respect to compensation, terms, conditions, or privileges of employment; nor
shall the district limit, segregate, or classify its employees, or applicants for employment, in any
way that would deprive or tend to deprive any individual of employment opportunities or
otherwise adversely affect the individual's status as employee.
HIRING PROCEDURE FOR PROFESSIONAL and PARAPROFESSIONAL POSITIONS
1) Evaluate the need to fill the vacant position; a replacement should not be automatic.
2) Post job vacancies in a prominent location on each campus, in the central office, and on the
district web site during the school year.
3) Notices of vacancies will be sent to professional associations and colleges.
4) Organize the selection process:
a. The administrator should review all applications meeting criteria and make a list of from
three to five candidates to screen thoroughly, or the assistant superintendent may screen
candidates and refer prospective candidate names to the campus principal.
b. Set a schedule for interviews.
c. Telephone the top one to three candidates inviting them to the interview.
d. Write questions to ask the candidates.
5) Hold interviews.
6) Make a final decision.
Note:
a. Employment should be restricted to those not directly under the supervision of their
spouse.
b. If an employee or prospective employee is contemplating a move, they will be
encouraged to move within the trade area of Madisonville.
7) Set up a finalist interview with the assistant superintendent.
8) Recommend employment to the assistant superintendent.
9) Finalist interviews with the superintendent. Be prepared to justify your decision for the
candidate over the other finalist(s).
10) Recommendation goes before the Board of Trustees for approval.
11) Notify candidate by telephone and get a contract signed as quickly as possible.
12) Notify unsuccessful candidates that were interviewed.
13) Return all applications to the central office.
HIRING PROCEDURES FOR NON-PROFESSIONAL/AUXILIARY PERSONNEL
1) Evaluate the need to fill the vacant position; replacement should not be automatic.
2) Notify the personnel department of vacancy. Job vacancies will be posted in a prominent
location on each campus, in the central office as well as on the district web site.
3) Request appropriate applications from Personnel Department.
4) Select three to five candidates to interview for each position if possible.
5) Set a schedule for interviews.
6) File for criminal background check on potential candidates through Texas Department of
Public Safety.
7) Check references on potential candidates.
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8) Hold interviews with candidates and appropriate administration (i.e. Director of Operations).
9) Make final candidate selection.
10) Notify candidate of possible employment.
11) Set up pre-employment physical for candidate.
12) Set up interview with assistant superintendent.
13) Submit recommendation to assistant superintendent.
14) Set up meeting with superintendent.
15) Set up probationary employment. (90 calendar days)
16) Notify unsuccessful candidates.
17) Return applications to Personnel Department.
Pre-Employment Physicals
All new hourly employees are required to take a pre-employment physical. Supervisors
considering hiring a new hourly employee should notify the applicant to pick up a physical form
and a payment authorization form from the Personnel Department. Madisonville CISD has
secured the services of one doctor and will be billed directly for the pre-employment physical. If
approved, the supervisor will write a memo of recommendation to the assistant superintendent.
They will be notified when their recommendation is approved or not approved. Final approval
for hiring will be made by the superintendent after meeting with the candidate and reviewing the
supervisor's recommendation and the pre-employment physical.
Vacation Time for Maintenance and Custodial Personnel
Vacation time will be accrued based on the following:
1 year
1 week
2 years
2 weeks
TYPICAL INTERVIEW QUESTIONS (K-12)
Personal Qualifications and Background
1) Why do you want to teach?
2) What gives you the most satisfaction as a teacher?
3) What can you contribute to our school?
4) Tell me about your personal background.
5) What are your hobbies and interests?
6) What would you like to be doing professionally five years from now?
7) Why should I hire you instead of other applicants?
8) What extra-duty activities would you be willing to assist with?
9) What are your strongest traits? Your weakest trait (s)?
Interpersonal Relationships
1) What quality in other people is most important to you?
2) Would you enjoy team-teaching?
3) What do you believe your role and obligations to be toward other faculty members?
4) What techniques do you use in developing rapport with students?
5) How do your students react to your teaching?
6) What are the qualities of some of the best teachers you have studied or worked with?
7) How do you feel you relate with black or other minorities in the classroom?
8) What do you see your relationship to be with the parents of the students in your classroom?
9) How would you work with students in your classroom who are handicapped or
disadvantaged in some way?
10) What procedures work best for you in maintaining discipline?
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Teaching-Learning Process
1) How do you handle curricular content in classes with many levels of ability?
2) How would you individualize instruction in your classroom?
3) What do you consider to be the most worthwhile innovations in your particular field(s)?
4) Describe the role of the teacher in the learning process.
5) What do you consider to be an ideal learning environment?
6) How would you organize and what would you include in a unit lesson plan?
7) What "pet" ideas or innovations do you plan to use in your teaching?
8) How do you expect to motivate students?
9) What do you think of the letter grade system?
Professional Qualifications and Experience
1) Why did you choose your particular area of preparation?
2) What have you learned from your student teaching experience?
3) What grade level do you feel most competent teaching? Why?
4) What out of school experiences have you had working with children?
5) What kinds of work experience have you had other than teaching?
6) What courses do you feel competent to teach?
7) How effective has your university been in preparing you for teaching?
8) What is the purpose or place of your subject on the school curriculum?
9) How do you define education?
Situational: A situational question asks the applicant to respond to a given situation.
1) A group of students ask if they may organize a week long course of study. This would require
a change in your plans. What would you do?

2) A teacher tells you that no matter how hard he tries to explain things, a few students always
get mixed up. What would you want the teacher to understand about this situation?
3) You are giving an assignment. A couple of students interrupt your presentation complaining
that it is confusing to them. How would you respond?
Observational: An observational question is one in which the applicant is asked to reflect upon
the actions of a third party.
1) Some students have been disruptive in a third grade class. They are reassigned to another
third grade teacher and she refuses to take them. What are your thoughts regarding the
decision of the teacher?
2) A teacher has a student who constantly daydreams. She tells other teachers in the faculty
lounge that the behavior of the child is fine as long as it does not disrupt the learning of the
other students in the class. What are your thoughts concerning the statement of the teacher?
3) A teacher is having difficulty getting students to do tasks she assigns to them. What are your
thoughts concerning this problem?
Conceptual: The conceptual question asks the candidate directly their beliefs, personal
philosophy, and how they intend to behave as a teacher.
1) How do you generate excitement about what you are teaching?
2) How important is it for you as a teacher to assist in the development of positive self-concepts
in students? How would you do this?
3) To what extent do you intend to continue your education? Why?
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INTERVIEW QUESTIONS (CAMPUS LEVEL)
Elementary/Middle School
1) Why do you want to be a teacher in this district? How would this position tie into your longrange professional goals?
2) Briefly describe three possible explanations for a student's poor progress.
3) What methods will you use to communicate with the parents of your students?
4) What special or unique skills would you bring that would give us reason to hire you over
many other candidates?
5) What areas do you feel need to be addressed to make school more effective?
Secondary
1) What teaching techniques do you believe are most effective with high school/junior high
students?
2) When you have an idea you believe is good for your school, how would you go about getting
it accepted and implemented?
3) How do (will) you deal with the disruptive learner, reluctant learner, or the learner with
special needs?
4) How do you see technology or integrated curriculum affecting your education subject area?
5) What are your beliefs toward one of the following topics: school-to-work transition; tech prep;
competency-based education; site based management; assertive discipline; power of positive
students; distance learning; integrated curriculum; at-risk; gifted and talented?
6) Why do you believe you should be hired at this district?
The list below is compilation of suggested questions (from Martin John Yate. Knock 'em Dead,
Bob Adams, Inc., 840 Summer Street, Boston, MA 02127) for potential applicants. This list should
just be considered as a resource list as not all questions are appropriate for all applicants.
1) What can you do for our students that someone else cannot do?
2) Why should our school hire you?
3) What interests you the least about joining this school?
4) Why do you want to work in this school district?
5) What is your energy level like? Describe a typical day in your class.
6) What are the reasons for your success as a teacher?
7) What did you like/dislike about your last school?
8) What would you like to be doing five years from now?
9) How long will it take you to make a contribution to our school?
10) Have you done the best work you are capable of as a teacher?
11) How do you feel about your progress as a teacher to date?
12) What have you learned from the jobs you have held as a teacher?
13) Would you feel better off in another school district where there are less economically
disadvantaged and/or minority students?
14) Why have you changed jobs so frequently?
15) What kinds of decisions are most difficult for you to make?
16) What interests you least about this job?
17) What was there about your last school district that you did not particularly like or agree with?
18) School districts have positive and negative aspects. What were some of the negatives of your
last school district?
19) What kind of principals do you find it difficult to work for?
20) What are some of the things your last principal did that you disliked?
21) What difficulties do you have in tolerating teachers with different backgrounds and interests
from yours?
22) What are some of the problems you encountered as a teacher and what did you do about
them?
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23) How would you define a conducive learning environment?
24) What is the most difficult situation you have encountered?
25) What areas of your professional development do you want to improve at this time?
26) What kinds of things do you worry about?
27) With hindsight, how could you have improved your professional progress?
28) What qualifications do you have that will make you successful in this school?
29) What do you know about our school district?
30) What is the worst thing you heard about this school district?
31) Here is a book. Teach me to read.
SUMMARY OF EMPLOYMENT PROCEDURES
1) Notify personnel department of vacancy.
2) Post vacancy.
3) Request applications from personnel department.
4) Call applicants for interviews.
5) Interview applicants (3-5).
6) Call references-document in writing.
7) Criminal history check prior to hire or job offer.
8) Finalist interviews with assistant superintendent.
9) Make written recommendation of final selection to assistant superintendent.
10) Final interview with superintendent.
RECOMMENDATION is to include (see sample format below):
Date:
To:
From:
Subject:
a. name of candidate
b. employing campus
c. school term of employment or if employed after the beginning of the
school term, date employment begins
d. names of references contacted
RECOMMENDATION FORMAT
Date:

November 27, 2001

To:
MCISD Assistant Superintendent's Name
From: Principal's Name
Subject: Position Opening (Second Grade Position)
I recommend Sally Long for employment at Madisonville Elementary for the 2001-2002 school
year as a second grade teacher.
Or
I recommend the employment of Sally Long for the second grade position at
Madisonville Elementary for the 2001-2002 school year or beginning January 3, 2002.

11

(These are minimum requirements. You may add any additional information you feel is pertinent.
Note on the recommendation page the references you have contacted. Also, insert
the pay grade or scale if applicable.
Resume Rating Scale
JOB DESCRIPTION
The Superintendent’s office will maintain a job description for each employee as a part of the
permanent record file.
PROCEDURES FOR NON-RENEWAL RECOMMENDATONS
1) List all of the specific complaints against employee.
2) Identify the amount of evidence (documentation) to support the complaint.
3) Qualify the evidence collected (i.e. *Is it reliable source? Or just rumor? Is it factual?)
4) Take the substantiated evidence and list under the appropriate Reason for Non-Renewal listed
in Board Policy DFBB(LOCAL).
5) Develop a list of Reasons for Non-Renewal – quoted “Directly” from board policy.
6) Employees are to be notified of the problem/s in writing and given time to correct the
problem/s.
RESIGNATION PROCEDURES FOR PERSONNEL
1) Hold an exit interview with the person leaving the position.
2) Have employee fill out exit report. (See form)
3) Have employee submit letter of resignation.
4) Have employee return any equipment, keys, and school ID to supervisor.
REASSIGNMENT PROCEDURE FOR PERSONNEL
Employment opportunities become available in the district periodically during and at the end of
each school year. Any employee who wishes to apply for another position within the district
may do so by requesting a reassignment from their supervisor. Those requesting a reassignment
should meet the qualification for the position.
A reassignment form should be requested from the employee's supervisor, filled out, and
returned to the supervisor for their signature. A signature from the receiving campus supervisor
is also required. The superintendent will finalize the reassignment. (See form)
COMPLAINT PROCEDURE UNDER EQUAL OPPORTUNITY POLICIES
A complaint charging an administrative officer or employee with a discriminatory act under
employee and school board policies, State law regarding same (Article 6252-16), Equal
Opportunity Act, Title VI and VII of the Civil Rights Act of 1964, and/or Title IX of the
education Amendments of 1972 Rules and Regulations (CHECK), will be handled according to
the following procedures:
1) The Superintendent of Schools is hereby designated to coordinate all efforts and investigate
any complaint.
2) The complaint must be made in writing to the superintendent and contain a complete
description of the alleged violation.
3) The superintendent will then notify the complainant that his/her alleged violation letter was
received.
4) The complainant will then make a written request within fifteen days and be granted a
conference with the officer or employee against whom the complaint has been filed.
5) If a satisfactory conclusion is not reached in the above meeting, then the complainant must
proceed with another written request to meet with the next higher ranking school official until
such request is made to the superintendent.
6) If a satisfactory conclusion is not again reached then a hearing may be requested with the
Board of Trustees.
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SUBSTITUTE TEACHER GUIDELINES
Application should be made through the central office. The applicant must have teacher
certification or go through the adult education substitute teacher training program. Criminal
background checks and references must be obtained prior to consideration by administration.
The applicant must complete all paperwork and submit a copy of their teaching certificate or sub
training certificate, most recent college transcript, high school diploma or verification of GED
before their name is added to the active list. The list will be distributed to all campus principals.
Each year, all substitutes are required to complete an orientation prior to duty on a campus.
Principals shall give first consideration to the most qualified teachers on the approved substitute
list:
1) Teacher Certified,
2) Degreed;
3) College hours;
4) High School Diploma
Substitutes must report to the principal's office the first thing each morning of duty. They will
document their days worked on the teacher's absence from duty form.
Principals will observe new substitutes closely, especially the first day, to evaluate their
performance. If observation is negative, the principal will inform the superintendent and the
name will be deleted from the active list.
Substitutes are paid $70.00 per day if certified, $65.00 if degreed and $55.00 if non-degreed. If a
substitute works 10 consecutive days for a teacher, she/he is paid an additional $5.00 per day
beginning on the 11th day. A substitute teacher whose continuous employment in a vacant
position exceeds 30 instructional days, shall be paid $80.00 per day beginning on the 31st day.
ADMINISTRATIVE PROCEDURES
MCISD employees should act in a professional manner at all times. They shall comply with
requirements concerning "security of information" and keep things in confidence, not talking out
of turn. They shall not let anyone use their password nor their keys.
Students should not be allowed to use computers in the office.
Administrators should encourage the staff to voice any concerns or complaints directly to their
supervisor. They should follow district procedures and guidelines for complaints but let them
know the administration is available and willing to listen to concerns of all employees.
Administrators have a workshop each summer to review ideas and procedures for the upcoming
year, and to evaluate progress on the attainment of the campus and district goals. The rest of the
summer is used to perform these tasks necessary to get ready for beginning of the next school
year.
Other administrative meetings will be on the Wednesday before the regular school board
meeting or as called by the superintendent. Principals are encouraged to have grade level and
departmental meetings, as well as, general staff meetings to establish campus plans and other
priority needs.
Principals are encouraged to use these meetings to get staff input and to address staff concerns
and keep open the line of communications.
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Data sent to principals from the superintendent should be reviewed. If it needs to be planned or
implemented, read carefully. Set up a file of things to be developed and requiring action (set up
by date). This can be a monitoring system to make sure we comply with reports, law, etc.
Principals shall post notices of employment opportunities in a special identified location
accessible to all employees.
Principals are responsible for getting newsworthy items concerning their campuses to the
newspaper and/or radio. Principals are encouraged to submit articles about school programs or
activities throughout the year.
Announcement regarding dismissal of school, i.e., bad weather days, etc, will be made over the
KMVL and AGGIE 96 radio stations and Channel 3 TV station.
Gate Procedures
Closing schedule: Elementary - all gates except the exit gate of the PK/KDG parking lot will be
closed at 5:00 p.m. The exit gate will be closed at dark or when all personnel have left the
building. All gates at the Intermediate, except the exit gate, will be closed at 5:00 p.m. Both bus
drive gates will be closed at 4:00 p.m. High School, Jr. High, and Administrative Complex - gates
on Bacon Street, Raney Lane and the south high school driveway will close at 6:00 p.m. The
north high school driveway will close at 10:00 p.m.
On nights of ballgames or other spectator events at High School and Raney Lane gates will
remain open.
Opening Schedule: North High School gate - 5:30 a.m.
All other gates - 6:30 a.m.
There should be no use of chemicals in the district without prior knowledge/approval of the
Director of Operations. Notices will be displayed 42 hours in advance announcing the spraying of
chemicals in buildings.
Maintenance requests will be made online to Service Master/ARMARK. They will in turn,
follow up with a confirmation that the request has been received. All campus requests should go
through the principal's office.

The workday for campus staff is 7:45 a.m. - 4:00 p.m. Principals can determine the secretary and
clerks schedule. They can be off during the year in order to work during the summer to do
necessary end of year and beginning of year work. Attendance sheets must be kept,
documenting actual numbers of hours worked each day.
The schedule for Staff Development Day will be from 8:30 a.m to 4:00 p.m. The Teacher Workday
will be from 8:00 a.m. to 4:00 p.m.
Teachers are to utilize their conference period or they will be taken away. They are to be for
academic purposes, not off-time. They are for planning, not visiting. Principals need to monitor
what staff is doing with this period.
Any employee that leaves school grounds must sign out with the school office. Employees may
not leave school during a conference period unless permission is given by the school
administrator. Employees may leave the school during lunch without prior permission, but must
sign out with the school office.
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No local/personal leave days may be requested at the end of the semester, on staff development
days, or prior to holidays unless there is an emergency. All personal leave days require a prior
notice to the appropriate administrator.
Payroll for all MCISD employees is divided in 12 months. The pay date is the 20th of the month.
If the 20th falls on a Saturday, Sunday, or school holiday, pay will be issued the last working day
prior to that date.
Employees who are eligible for stipends for duties, i.e., UIL Sponsors, Mentor Teachers, etc. will
receive payment in May or as designated by superintendent.

END-OF-YEAR CHECK-OFF LIST
At the end of the school year, principals will complete a check-off list of things to do and submit
to the superintendent's office items such as:
___
___
___
___

___
___
___
___

Vacation schedules
Teacher Appraisal Instruments
List of vacant positions
Purchase orders for supplies for the fall, by June 1 each year. (These funds come
out of current year budget.) No purchase orders for the next year's budget will
be accepted until September 15 of the new school year.
Campus budget for next year
List of absent from duty reports
Exit reports on personnel leaving district
Staff analysis and projections based on current enrollment

CROWD CONTROL POLICY/PROCEDURES
The superintendent of schools shall approve all inter-scholastic contests and provide for
appropriate crowd control.
The school principal and/or assistant principal, athletic director, and the assistant superintendent
shall be the designated administrator(s) at all home contests and playoff games.
Students, participants, staff members and spectators are expected to conduct themselves in a
sportsman-like manner. Repeated failure to behave in a proper manner will be reason for that
person to be ejected from the contest site.
The designated administrator is responsible for initiating disciplinary measures, or other
appropriate action, against those guilty of violations.
The administration will ensure the safety of the officials by providing escorts to their dressing
area, to and from the playing field or court, and as they exit the playing facility. Officials will be
provided with the names of the designated administrators, and informed of their location during
the games.
The administration will provide strong supervision in the form of uniformed officers at all high
school football and basketball games and junior high school athletics as needed.
At the beginning of each football game, the announcer will read a prepared statement showing
appreciation for the good sportsmanship displayed on the part of all fans and indicating the hope
that each will drive carefully on their way home.

15

The lights on the field will be partially turned out as soon as feasibly possible, encouraging the
crowd to leave.
The parking lot will be checked at least one time during each half.
The designated administrator is responsible to meet with the officials after a football or basketball
game and inform both schools by phone the next school day of any unsportsmanlike conduct of
fans, players, and coaches and any unprofessional behavior on the part of the officials. Written
reports will be sent to the superintendents and principals of each school as soon as possible.
In playoff games, both schools are responsible for security and for the behavior of its fans,
players, and employees.
BUSINESS RELATED ISSUES
USE OF CREDIT CARDS AND REQUESTS FOR REVOLVING ACCOUNT CHECKS
All requests for a credit card and/or revolving account check must be made on the appropriate
form and approved by the principal or supervisor of the department making the request.
Except in cases of emergency, all requests for a credit card and/or revolving account check must
be turned in to the Business Office at least 3 working days prior to the date needed to allow time
to be delivered in the school mail.
Use of Credit Card
1) The school district’s credit card is to be used for room charges only. Any excluded expenses
should be paid for before the final bill is totaled and charged to the credit card. (For a list of
excluded expenses, see MCISD Travel Guidelines, Item III.) It may also be used for admission
on field trips.
2) Return the credit card receipt to the business office at the time the card is returned.
3) Make a copy of the credit card receipt and turn it in with your travel report.
4) Remember, to be exempt from paying state hotel tax, you must present a tax exemption
certificate at the desk when you check in and your bill must be paid with a school check or
credit card.
5) Please return the credit card by the end of the next business day after your return.
Use of Gasoline Credit Cards
1) Return credit card receipt to the business office at the time the credit card is returned. Be sure
vehicle license number is on charge slip. It may be used for fuel or repair of school vehicles
only!
2) If used for extra-curricular travel in a school vehicle, please attach the receipt to the travel
form for the vehicle and return the credit card to the business office.
3) Please return all gasoline credit cards by the end of the next business day after you return.
Request for Revolving Account Checks
1) Revolving account checks will be issued only for entry fees, student meals, and workshop
registrations. Checks issued for any other purpose must be approved by a supervisor and by a
central office administrator. This request should only be used on an emergency basis.
2) All receipts for expenses must be turned in to the business office for all expenditures paid
from the Revolving Account.
3) If an amount of cash is given to each student for meals, the sponsor must turn in a list of
students and the amount given each student. This list must be signed by the sponsor and by
each student who received money.
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Request for Check from Budgeted Funds
1) Whenever possible, checks for student meals or entry fees should be requested from budgeted
funds. The request for a check from budgeted funds should be turned in to the business office
no later than one week prior to the scheduled check writing date.
2) All receipts for expenses must be turned in to the business office for all expenditures paid
from budgeted funds.
3) If an amount of cash is given to each student for meals, the sponsor must turn in a list of
students and the amount given each student. This list must be signed by the sponsor and
should be signed by each student who received money.
TRAVEL GUIDELINES
MCISD will reimburse employees’ travel expenses in the amounts as approved by the MCISD
Board of Trustees and as set by Federal guidelines and the State Comptroller’s office. Prior
approval for travel shall be obtained before any expenses are incurred by completing a
Participation Request Form.
Budget
•

Travel costs shall not exceed approved budget.
All travel expenses will be deducted from the budget in which the expenses occurred.
All reimbursable travel expenses must be turned in during the year in which the travel
occurred.
Travel expenses cannot be carried over to the next budget year.

Lodging Expenses
Reimbursable lodging expenses may not exceed $85.00 (plus applicable hotel and city
taxes) per day per individual.
The school district’s credit card may be requested to pay the charges for the room.
Hotel receipts are required and must be attached to the approved travel report.
No hotel tax that is exempted will be paid by the school district.
Employees are responsible for filing a hotel tax exemption certificate at the time of check
in.
Only school related room charges should be on the hotel receipt paid by credit card or
check. All other items are to be paid for by the individual and deducted from the bill
before payment with a school credit card or school check.
Meal Expenses – Overnight Travel
Reimbursable meal expenses may not exceed $36 per day.
Meal receipts are NOT required.
Reimbursement amounts for meals are as follows:
o Breakfast - $6 for travel departures before 7:30 a.m.
o Lunch - $12 for travel departures before or return after 12:30 p.m.
o Dinner - $18 for travel departures before or return after 7:00 p.m.
Reimbursement for meal expenses should not be claimed when any of the following
apply:
o Return from travel is not in compliance with specified hours.
o Meals are furnished at the meeting or hotel.
Meal expenses must be itemized by day.
Meal Expenses – Non-overnight travel
Reimbursable meal expenses may not exceed $25 per day.
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Meal receipts are NOT required.
Non-overnight meal expenses will not be reimbursed if the employee is outside the
employee’s designated headquarters for fewer than four consecutive hours on the day
the expenses are incurred. (Fewer than six hours for federal grants).
Mileage
Mileage will be reimbursed at the state rate per mile for use of a personally owned
vehicle. (currently 51 cents as of January 2011)
The number of reimbursable miles may not exceed the number of miles of the most costeffective route. Mileage may be calculated using Google or Yahoo maps from address to
address.
In the event a school vehicle is provided for the trip, no mileage for personally owned
vehicles would be paid without prior approval from the employee’s supervisor.
Exclusions For Travel Reimbursement
Alcoholic beverages
Spouse’s travel expenses
Personal telephone calls
Valet Parking (except when required by hotel)
Laundry Service
Movies & Entertainment
Other
The charge for school vehicles depends on the type of vehicle and number of
participants.
Mileage is a part of overall travel expense whether a school vehicle or personal vehicle is
used.
If you pay for gas or expenses on extra-curricular trips in school vehicles, turn in cash
tickets with your travel report.
A cellular phone must go with all extra-curricular trips.
Travel Report
Complete a travel report with all documents attached and present it to your campus
principal or supervisor for approval. Be prepared to answer questions.
The Business Office will only reimburse the person whose name is on the travel report.
Please refer to the Instructions For Completing MCISD Travel Expense Report. (a copy of the
form is in the back section of this handbook under Travel/Expense Related forms)
Student Travel
Student meals may not exceed $6 per meal or $15 per day as approved by the principal or
administrator in charge. Exceptions will have to be approved in advance.
If an amount of cash is given to each student or athlete for meals, the sponsor or coach
should turn in a list of students and the amount given each student. The sponsor and
each student must sign the list. Funds for student meals should be requested in advance.
Checks on the general operating budget should be requested on the proper form. (See
Request for Check and/or Credit Card Form). If an emergency arises and a check is
needed before the next scheduled check writing, a check may be requested at least 3 days
prior to the date needed.
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Money may be saved to buy a special meal, however, it may not exceed the total
allowance for all days.
If meals are charged, please submit a charge ticket signed by the sponsor with the list of
students to the Business Office.
Instructions For Completing MCISD Travel Expense Report
1) A travel report with incomplete information will be returned to the employee.
2) Enter your name and campus location. Vendor number will be filled in at the Business Office.
3) Enter the date and time of departure and arrival, destination, and the purpose of the trip.
4) Enter your meal expense claimed in column A. You must itemize your meal expenses on the
report per day and they cannot exceed the maximum amount of $30 per day for overnight
travel and $25 per day for non-overnight travel. For non-overnight travel, you must be gone
for four consecutive hours or more (six for federal grants) before requesting meal
reimbursement. Receipts are NOT required. See Travel Guidelines for reimbursement
amounts.
5) Enter your total lodging expense in column B. If you shared a room with one or more
employees, please include each roommate’s name on your travel report and enter only your
portion of the expense. If you exceeded the maximum lodging rate of $80 plus applicable hotel
and city taxes, record only the allowed or reimbursable amount in column B. Receipts are
required.
6) If the School District credit card is used to pay for lodging, the total amount charged to the
credit card should be entered in column B in the space marked “Less: School District Credit
Card Charges”. Enter this amount as a negative number.
7) Enter the number of miles for use of a personally owned vehicle in column C. The
number of reimbursable miles may not exceed the number of miles of the most costeffective route as listed on Google or Yahoo maps. Multiply the number of miles
by 51 cents per mile and enter this amount on the Subtotal line in column C.
8) If a school vehicle was used, make note of this in the space provided for reporting
mileage.
9) Enter any other reimbursable expenses in column D and attach receipts.
10) Any other amounts needing to be deducted from the travel report can be entered in the
appropriate column in the space marked “Less: _______________”. Please specify the
deduction in the space provided and enter the amount as a negative number.
11) Add all expenses and enter the total on the appropriate subtotal line.
12) Finish totaling the report in each column. Total columns A-D and record the amount in
the space provided. If the amount is positive, enter the amount in the space marked
“Balance Due Employee”. If the amount is negative, enter the amount in the space
marked “Refund to School” and remit this amount with your report.
13) Sign your name in the space provided.
14) Present the report with all documents attached to your principal or supervisor for
approval who will then sign the report and assign the appropriate account number. The
report is then sent to the Business Office for processing.
TAX FREE PURCHASES
All items purchased by a public school, school district or non-profit private school for the
school's own use qualify for an exemption from sales tax if the items purchased relate to the
educational process. The school, school district or authorized agent should provide the seller
with a valid exemption certificate. To be valid the certificate must state that the merchandise
being purchased is for the organization's own use in providing education, is being made in the
name of the organization, and that payment will be made from the organization's own funds.
Purchases for their own use by individuals, even though connected with a school or school
organization, are not exempt for the tax. Examples - Cheerleaders purchasing their own
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uniforms. Band members purchasing their own instruments. Athletic team members purchasing
their own jackets.
EXEMPT SCHOOL ITEMS
Public and non-profit private schools and school-related organizations need not collect sales tax
on the following:
• Fees and admission tickets, including football and drama tickets.
• Club memberships.
• Deposits.
• Sales of food and soft drinks sold during a regular school day, subject to an agreement
with the proper school authorities.
• Sales of whole cakes or pies.
• Food and drinks sold at PTA carnivals.
EXEMPT FOOD SALES
The sales tax is not collected on meals and food products, including candy and soft drinks, served
in an elementary or secondary school during the regular school day by a school, student
organization, or PTO subject to agreement with school authorities.
This exemption from the sales tax applies to guests, employees, or teachers served in a school
cafeteria or teacher's lounge during the regular school day.
The sale of food, including candy and soft drinks, is exempt from the sales tax when sold by an
organization associated with a public or non-profit private elementary or secondary school (4-H
clubs, Future Farmers of America, Future Homemakers, etc.) if:
• The sale is part of a fund-raising drive sponsored by the organization; and
• All net proceeds from the sale go to the organization for its exclusive use.
SCHOOL SPONSORED TRIPS
Meals purchased by the school for athletic teams, bands, etc., on authorized school trips are
exempt from the sales tax if the school contracts for meals. The school must pay for the meals
and provide the eating establishment with an exemption certificate.
Individual members of the athletic team, band, etc., may not claim exemption from the sales tax
on the meals they purchase while on a school-authorized trip.
(An exemption may also be claimed by the school from the Hotel Occupancy Tax if the school
contracts and pays for the accommodations.)
Teachers, coaches, etc. may not claim exemption from sales tax on individual purchases while on
school business even though they are reimbursed by the school for expenses.
TAXABLE SALES
Supplies and Publications - Public and non-profit private schools and school-related
organizations must collect the sales tax on the following:*
• School-purchased supplies sold directly to students, including athletic equipment and
physical education uniforms.
• Fees for materials when the end product becomes a possession of the student.
• Student publications such as yearbooks and football programs.
• School rings.
• Books sold to student at book fairs.
Sales by Teachers and Students - Teachers and students must collect the sales tax on
merchandise (other than food products) they sell.
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If the school assumes responsibility for the activity and/or sales, the school is responsible for
insuring the tax is paid. The school may purchase items tax free and must collect the tax when
the items are sold.
If the school will not assume responsibility for collecting and reporting the sales tax, a schoolrelated organization may assume the responsibility. Information on the procedure the
organization must follow on "one time" sales of short duration may be obtained from the local
Comptroller's Field Office or by contacting the Sales Tax Division, Comptroller of Public
Accounts, Austin, Texas 78774-0100.
Bandboosters are required to pay sales tax when purchasing taxable items and to collect sales tax
when selling taxable items.
* Educational organizations may hold one tax-free sale or auction not to exceed 24 hours each
calendar year.
There are no Tax Exempt numbers. Exemption Certificates DO NOT require a number.
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FMLA INFORMATION AND GUIDELINES
The Family and Medical Leave Act (FMLA) provides workers with job protection and continued
health care benefits in cases of family or medical emergency. School districts are required to
provide eligible employees with up to 12 weeks of unpaid, job-protected leave each year.
Employees, who have been employed by the district for at least 12 months and have worked at
least 1,250 hours in the 12 months immediately proceeding the need for leave, are eligible for
family and medical leave. Eligible employees can take up to 12 weeks of unpaid leave each year
between September 1st and August 31st for the following reasons:
The birth, adoption, or foster placement of a child
To care for a spouse, parent, or child with a serious health conditions
An employee’s serious health condition
A husband and wife who are both employed by the district are subject to limits in the amount of
leave that they can take to care for a parent with a serious health condition or for the birth,
adoption, or foster placement of a child.
Eligible employees are entitled to continue their health care benefits under the same terms and
conditions as when they were on the job and are entitled to return to their previous job or an
equivalent job at the end of their leave.
Rules for Instructional Employees
Under some circumstances, teachers, who are able to return to work at or near the conclusion of a
semester, may be required to continue their leave until the end of the semester. This may be
required in the following situations:
Leave begins more than five weeks before the end of a semester, will last at least three
weeks, and return would be within the last three weeks of the semester
Leave for family purposes begins during the last five weeks of the semester, will last at
least two weeks, and return would be within the last two weeks of semester
Leave for family purposes begins during the last three weeks of the semester and will last
more than five working days
Employee Obligations
When leave is for a birth, placement of an adoptive or foster child, or planned medical treatment,
it will be considered foreseeable. Thus employees who want to use it, must provide the district
with notice 30 days before the leave is scheduled to begin.
Employee Obligations (cont.)
When the need for leave is not foreseeable, employees must contact the Assistant Superintendent
as soon as possible. Employees may be required to provide the following:
Medical certification from a qualified health care provider supporting the need for leave
Second or third medical opinions and periodic rectification of the need for leave
Periodic reports during the leave regarding the employee’s status and intent to return to
work
Medical certification from a qualified health care provider at the conclusion of leave of an
employee’s ability to return to work
In case of medical emergency or circumstances (not possible to predict the need for leave), the
employee will be expected to notify the district as soon as possible or practical –usually within
one or two business days of when the employee becomes aware of his or her need for leave.
Notice may be provided:
In person
By telephone
By fax

22

By other electronic means
By a spokesperson representing the employee when the employee’s health condition
prevents him or her from providing notice personally
The employee does not have to specifically mention FMLA to receive protection under the law.
The employee only has to notify the district of the need for leave. If the employee tells his/her
supervisor of the need and reason for an absence, it will be considered as providing the district
with notice. Campuses are to report employee absences to the central office immediately so the
required designation of FMLA and notification can be done in a timely manner (5 days).
Designation of Leave
The district will determine and designate leave as FMLA leave. Medical certifications and
information provided by the employee when leave is requested may be used to determine if the
leave is an FMLA qualifying event. The district must notify the employee within two business
days of the following:
If the employee is eligible for family and medical leave
That the leave will be counted against his or her 12 weeks of FMLA leave
Whether paid leave will be charged
What rights and obligations apply (refer to description )
The district’s failure to respond in a timely manner to a request for leave excuses the employee
from complying requirements for eligibility, advance, notice, medical certification, or fitness-forduty reports. In addition, the employee has all the rights and protection of the FMLA and the
leave may not be counted against the 12 weeks leave entitlement.
Designation of Leave (cont.)
Designation of leave as family and medical leave must occur before an employee returns to work
with two (2) exceptions:
If the leave has provisionally been designated as FMLA while waiting on receipt of
medical certification or other reasonable documentation
If the district learns that the reason an employee was unable to come to work was an
FMLA qualifying event after they have returned to work
In that case, designation as family and medical leave must be done within five (5) business days
of returning to work. Employees who do not let the district know that the leave qualified for
family and medical leave within five (5) business days of returning to work cannot assert rights
under FMLA.
Concurrent Use of Paid Leave
Family and medical leave runs concurrently with accrued sick and personal leave, temporary
disability leave, and absences due to work-related illness or injury. The district will designate the
leave as family and medical leave, if applicable, and notify the employee that accumulated leave
will run concurrently.
Length of Leave
Eligible employees are entitled to 12 weeks of leave per year. This leave can be taken all at once,
or in some circumstances, employees may take family and medical leave in blocks of time or by
reducing their normal weekly or daily work schedule. Intermittent leave may be taken under the
following circumstances:
An employee is needed to care for a seriously ill spouse, child, or parent
An employee requires medical treatment for a serious illness
An employee is seriously ill and unable to work
An employee becomes a parent or has a foster child placed in his or her home
The counting of leave against an employee’s entitlement must reflect the time that he or she is
absent from the job and will include brief holiday breaks such as Thanksgiving and Easter. When
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the district’s activities temporarily cease or close down for one or more weeks, the time during
the break will not count against FMLA leave entitlement (i.e. Christmas, spring break, summer).
Serious Health Condition
Federal regulations provide guidelines that will be used to determine what qualifies as a serious
health condition. A serious health condition is an illness, injury, or physical or mental condition
that includes the following:
In-patient care, subsequent treatment, and the time needed to recover
Continuing treatment by a health care provider that involves incapacity of more than
three days and two or more treatments
Incapacity because of pregnancy or prenatal care
Incapacity because of chronic health condition that requires periodic visits to a health
care provider, continues over an extended period of time, and causes episodic periods of
incapacity (asthma, diabetes, epilepsy)
Serious Health Condition (cont.)
Permanent or long-term incapacity because a condition that can’t be treated effectively
(Alzheimer’s, a severe stroke, or the terminal stages of a disease)
Any period of absence to receive multiple treatments for a condition that would result in
an absence of more than three consecutive days if left untreated (chemotherapy/cancer,
physical therapy/severe arthritis, dialysis/kidney)
Treatment for substance
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STUDENT RELATED PROCEDURES
Admission/Attendance Standards
The student and his/her parent/guardian having lawful control under a court order must reside
in the district. A child must be enrolled by the child's parent/guardian or other person with legal
control under a court order. If a person with legal authority to enroll the child cannot be
identified and located, the district shall notify the Department of Protective and Regulatory
Services and shall admit the child. The district shall direct any communication that is required
with a parent to the Department of Protective and Regulatory Services unless the department
specifies otherwise.
If the student has established a separate residence in the district apart from his/her
parent/guardian, or other person having lawful control under an order of a court, and has
established that the student's presence in the district is not for the primary purpose of
participation in extracurricular activities, the student may be enrolled in the district. Such
student will not be admitted if he/she has:
1) engaged in conduct that resulted in removal to an alternative education program or expulsion
within the preceding year;
2) engaged in delinquent conduct or conduct indicating a need for supervision and is on
probation or other conditional release for that conduct; or
3) been convicted of a criminal offense and is on probation or other conditional release.
The parent/guardian must provide the district with the following:
1) proof of residency and guardianship (If residency issues are a problem, a copy of an electricity
bill will be required in the parent/guardian's name.);
2) completed health records;
3) birth certificate or proof of date of birth;
4) copy of records from previous school most recently enrolled.
After receiving the above information the district shall:
1) check withdrawal papers carefully for reason for withdrawal;
2) check on the number of absences;
3) check for assignments to alternative programs, suspensions or expulsions; and
4) call the previous school if any questions arise.
A student may be enrolled, but all paperwork must be completed before a student can attend
classes. For non-English speaking students without proper documentation, proof of age must be
attained before enrollment in school is final.
The District may initiate withdrawal of a student for non-attendance under the following
conditions:
1) the student has been absent 10 consecutive school days; and
2) repeated efforts by the attendance officer and/or principal to locate the student have been
unsuccessful.
Please refer to Board Policy FD and FDD series. for further interpretation of any
admission/attendance rules and regulations.
Attendance Accounting Procedures
Keep detailed and accurate records in ink. To make corrections, mark through and initial. Do
not erase.
Official attendance records will be based on the 2nd period attendance at the secondary
campuses. At the elementary level campuses, it will be determined by 10:00 a.m. Admission
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slips will be required for all absentees at the secondary campuses. In order to secure an excused
admit slip to attend class, the student must present within three day, a written note stating the
date and reason for the absence. The note must be signed by the parent or guardian.
University Interscholastic League (UIL) Participation:
Senate Bill 1, Section 37.001 & 37.006
To be eligible to participate in any extra-curricular activity or hold office in any school
organization or club, a student must meet the University Interscholastic League (UIL) grade
requirements. If a student does not meet these requirements, he/she will be suspended from that
activity for the period set forth by the UIL. If a student is placed in In School Suspension (ISS) for
the second time in one school year or placed in Alternative Education Placement (AEP) center for
the first time, he/she becomes ineligible to participate in any UIL activity for the remainder of
that semester. If the ineligibility occurs in the last six weeks of a semester, it carries over to the
next semester. If a student commits a criminal offense either at school or out of school, that
student will not be eligible to participate until an investigation finds the student not guilty. If
found guilty, the student will not be able to participate for the remainder of the school year. If
the ineligibility occurs in the last six weeks of a semester, it carries over to include the next
semester.
Code of Conduct for Extracurricular Activities
It is the opinion of the Madisonville CISD that the goal of extracurricular activities is to further
educate our youth in areas of interest by an individual or as a member of a group which will
strengthen and enhance attitudes and actions necessary for a more productive life in our
democratic society. Among these attitudes are cooperation, self-motivation, self-discipline,
respect, self-confidence, and responsibility. It is the intent of the various programs or activities to
support and be a part of the overall educational process of our school system.
Emphasis at the secondary level is divided into two areas. First, it is our goal to involve as many
students as possible in the various areas of extracurricular activities. Secondly, emphasis must be
placed on the development of the needed skills to compete in the various areas. An
understanding of the fundamentals in any chosen area of interest is stressed along with selfdiscipline.
Participation
The privilege of participation is available to MCISD students wishing to participate and willing
to follow the guidelines of the program. These guidelines are as follows:
Regular Attendance - A student must recognize his/her responsibility to attend classes on a
regular basis. Chronic truancy will lead to lower academic standards, poor development of
needed skills, and hard feelings with other students who work to improve skills in the area(s) of
interest. Failure to adhere to the attendance guideline will result in dismissal from that activity.
Proper Conduct - Extracurricular activities are the most influential and publicly recognized
organizations in a school system. Because of this, the student is expected to handle themselves in
a manner that will be a credit to their school and to the particular program(s) they represent.
Any student violating rules which govern our school system, as set by the administration and
Board of Trustees, or laws set by the State of Texas, can be subject to disciplinary action by the
sponsor(s) of the particular extracurricular activity.
Satisfactory Scholastic Performance - Involvement in any extra-curricular activity should always
be a positive force in the educational pursuits of the student/participant. A periodic grade check
is made on each student/participant involved in extracurricular activities. Those doing
unsatisfactory work are recognized and an effort will be made to correct the problem.
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Extracurricular Code
The following code has been established in order to help teach and impress the importance of
good sportsmanship, respect for rules and authority, development of leadership, teamwork, and
self-discipline, as well as to eliminate disruptive behavior.
1)
2)
3)
4)
5)
6)
7)
8)
9)

Abide by the policies established for the students of Madisonville CISD
Complete eligibility requirements established by the U. I. L.
Abstain from the alcohol, tobacco, abusive drugs, and abusive language.
Be responsible for any school equipment.
Take care of personal belongings and leave the belongings of others alone.
Be prompt for practices, workouts, and contests.
Accept the decisions of contest officials.
Accept the decisions of all sponsors/coaches.
Sign an extracurricular code and policy form stating that the student/participant will abide by
these guidelines.

Violations of the Extracurricular Code and Policies
1) Sponsors/coaches will advise the students if they break a rule.
2) If a student denies the charges, the evidence shall be explained to the student and he/she will
be given the opportunity to present his/her side of the story.
3) Following conferences between the student, parents, sponsor/coach, and administration, the
penalties may be extra work, suspension from the team or activity, or dismissal from the
program or activity. There may be a combination of these punishments for violations of the
extracurricular code.
Travel
All student/participants will travel to the contest together in a school-provided vehicle. If a
student/participant wants to return home with a parent or guardian from a contest, written
permission must be obtained from the principal 24 hours prior to releasing that
student/participant to the parent or guardian. Exceptions to this rule must be pre-approved by
the parent, the sponsor/coach, and the principal..
Madisonville Extracurricular Activity Rules
Drugs, Alcohol, and Tobacco: Will not be tolerated. Discipline will be left up to the discretion of
the sponsor/coach for minor offenses. Board Policy will be followed concerning all serious
offenses involving drugs and alcohol. These types of misbehavior will result in a student not
being able to participate in any extracurricular activity.
Profanity
We do not allow profanity. The first offense will result in disciplinary action.
Stealing
Stealing will not be tolerated. Any student/participant caught stealing will be dismissed from the
activity or program.
Conduct
We want our student/participants to add class to this program. Do not do anything to take away
from this. We expect you to conduct yourselves in a proper manner both at school and off
campus at all times. This means you are to follow school rules and procedures while attending
classes at Madisonville CISD. Poor conduct will result in disciplinary action.
Attendance
Tardiness and absences are not acceptable. Class attendance is a must. Notify the sponsor/coach
if your are unable to attend after-school practice.
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Promptness
Always be on time. On out of town trips, the bus will wait for no one; be there early to make sure
equipment or any needed materials are ready go. Tardiness will result in disciplinary action.
A student that engages in conduct punishable as a felony off of school property will be placed in
DAEP for a period of 30 school days. After this 30 school day period, the placement of the
student will be reviewed by the principal. The disposition of the felony charge will be provided
by the court system to the principal. This information will be taken into consideration before
additional placement is recommended. If the charges are still pending, the student shall remain
in AEP for an additional 30 school days or until action has been taken by the court system.
Drug Dog Visits
Campuses need to send in a copy of the report to the superintendent. Be sure you have your
plans ready when the drug dogs come. All cars in all parking lots need to be checked even all
teachers, maintenance department, central office, etc.
The dog(s) will visit 1/2 days on unannounced dates throughout the year. on the next visit a
search will be done at the high school plus another campus, i.e., (high school & jr. high), (high
school & elementary & intermediate), high school & administration & bus barn & maintenance).
If a student's car or locker was alerted, parents would be called first, then the police (subject to
discretion of the principal). Administrators are to counsel with their staff informing them that a
random check will be done on vehicles.
Classroom Search Guidelines
In the spirit and intent of maintaining a school district free from contraband substances,
Madisonville CISD adopts the following policy of randomly checking classrooms with detection
canines. Legal counsel has been consulted about the implementation of this procedure.
The procedure for checking classrooms is as follows:
No more than 2 or 3 classrooms should be randomly selected for inspection during any campus
visit.
Initially, a school official should enter the classroom and announce the inspection. During that
time, the canine team should remain away from students until they depart the room.
Prior to departure, students should be advised to place all bookbags, etc. on their desks.
Once all students have departed, the canine team should conduct a routing inspection in the
room in the presence of a school official.
Make sure the door to the class is closed prior to initiating your inspection.
Check all belongings on or near each desk.
In the event a canine alert is noted, the school administrator will identify the student responsible
and bring them into the room.
The canine handler will establish ownership of the item with the student and explain to the
student that the dog has shown an interest.
The school official will remove the belongings and student to a private office for inspection.
The canine handler will then check the actual desk to insure the contraband is not located in the
desk.
At the office, the canine handler will conduct the normal speech and perform an inspection of the
belongings.
Any personal searches of the individual student will be conducted by the district officials.
AEP Procedures
Before placing a student in AEP, the following procedure must be completed:
1) Within three days, campus principal/designee will send notice to parent of date, time, and
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place of conference; (Use district form “Notice of a Removal Conference”)
2) Campus principal/designee will conduct the conference with parents;
3) Hold ARD (if necessary);
4) Principal will send to the superintendent for approval and signature, a copy of the “Discipline
Referral” form, “Notice of Removal Conference” form and “Placement Order” form, signed by
campus principal indicating reason, dates, and number of days of AEP assignment;
5) After obtaining the superintendent's signature, a copy of the forms will be sent to the AEP
Co-ordinator.
6) Principal will send a copy of the AEP Placement Order to the parent;
7) Superintendent’s office will log information into a chart and send a copy of Order of
Placement to the appropriate County Juvenile Court;
Once the student has completed his/her assignment , the AEP Coordinator will send a Dismissal
Form to the Principal and Superintendent's office. Information will be logged into the chart and a
copy of the dismissal form will be sent to the campus discipline clerk for computer input in all
appropriate areas.
Rules of Conduct for Alternative Education Placement Center
Failure to comply with the following rules may cause further disciplinary action and/or extra
day(s) assigned.
1) Being tardy to class or taking an unexcused absence from this class-excused absence(s) shall
not be substituted for day(s) assigned to AEP. A student must be in attendance in AEP for the
entire school day to count as a day of AEP. The AEP Center hours will be from 7:30 a.m. until
2:30 p.m. or until it is changed by the director. Transportation will not be provided by the
school district. Students will not be allowed to ride the bus while assigned to AEP. Students
are to be signed-in and out each day by a parent/guardian or make other arrangements with
the AEP Administrator.
2) Talking without permission.
3) Leaving your assigned seat without permission.
4) Being disruptive during class or lunch period.
5) Students will work on school assignments and are expected to do assignments independently.
6) Students may be assigned additional days in AEP if adequate assignments have not been
completed. This includes assignments returned to the student for lack of effort. A computer
assisted program will be utilized as an aid to the regular instructional program.
7) Leave other students alone. There will be no communication among students without
permission. This includes note passing, laughing and grinning, asking for help, asking to
borrow, talking, unnecessary noises, signaling of any kind, or anything that gets the attention
of other students.
8) A student must raise his/her hand and be given permission to speak, ask a question, or leave
their seat. Students cannot leave the AEP room without permission. Students that leave
without permission will be filed on for truancy with the Madison County Justice of the Peace.
9) Students will receive one assignment at a time. When a student finishes the assignment the
student will raise his/her hand for permission to turn in the assignment. Another assignment
will then be issued. A work program will be implemented as needed. All student are
required to participate in the work program during their time in AEP.
10) Lunches brought from home shall not contain candy, other sweets, gum or carbonated
drinks. Carry-out lunches will not be permitted, however, school lunch will be made
available.
11) Failure to work during class or failure to do all of the assigned work.
12) Students must sit during class time. Sleeping during class is forbidden.
13) Continuous misbehavior in AEP may result in additional days added to our alternative
educational program or an expulsion hearing.
14) Any student assigned to the alternative educational program (AEP) off campus will not be
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15)

16)
17)
18)
19)
20)
21)

permitted to participate in any extracurricular activity for the remainder of the year in
which the initial assignment is made to AEP, and the time of suspension must be at least
thirty days (this would effect only student that are in AEP for parts of a two year
assignment.) Students assigned to AEP are not permitted on school property at any campus
during the AEP placement.
Vehicles must be parked in an appropriate space and must not interfere with the regular
traffic flow of MCISD. Students that violate this rule will be charged with criminal
trespassing.
Vehicles that are parked illegally will be towed at the owner’s expense.
Vehicles that contain contraband will be towed at the owner’s expense.
Random drug testing for high school students will be enforced.
Students must be released to and signed out by a parent/guardian or an appropriate adult at
the end of each day.
If a student is not picked up in a timely manner, the student will be delivered to the Central
Office of MCISD. A law enforcement officer will be informed of this action.
For each 15 days assigned to AEP, a student must attend one counseling session with an
adult member of the family, for one hour after the regular school day. If a student does not
comply, one day will be added to their stay in AEP. If attendance to the one hour counseling
session takes place, one day will be subtracted from their stay in AEP.

A student, if accompanied by a parent/guardian, may attend one additional counseling session
for each 15 days assigned to AEP, and subtract an extra day from their AEP assignment.
AEP
Assignment
15 days
15 days
15 days
30 days
30 days
45 days

Examples:

Counseling Sessions
Attended
0
1
2
0
4
6

# of Days Remaining to
Fulfill Assignment
16
14
13
32
26
39

Attendance:

1st unexcused absence lose opportunity of additional counseling sessions
2nd unexcused absence 1 additional day added to original assignment

Suspension:

1st suspension

lose benefits of required, and additional, counseling
session days
2nd suspension same as above and add(3) additional days to assignment
3rd suspension
penalty determined by Administrator(s).

If a student has already lost counseling session days, is suspended or has been suspended, and
has unexcused absences afterwards, additional days will be added to first assignment.
Example;

2/10/02
3/07/02

suspended (lose counseling session days)
unexcused absence (add additional day to assignment)

22) AEP Point System: Monday-Thursday
Student can earn a maximum of 200 points weekly.
Student can earn a maximum of 50 points daily.
Daily attendance
Daily behavior
Daily assignment completed

20 points – 80 weekly points
15 points – 60 weekly points
15 points – 60 weekly points
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Unexcused absence
-20 points (each day)
Behavior corrected
-02 points (each time)
Example: anything that gets the attention of other students
Behavior write-up
-15 points (each time)
Daily assignment incomplete
-10 points (each assignment)

If student has a minimum of 180 points at 8:00 a.m., Friday, the student will be allowed to
participate in activities with Detective Stokely.
The students that have less than the 180 points will stay in a supervised classroom and continue
working on assignments until 2:30 p.m.
23) Students must wear shirt tucked in at all times.
24) Students are not allowed to wear shorts to AEP.
25) Students must wear I.D.’s at all times.
26) Assignments will be sent to AEP from campuses via internet.
27) Grades will be recorded via internet.
28) Anything not covered in these rules will be settled on an individual basis.
Discipline Reporting Procedures
Discipline reports will be run and reviewed for accuracy at the end of each 6-weeks attendance
reporting periods. Run Pentamation report: X.4.H. Also, run X.7.1. specifying a report for:
"Expulsion” Action Code 01;
"Out of school Suspension” Action Code 05;
"ISS” Action Code 06; and
"AEP” Action Code 07
Emergency Placement of Expulsion
The principal or assistant principal may order immediate placement in a DAEP or expulsion if
the student's behavior is so unruly or disruptive that it interferes with a teacher's ability to
communicate or the student's ability to learn. Within a reasonable time after the emergency
placement or expulsion, the student shall be accorded the appropriate due process as required
under section 37.009. Education Code 37.019
Expulsion
Reporting by the district of the number of students expelled for bringing a firearm to school will
be done in a timely manner. The report will be made to the Texas Education Agency, local law
enforcement authorities, juvenile authorities and each teacher that comes in contact with the
student in the school district. This process shall be done within five working days of the offense
by the office of the central administration.
A form stating the child's name, social security number, grade, offense that occurred , date of the
offense, persons investigating the offense, and disposition of the offense will be kept on file at the
school and transferred to all proper authorities within a timely manner. Education Code 37.007
Hearing and Review Process for Expulsions and Alternative Education Placement
Not later than the third class day after the day on which a student is removed from class. Under
Section 37.002 (b) or (d) the school principal shall schedule a hearing among the principal or
assistant principal, a parent or guardian of the student, the teacher removing the student from
class, and the student. Following the hearing, and whatever or not each requested person is in
attendance after valid attempts to require the person's attendance, the principal shall order the
placement of the student as provided by Section 37.002 for a period consistent with the student
code of conduct.
If a student's placement in a DAEP is to extend beyond the end of the next grading period:
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a student's parent or guardian must be notified;
must have an opportunity to participate in proceedings by the superintendent;
any decision by the superintendent is final and may not be appealed.
If a student's placement in a DAEP for a period beyond the school year, the superintendent must
determine:
the student's presence in the regular program or campus presents a danger of physical
harm to the student or to another individual;
the student has engaged in serious or persistent misbehavior that violates the district's
student code of conduct.
The term of placement will be set by the superintendent. The review of the placement will be
reviewed within 120 days. Parents or guardians must have an opportunity to present arguments
for the student's return to regular class, but the teacher who removed the student must agree to
do so.
Before a student may be expelled under Section 37.007, the superintendent must provide the
student a hearing at which due process is afforded the student. The student must be represented
by the student's parent, guardian, or another adult to provide guidance. The decision may be
appealed to the Board of Trustees. The Boards decision may be appealed by trial de novo to a
district court.
The superintendent shall deliver to the student and the student's parent or guardian a copy of the
order placing the student in an alternative education program under Section 37.002 or 37.006 or
expelling the student under section 376.007.
After a school district notifies the parents or guardian of a student that the student has been
expelled, the parent or guardian shall provide adequate supervision of the student during the
period of expulsion. Education Code 37.009
Student Expulsion Hearing Procedures
The principal shall send a written report to the superintendent, of the charges and events leading
to a recommendation for expulsion. A hearing date will be scheduled, of which the principal will
notify the parent/guardian. The hearing shall be provided at which the student is afforded
requisite due process which shall include the following:
Prior notice of the charges and the proposed sanctions (to be sent to parents by the
principal);
notification of their right to a full hearing before the superintendent of schools'
right to legal counsel observation;
opportunity to testify and to present evidence and witnesses;
opportunity to examine the evidence and to question the administration's witnesses.
A report of the hearing and an "order of expulsion" will be sent, by the superintendent, to
the parents, principal, and the county juvenile officer.
Reports to Local Law Enforcement
The principal or assistant principal of each secondary school shall notify the city police
department or sheriff's department any of the following activities that occur in school, on school
property, or at a school sponsored or school related activity on or off school property:
conduct that may constitute an offense listed under Section 8(c), Art. 42.18, Code of
Criminal Procedure;
deadly conduct under Section 22.05, Penal Code;
a terrorist threat under Section 22.07, Penal Code;
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the use, sale, or possession of a controlled substance, drug paraphernalia, or marijuana
under Chp. 481, Health and Safety Code;
the possession of any of the weapons or devices listed under Section 46.91 (1) - (14) or
Section 46.01 (16), Penal Code; or
conduct that may constitute a criminal offense under Section 71.02, Penal Code
A person who makes a notification under this section shall include the names and
address of each student the person believes may have participated in the activity.
All personnel that have regular contact with a student involved in these activities must
be notified. Education Code 37.015
Report of Drug Offenses
School employees are not liable for civil damages for reporting to a school administrator a
student the employee suspects of using, possessing, or selling on school property:
marijuana;
a dangerous drug;
an abusable glue or aerosol paint; or
an alcoholic beverage. Education Code 37.016
Destruction of Certain Records
Information received un Art. 15.27, Code of Criminal Procedure, may not be attached to the
permanent academic file of a student who is the subject of the report. All information shall be
destroyed a the end of the school year in which the report was filed. Education Code 37.017
PROCESSING MAINTENANCE REQUESTS
All maintenance requests that originate at the campus level must be approved by the campus
principal or his/her designee before it is sent or e-mailed to the maintenance department.
If a teacher is having a problem in his/her room, he/she should fill out a Request for
Custodial/Maintenance Service form and turn it in to the principal's office for approval. Please
be sure to give as much detail concerning the work to be performed as possible.
After approval by the principal or supervisor, the form is sent to the maintenance department for
assignment. The principal or supervisor keeps the originator's copy of the request form. A
careful record is kept by the maintenance department of the time and date the project is started
and completed.
After completion of the work, the white copy of the request form is returned to the person or
department making the request showing that the work has been done. If you receive a white slip
back and the work has not been done or is not satisfactory, please contact the maintenance
supervisor by phone.
In emergency cases, the principal or supervisor should call the maintenance supervisor giving
details of the work to be performed. The maintenance supervisor will fill out a form which is
kept on file in the maintenance department. No copies will be sent to the campus.
BUS TRANSPORTATION PROCEDURES
School bus transportation will be operated according to the Texas Department of Public Safety
(DPS) guidelines, as well as the Texas Education Code administered by the Texas Education
Agency.
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The following guidelines will apply to bus routes that provide daily home to school
transportation for the Madisonville Consolidated Independent School District, operated by
Durham School Services:
1) TEA guidelines and MCISD/Durham policy states that to be an eligible bus rider the student
must live two (2) or more miles from the campus he/she attends, as measured by the shortest
public route to the campus flagpole, or is one of the in-town approved hazardous routes.
2) Students will be picked up and dropped off only at their place of residence, as on file with the
school district, or at a designated hazardous route stop. Students may only ride their assigned
bus. If a student is living with someone other than a natural parent, a power of attorney form
is required to be on file at the school they attend. Transportation will not be provided to an
alternate residence unless this requirement is met.
EXCEPTIONS:
A.
IN CASE OF EMERGENCY, such as illness or death in the immediate family,
parent may request in writing that student be transported to a residence, other
than their home, and submit to the principal of the campus they attend. Written
request should include:
*Student Name
*Parent Name
*Telephone number where parent can be reached
*Bus number they ride
*Whose house the student is going to and the relationship to the
student; and phone number
*Reason for the request
NOTE: EMERGENCY CASES WILL ONLY BE CONSIDERED FOR ELIGIBLE BUS
RIDERS FOR A MAXIMUM OF THREE DAYS
B.

NON EMERGENCY REQUESTS
1.
Eligible bus riders of working parents can be transported to a
grandparent, uncle or aunt’s residence if it is on an everyday basis. Bus
transportation can be provided to a day care facility if it is located on the
same bus route as the student’s residence and is on an every day basis.
The parent must contact the transportation department before a child
can be delivered at a day care. The request should follow the same
guidelines as the emergency request stated in item A.
2.
Eligible and non-eligible bus riders may request transportation service
on a regular route outside the two mile limit or on a hazardous route in
town to places other than their residence or the designated stop on a pay
by semester basis. The rate will be $200/per semester. Payment will be
made in advance of service and is non-refundable. A request form can
be secured from the school transportation office.
3.
Bus transportation will be provided to a paid babysitter/day care if the
place of business is on the eligible rider's regular bus route.
Transportation will not be provided to a babysitter or day care if the
student is not an eligible bus rider and/or the rider would be on a route
other than the rider's eligible route.

C.

Campus principal will verify all requests and forward a copy to the
transportation office. If space is not available on the bus requested, the
transportation office will deny the request and return it to the student and
principal. Principal will contact parents and notify them whether a request for
emergency/special transportation can or cannot be approved.
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NOTE: FOR ALL EXCEPTIONS:
*Requested stop must be on regular route
*Approval subject to available seating space
*No route changes will be made
*No discipline problems will be tolerated
*Does not create the need for an additional route
*Requested delivery must be on an everyday basis
3) Hazardous routes have been defined by the district as areas where students must cross Hwy
21 and Hwy 75 to attend school. The hazardous routes are offered to students that live within
the two mile limit. The student must be picked up and dropped off at a designated bus stop
only. The Durham School Services office will assign each student to a route and stop based on
the nearest location.
4) TEA guidelines will be used to establish new routes or change existing routes. New routes
will only be added when a route bus is nearing or at capacity.
To change an existing route:
*All requests must be submitted to Durham School Services
*Student must travel more than 1/2 mile to reach an existing bus stop.
*Road surface must be acceptable for large vehicles to travel safely.
*A safe turnaround point must be available. We do not travel private
roads or driveways unless it is the only available turnaround and we
have written permission from the property owner, releasing MCISD and
Durham School Services from any claims of damage.
*Durham School Services' manager must inspect all proposed sites for
route changes or turnarounds, before making a recommendation to the
MCISD Director of Operations.
*Durham School Services and the director of operations will jointly
approve all route changes before they are implemented.
5) Students will be loaded and unloaded on the side of the road on which they live, to
avoid possibility of student being struck by passing motorist.
*A parent may request at the Durham School Services office that their student be
allowed to cross the road.
*Permission must be granted in writing using the MCISD/Durham form for
student to cross the roadway to load or unload.
6) Emergency situations may require that the driver make temporary detours to deliver student
safely home. Driver will notify dispatcher of emergency and alternate route. The alternate
route will exist only for the duration of the emergency.
7) Students requiring transportation service should contact the office of their assigned campus.
The campus office should send the Durham School Services office the following information
by written memo or fax (348-9245) before student is eligible to ride:
*Student’s name
*Resident address...with location description
*Parent/Guardian name and phone number
*Grade of student
*Date of request
*Date for service to start
8) Student changes of address must be given to school campus immediately so that it can be
forwarded to Durham School Services, since it may effect eligibility to ride.
*If new address changes a student from an eligible rider to an ineligible rider, no
notice to parent is required and it is effective the date of the address change.
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*School campus office should send to the Durham office a written memo or fax
(348-9245) with the following information:
Student name
New address
Date
Date new service is to start
SPONSOR'S AND BUS DRIVER'S RESPONSIBILITIES FOR EXTRA CURRICULAR TRIPS
To eliminate misunderstanding between sponsors and bus drivers as to their responsibilities, the
following policy should be followed.
Bus drivers are paid to drive and take care of the buses. If the bus drivers are to assume further
responsibility, it should be brought to the attention of the Transportation Office at the time the
request for transportation is made. If the sponsor drives, an additional sponsor must be
provided.
It is the sponsor's responsibility to provide at least one adult supervisor per bus to take care of
the students and their property, and to see that the bus is left clean and orderly at the end of the
trip.
There should be NO GLASS containers brought on the buses; cold drinks can be taken in cans
and placed in boxes with lids or coolers with lids. These should be placed under or between the
seat to keep from obstructing the aisle.
ANIMALS are not allowed on the buses at anytime.
There should be no large objects brought on the buses - such as shop projects that are too large to
fit in or between the seat or any object that would obstruct the aisle. Prior arrangements should
be made for these.
Requests should note all places the driver is expected to drive.
The sponsor shall make arrangement for tickets and meals (lodging over night) for the drivers.
School policy regulates the speed for the buses. The driver shall not be expected to make up time
lost due to poor planning or delays.
If the sponsor who accompanies the group cannot control the students, it may become necessary
for the driver to take charge of discipline problems. Before the driver takes over, he should stop
in a safe area and discuss the problem with the sponsor and give the sponsor the opportunity to
straighten things out. When such action becomes necessary, the driver should make a full report
to the school officials as soon as possible.
Neither the driver, sponsor nor anyone else is permitted to smoke or use tobacco while on a
school bus.
No one should tape signs and/or banners on the bus. However, it is permissible to write with
removable white polish on the windows provided it does not interfere with the driver's vision.
The sponsor will make sure all windows are cleaned before the bus is returned to the bus yard.
The Transportation Center is not to be used as a central meeting point for students to begin or
end a trip.
USE OF SCHOOL VEHICLES (Other than buses)
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A person who drives a school vehicle on a regular basis or to transport students must have a
valid license on file and complete a training or defensive driving course approved by the district
every three years or be certified as a school bus driver. A person who is to drive a school vehicle
must be sure their drivers license number is on file in the central office.
Vans may be used to transport a maximum of 10 persons including the driver.
The use of school vehicles may be scheduled by contacting Durham School Services no later than
Friday noon before the week the vehicle is needed. You will need to indicate the date and time
the vehicle is needed and how many students and adults will be riding in the vehicle. A proper
account number to be charged should be supplied. The mini van (for adult use only) may be
scheduled by contacting the assistant superintendent's office.
The school reimburses 35¢ per mile for use of private vehicles. Private vehicles will not be used
to transport students without administrative approval from the central office.
CHILD NUTRITION PROGRAM
CHILD NUTRITION DEPARTMENT EMPLOYEE PROCEDURES
Employment will be determined through procedures stated in MCISD employment policies.
CN employees will adhere to all MCISD Employee Handbook policies and CN job specific
policies and procedures.
Child Nutrition employees are employed “at will” and not by contract. Employment is not for
any specified term and may be terminated for “just cause” at any time.
New CN employees are required to take a physical. The employee will pay for his/her physical.
If employed he/she will be reimbursed the cost of the physical at the end of one semester of
employment and the cost at the end of one school year.
If a back x-ray is required, employees must pay for the x-ray and, if employed, will be
reimbursed at the same rate as for the physical.
CN employees must take an annual TB test to be administered and read by the MCISD
Registered Nurse. If a chest x-ray is determined to be necessary, the cost will be paid by CN
Dept.
Other recommendations deemed “in the best interest” of the health of employees will be made
available through the district.
Assignments
CN employees are subject to the assignment which is deemed best for the operation of MCISD
Child Nutrition Program. Reassignment can be made at anytime.
Refusal to accept an assignment to a designated school will be interpreted as a resignation on the
part of the employee.
Campus managers will make work assignments in each cafeteria. Assignments may be changed
and/or rotated as deemed advisable or necessary.
Work Expectations
Child Nutrition employees will be expected to be “at work“ as indicated by MCISD school
calendar and Child Nutrition Director.
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Each employee MUST “clock in” at her/his scheduled time and immediately begin work.
Personal items must be stored in lockers, hair nets put on, etc. prior to “clock-in” time.
Employees will be considered tardy when the “clock in” to work is more than 7 minutes past
their scheduled time. A written disciplinary warning will be written after 3 tardy “clock-ins”
within a two week work period.
Three (3) disciplinary warnings within a month’s work period could result in termination.
Employees WILL NOT “clock in” or “clock out” for another employee. One verbal reminder will
be given and a written disciplinary warning will be written for further occurrences. Three
written disciplinary notices could result in termination.
Employees MUST call their manager or the CN office (936/349-8066) at least 30 minutes prior to
their scheduled work time to report an absence.
Employees are expected to call by 2:00 p.m. on the day of her/his absence to let their manager or
the CN office know if she/he will return to work the following day. Lack of a telephone will not
be tolerated as an excuse.
Employees have discretionary leave days according to time worked (see MCISD Employee
Handbook). Taking more than the allowable days will be considered excessive absences.
Termination could result after 5% (9.4 days) of the scheduled work days have been missed.
A notice of request for discretionary personal leave must be submitted to the manager and/or
CN office 7 days in advance of the anticipated absence (See MCISD Employee Handbook).
Personal phones calls are not to be made on school time. A message may be left for an employee
with the cafeteria manager or at the CN office, and the employee will be notified in a timely
manner.
When an employee receives notification of jury duty, HUD meeting, Food Stamp meeting,
etc.,
the employee must bring in a copy of the letter of notification to be placed in the employee’s file
in the CN office. Employees will be expected to report to work “before” and “after” the
appointed time.
Doctor appointments and other necessary meetings are expected to be scheduled outside of
work hours. Employees will be expected to report to work “before” and “after” the appointed
time.
Family and other unauthorized people are not to be in the kitchen to visit an employee during
work hours. If absolutely necessary, the person must report to the principal’s office for a
“visitor’s pass”.
Destruction and/or misuse of MCISD supplies and/or equipment will not be tolerated.
Insubordination or display of discourteous conduct will not be tolerated.
Employees MUST notify the CN office of change of address or telephone number.
Meals
Child Nutrition employees directly involved in the preparation and serving of breakfast may eat
the “menu” breakfast without charge.
Child Nutrition employees directly involved in the preparation and serving of lunch may eat the
“menu” lunch free of charge. Additional meals must be paid for at the “additional” adult meal
price.
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Snack bar, a la carte, and/or other items not listed on lunch menu for the day must be paid for by
the employee.

Leaves and Absences
See MCISD Employee Handbook
Pay
Child Nutrition employees’ salaries are set by MCISD.
th

th

Pay day is the 20 of each month or the last working day before the 20 day of each month.
Pay is calculated on “days worked” through the first Monday of each month. Full time
employees can elect to be paid “by time card” or by “averaged salary”. “Averaged salary”
divides the approximated year’s salary into 12 months. Adjustments will made to insure correct
salary payment on summer checks.
Dress:
Appropriate dress consists of uniform tops issued soon after an employee is hired for a regular
position and dark pants. Denim is acceptable under certain conditions. Until the uniform is
received the employee will wear a short sleeve solid colored shirt with a collar and dark pants or
skirt.
Employees will furnish “woven” fabric pants. Pants CAN NOT BE TIGHT!! If in doubt, don’t
wear them!! Stretch pants, stirrup pants or leggings are not acceptable. Employees will be sent
home without pay for wearing inappropriate clothing.
Uniforms MUST be washed every time they are worn. Care and repair of all issued uniforms are
the responsibility of the employee. Uniforms must be returned at the end of year in acceptable
condition to be used again or employee will have to pay for replacement.
Employees must be neat and clean at all times. Personal hygiene will be monitored closely.
Bathe daily and use deodorant.
Hair nets covering the employee’s entire hair are to be worn at all times.
Rings should be limited to one per hand (wedding set) and should not be large. Small earrings
may be worn. Long dangling earrings or necklaces, nose jewelry and bracelets should be
removed during working hours for sanitation and safety reasons. Loose fitting watches should
be removed during work hours.
Nails should be clear of all nail polish, false or acrylic nails or false nail tips during working
hours.
Disposable aprons MUST be worn during preparation. Uniform aprons will be worn during
serving.
Shoes MUST have closed heels and toes and non slip soles. Canvas or nylon sport shoes should
not be worn for safety reasons. Shoes with slick soles such as Keds are not acceptable.
Spirit Day Dress: Spirit Day is designed to promote pride in the Madisonville CISD in all areas of
achievement. However, Spirit Day should not be interpreted as a casual dress day. On the
designated school campus “Spirit Day”, attire may be:
Jeans which are clean, neat, and in good condition and
Shirts which exemplify school spirit either by school color or logo.
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CN employees must change out of CN uniforms before starting “custodial” substitution duties.
Violations of these expectations will result in oral and written disciplinary action and could result
in termination. Complaints, concerns and/or problems should be reported through the
appropriate “chain of command” or to the CN office
The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and
activities on the basis of race, color, national origin, gender, religion, age, disability, political
beliefs, sexual orientation and marital or family status.
Madisonville Consolidated Independent School District is an equal opportunity employer.

MCISD STAFF MEAL PROCEDURE
Federal, state and local guidelines govern services provided by the Madisonville Child Nutrition
Program.
Madisonville C.I.S.D. has food service on all campuses to serve students and staff. An
automated accounting system utilizing the district’s universal identification card, allows
employees to:
• prepay money into a meal account at any cafeteria.
• check balance(s) and/or prepay money into their child(ren)’s meal account
anytime except during serving times.)
• make purchases at any cafeteria
An employee must present his/her identification card for any cafeteria transaction.
GENERAL INFORMATION
• Accountability for federal and/or state reimbursement disallows an employee paying for
their child(ren)’s meals out of their personal account.
• Money can be transferred from one account to another only with the receipt and approval of
a written request to the Child Nutrition Office.
Substitutes may not charge in the cafeterias or snack bars.
Administrators/district staff are not to go behind the serving line at any time unless
approved by the CN Director/Supervisor.
The USDA School Lunch/Breakfast Program is designed to serve children. The guideline for
pricing of adult meals in the Child Nutrition Program’s Administrator’s Reference Manual states
that the minimum charge to adults must be the highest price charged to a student plus the value
of Federal reimbursement for a “paid” student meal. In no circumstance should the cost of adult
meal be less than the actual cost of a student meal.
Adult Breakfast = $1.25
Adult Lunch = $2.50
MEAL GUIDELINES
Request “take out tray” at the beginning of serving line.
Food must be consumed in designated areas.
Food safety and sanitation guidelines prohibit food being carried away from
campuses.
TYPES OF SERVICE
A. Meals
Regular Adult Lunch
Meal components as listed on menu.
Serving sizes shall be:
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1 serving Meat/Meat Alternate (2-3 oz. cooked lean meat/alternate)
2 servings Fruit/Vegetable (1/2 cup each)
1 serving Bread/Bread Alternate
1 serving Dessert (if available)
1 serving Milk, optional (1/2 pint)
Adults may request one (1) additional serving of the fruit/vegetable; not to exceed three
(3) servings.
Please do not ask the cafeteria workers to serve more than the allowable amounts.
B. A LA CARTE
See the current employee and/or student handbook for the most recent pricing.
C. SNACK BAR
Prices posted.
D. Iced Tea
Iced tea is available to MCISD employees at no charge only during lunch serving
periods.
Inquiries, opinions and suggestions are always welcomed by cafeteria managers and the CN
office (349-8066/8067).
MCISD STUDENT MEAL PROCEDURES
Madisonville Consolidated Independent School District’s Child Nutrition Program will utilize a
“key pad” system and an ID card “scan” system to manage its computerized accounting system
in its cafeterias. This system is designed to keep records of all transactions in the district’s
cafeterias.
Students at Madisonville Intermediate School, Madisonville Junior High School and Madisonville
High School will use his/her district ID number for all transactions in the cafeteria. They will
“key in” their ID numbers at the point of sale. The cafeteria clerk can look up the student’s
identification number if necessary and the student will be served a meal.
Identification cards for elementary students and other students who may be unable to take full
responsibility (ex.: Special Education) for their cards will be kept in their respective cafeterias.
District personnel will utilize the same procedure as students at the campus cafeteria where they
eat lunch.
The Child Nutrition Program has a “no charge” policy. Parents/guardians may pay in one of the
following ways:
*Daily

*Weekly

*Monthly

*In dollar amounts as determined by family income

Parents and/or students may make deposits into meal accounts in the Child Nutrition Manager’s
office at any cafeteria between 7:25-8:05 a.m. any school day or students may pay and/or make a
deposit as they go through the serving line.
Meal account “balance letter” will be generated by the CNP’s automated system when the
account balance is equal to or less than the cost of two breakfasts and two lunches. The letter
will be sent home with students notifying parents/guardians that a deposit needs to be made
into their child(ren)’s account. When a student reaches a negative balance, he/she will be offered
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a sandwich and milk/juice. A student with a negative balance cannot purchase “a la carte” or
snack items.
Parents/guardians may ask individual cafeteria clerks to check the balance of their child(ren)’s
meal account(s) in person or by telephone at any time during the regular work day except during
“serving times”.
Menus distributed to elementary and intermediate students and posted in junior high and high
school classroom and on the MCISD web page at http://www.madisonvillecisd.org/ may be
used as a tool to determine the number of meals that will be eaten and the amount of money to be
deposited into meal accounts.
Parents/guardians are encouraged to write one check for their children’s meal accounts. The
person receiving the check must have a list of the name(s), grade(s), and amount of money to be
deposited into each child’s account. The cafeteria clerk at one cafeteria can deposit the money
into individual meal accounts at other cafeterias.
The CN Department will not accept “out of state” checks. If a check is returned for “non
sufficient funds”, a $10.00 service charge will be added to the amount of the original check.
Parents/guardians who prefer their children not to purchase snacks or “a la carte” items from
their meal account must write a letter the Child Nutrition Office indicating their desire that a
“block” be posted on their child(ren)’s account. This letter may be turned in to the cafeteria clerk
or mailed to the Child Nutrition Office.
A visiting parent’s/adult’s or sibling’s (not enrolled in school), meal price may be deducted from
a student’s account provided there is sufficient money in the account to cover the price of a
visitor’s meal.
Account money will be refunded to a parent/guardian only if a student is moving out of the
school district. The parent/guardian must be present to receive and sign for a cash refund. If
the cafeteria clerk does not have sufficient money for the refund, the request will be turned in to
the Child Nutrition Office and the refund will be mailed from the MCISD Business Office, at the
next scheduled check writing date, to the address supplied at the time of request. Account
money will not be refunded to a student. Money in a cafeteria meal account at the end of the
year will automatically roll over to the next school year.
Applications for the free and reduced school meal program are available throughout the year
at any district cafeteria, principal’s office and/or the Child Nutrition Program office. An
application may be turned in to a cafeteria clerk or the Child Nutrition Program office any
time during the year.
The Child Nutrition Program is responsible for all account transactions and records. Questions
concerning any aspect of the Child Nutrition Program should be directed to the attention of the
Child Nutrition Director at 349-8067 between 7:30 and 3:30 Monday through Friday.
“In accordance with Federal law and U.S. Dept. of Agriculture policy, this institution is prohibited from
discriminating on the basis of race, color, national origin, sex, age, or disability. To file a complaint of
discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Bldg., 1400
Independence Ave., SW, Washington, D.C. 20250-9410 or call 202/720/5964 (voice and TDD). USDA is
an equal opportunity provider and employer.”
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COMMUNITY RELATIONS
Public participation is encouraged by the district. The district shall make every reasonable
attempt to keep the public informed of policies, administrative operations, objectives, and
educational programs. Full and accurate information with interpretation and explanations of
school plans and programs shall be provided under the laws of this state.
Means of Communications with Parents and Community
Articles to newspaper.
Open board meetings
Post board agendas at campuses.
Send agenda to newspaper and radio.
Post board meeting summaries at campuses, administration building.
Send summary of meeting to newspaper and radio.
Post T.E.A. communications at campuses.
Administrative staff meetings (average one per month).
Monthly P.T.O. meetings during school term.
Yearly 'open house' at each campus.
Send parent communications (campus level).
Elementary teachers (K-5) call for parent conference at end of 1st 6-weeks.
Send 3-weeks failing notices to parents.
Send 9-weeks report cards to parents.
Elementary teachers (K-5) send papers home weekly.
Nursing Home visitation by high school students.
Scrapbook of school news, events, and activities is kept in administration
building.
Parent Advisory Committees i.e. Vocational Advisory Committees, Migrant
Advisory Committee (LPAC), Discipline Management Plan Committee, Special
Education Advisory Committee, Band Boosters Club, Parent-Teacher
Organizations, Drug
Program Committee, Superintendent's Council for Academic Excellence.
Adult Continuing Education Program.
Providing Sr. Citizens with application to receive general admission passes for
school activities.
Send copies of individual achievement tests (TEAMS & CAT) results to parents.
Schedule periodic community/parent meetings concerning school programs,
offerings, and concerns.
Each student receives a student handbook on all four campuses, elementary-high
school.
Principals are encouraged to use parent volunteers and encourage teachers to keep close contact
with parents.
SCHOOL VOLUNTEER PROGRAM
Many citizens of the Madisonville community wishing to make a greater contribution to the
process of educating the youth of their community, offer their skills and their time to provide
services for the schools. Any person wishing to participate in the school volunteer program
should contact the school's principal.
HANDOUTS IN SCHOOL
Any organization or individual wishing to distribute information through the school, such as
handouts, circulars, announcements and other similar material shall provide a sample to the
superintendent or his designee. If the request is granted, the superintendent or designee will
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notify the principals that the material is approved for distribution. P.T.O. activity announcements
need not be approved by the superintendent. These shall be approved by each building
principal.
COMPLAINTS AND GRIEVANCES - Board Policy (GF (LOCAL)
Citizens from time to time may have complaints concerning school matters. In these instances,
complainants shall use the following procedures.
Complaints should initially be discussed with the appropriate administrator.
If the complaint is not resolved there, then the next level administrator shall hear the
complainant.
A citizen has the right to present the matter to the board after exhausting all other administrative
levels. At this meeting (board) the complainant shall file a letter stating the matter and his/her
suggestion for a solution. There shall be no administrative regress or threats of reprisal against
person filing complaints.
FORMS (See Superintendent)
REFERENCE RESPONSE
The Reference Response form is sent to applicant's named references with a letter requesting
recommendation concerning the applicant. These responses are kept on file and reviewed when
seeking applicants for positions.
ACCESS TO CRIMINAL HISTORY RECORD
New employees and volunteers of the district are asked to fill out an "Access to Criminal History
Record" form, thus giving permission to do a criminal history background check.
CONTRACT RENEWAL/NONRENEWAL RECOMMENDATIONS
Principals/Supervisors are to complete the renewal/non-renewal recommendation form and
return to superintendent by 2nd Friday of February.
Enter in column

#1 - the employee's name
#2 - number of months employed (10, 11, or 12)
#3 - code number for recommendation of contract renewal, probation,
or non-renewal
#4 - give employee's current assignment and their request for change in
assignments (if any)

REQUEST FOR REASSIGNMENT
Any employee wishing to be considered for a change in assignment should complete this form
and submit it to their supervisor.
EMPLOYEE COMPLAINT FORMS
Level One
Any employee wishing to file a complaint must fill out this form completely and turn it
in to their immediate supervisor.
Level Two
This form must be filled out by any employee appealing a level one decision to the
Board.
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Level Three
This form must be filled out by any employee appealing a complaint decision to the
Board.
Supervisor/Administrator Report of Level One Conference
This form should be completed by the supervisor/administrator and submitted to the
superintendent, along with the employee's original level one complaint form.

PARTICIPATION REQUEST FORM (to Workshops, Meetings, Conference, etc.)
The Participation Request should be completed in its entirety prior to the date of a workshop, etc.
submitted to the principal for campus approval, then to the assistant superintendent and
superintendent's office for final approval.
ABSENCE FROM DUTY
Each employee must submit an Absence from Duty report immediately after returning to duty.
A written statement from the attending physician must be submitted for an absence of five or
more continuous work days.
These must be turned in by the employee to their
principal/supervisor, who in turn, sends to the business office. Use of personal leave must be
approved in advance by the supervisor. In cases of family illness or death, please list
relationship.
EXIT REPORT
Upon leaving the district an employee shall submit this report to their supervisor. It is the
responsibility of the supervisor to make sure this is done. The completed form should be sent to
the central office.
PURCHASING PROCEDURES
A requisition and/or P.O. is required for all purchases. When charging at Brookshire's, etc.,
employees must take a requisition signed by the principal/supervisor and attach the ticket to it.
REQUEST FOR CHECK AND/OR CREDIT CARD
The following form must be used when requesting a check either from revolving account or
budget fund. It is also to be used when requesting a credit card.

TRAVEL EXPENSE FORM
Employees shall complete a travel expense form to keep record of travel expenses for the district.
The form and receipts must be approved by the supervisor and sent to the business office.
HOTEL EXEMPTION CERTIFICATE
The exemption certificate should be submitted by an employee when registering in a hotel for tax
exemption.
WORK ORDERS
A work order form is to be completed when making requests to the maintenance department,
transportation department, or the technology department. These forms are available (or soon will
be) on-line at the Madisonville CISD web site.
USE OF FACILITY
An application form must be completed when an organization requests the use of a facility. It
should be completed in detail and approved by the principal of the campus at which the facility
is located, then sent to the superintendent for final approval.
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Any time these facilities are used, for any reason, this form must be completed.
The rental fee may be waived for school activities, fund raisers, District/Area UIL activities, etc.
but a custodial fee will be charged.
RECORDS MANAGEMENT
The Superintendent shall oversee the performance of records management functions
prescribed by state and federal law. The District shall follow its records management
program regarding document destruction. However, the District shall preserve documents,
including electronically stored information, and suspend routine record destruction
practices as applicable according to procedures developed by the records management
officer. Board Policy CPC (Legal/Local); Local Government Code 203.023; Local
Government Code 176.001 and 176.007 [See BBFA and CHE]; Government Code 552.201–
.204 [See GBAA]; Government Code 552.012 [See BBD]
REQUEST FOR RECORDS
Persons desiring to review documents maintained by the District and classified as Open Records
shall submit their request to the Superintendent.
SCHEDULE OF CHARGES - A fee may be charged for any requested copies of records. A fee
schedule is available in the Superintendent’s office.
STATEMENT OF CHARGES - Copies of records requested shall be made available after this
statement of charges has been approved.
REQUEST FOR FIELD TRIP APPROVAL
This request for Field Trip Approval form must be completed by the sponsor no less than 21 days
prior to the trip and submitted to the principal for approval. It will then be forwarded for
superintendent's consideration.
POWER OF ATTORNEY
The District will require a Power of Attorney to be provided for any student not currently
residing with a parent or guardian. On the Power of Attorney form, the parent or guardian shall
clarify which district adult resident will be responsible for their child.
AEP CENTER RULES OF CONDUCT SIGNATURE PAGE
A form explaining the rules of Conduct for the AEP Center must be signed by the student and a
parent prior to beginning the assignment in AEP. A signed copy should be given to the parent
and one should be placed in the student's file.
REFERRAL TO ISS OR AEP
Parents will be notified in writing when their child is assigned to ISS. A conference shall be
completed by the campus principal/designee when there is a need to refer a student to the AEP
campus unless waived by the parent/guardian.
REQUEST FOR THE ADMINISTRATION OF MEDICATION AT SCHOOL
A form must be completed and signed by the parent before medication can be administered to
students at school.
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Introduction:
The purpose of these Internal Controls is to ensure that adequate controls exist in the
areas of purchasing, cash management, investments, payroll, personnel, fixed assets, and
the other business areas included herein. The Business Division’s primary goal is to
protect the assets of the district and to ensure that all financial transactions are performed
in accordance with generally accepted accounting practices.
Since Madisonville CISD is a small district, the Business Department staff shall perform
multiple roles; however, adequate controls of separation of duties shall be maintained at
all times. The staff consists of:
Assistant Superintendent/Business Manager
Payroll/Benefits Position
Accounts Payable Position
Purchasing Position
All Business Department staff are expected to comply with the Code of Ethics and
Standard Practices for Texas Educators [Board Policy DH (Exhibit) and the Madisonville
CISD Code of Conduct (Employee Handbook).
Purchasing Functions:
Purchase Requisitions







Purchase requisitions should be forwarded to the purchasing specialist by
campuses and/or departments
Ensure that all purchase requisitions are signed by the appropriate administrator
(principal or director)
Ensure that funds exist in the designated account(s)
Contact originating administrator if purchase requisition cannot be processed –
inform them of the reason(s) for non-approval and provide an opportunity for
them to correct the deficiency(ies)
Attach original purchase requisition to the purchase order

Purchase Orders (Manual System)






Assign pre-numbered purchase orders to the campuses and/or departments for their
use in typing original purchase orders. A log should be maintained of all purchase
orders used during each fiscal year – from September 1st through August 31st. All
voided purchase orders should be filed in numerical order.
Ensure that all purchase orders are signed by the appropriate administrator
(principal/director)
Ensure that funds exist in the designated account(s)
Ensure that item(s) do not exceed bidding and/or quoting thresholds. If quotes were
obtained, the quotes should be attached to the purchase order. If bids were obtained,
a tabulation sheet should be attached to the purchase order.
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The originating administrator (or secretary/bookkeeper) should be contacted if
purchase order cannot be approved – inform them of the reason(s) for non-approval
and provide an opportunity for them to correct the deficiency(ies).
All technology purchases should be pre-approved by the district Technology
Coordinator.
All Maintenance/Custodial purchases that exceed $1000 should be submitted on a
purchase order signed by the department head, prior to the purchase to ensure that
adequate funds exist and that all quoting/bidding requirements have been met.
All Food Service purchases [that exceed $1000], other than food and non-food items,
should be submitted on a purchase order signed by the department head, prior to the
purchase to ensure that adequate funds exist and that all quoting/bidding requirements
have been met.
All purchase orders shall be encumbered in the finance system. Automatic overrides
up to $20 may be used at the discretion of the Purchasing Specialist.
If a vendor does not exist in the finance system, the purchasing specialist should add
the vendor with all appropriate information such as: vendor name, SSN or TIN,
address, phone, W-9 information, and 1099 eligibility. [If a W-9 is not submitted with
the purchase order, a form should be mailed or faxed to the vendor. After receipt, the
vendor tax information should be entered into the vendor database. Payments for
services should not be made until the W-9 is received.]
All purchase orders that exceed $100 should be forwarded to the Business Manager
for signature of approval.
Purchase orders that do not exceed $100 and are from approved vendors, routine
purchases, funds exist, and appropriate signatures are included may be signed by the
Purchasing Specialist and distributed in accordance with established procedures.
All purchasing contracts, that exceed $50,000, must be approved by the Board of
Trustees. If appropriate, the Business Manager shall submit an agenda item for the
next regularly scheduled meeting to the Superintendent.
The Business Manager should review the purchase order for code compliance,
appropriate signatures, and bidding/quoting requirements. If acceptable, the Business
Manager should sign the purchase order and return it to the Purchasing Specialist for
distribution via mail or fax to the vendor.
Throughout the fiscal year and at August 31st, on at least a monthly basis, the physical
outstanding purchase orders should be reconciled with an Outstanding Purchase
Order report from the finance system.

Purchase Orders (Electronic System – RSCCC)







User profiles should be created in the RSCCC system, to include clerical, teaching,
and administrative staff, as appropriate. The appropriate restrictions to account codes
and functions should be established. Global access and override functions shall be
limited to the Business Manager and the Accounting Specialist.
Approval paths shall be established which will dictate the electronic flow of the
purchase order.
Any authorized user may create a purchase requisition. Any paper documentation that
is related to a purchase requisition should be forwarded separately to the Accounting
Specialist.
All bid and quote thresholds will apply as they do in the manual system.
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The purchase requisition will be available for approval by all individuals in the
approval path.
The approver may approve the entire requisition, or approve/disapprove line items.
The final approval will be the Business Manager.
After the approval of the Business Manager, the purchase orders will be printed and
distributed to vendors as noted in the manual system.
Copies of the purchase order will not be distributed to the schools since they can
review and track purchase orders on-line.
All other controls established for purchase orders processed under the manual system
shall apply.

Bid Initiation
Bids are normally initiated by the Purchasing Department on behalf of the school district.
A specific department, campus or student group can also request that a bid be created for
their use. Prior to a bid being issued for a department, campus or student group, a request
must be requested by the department head or principal. This will lay the groundwork for
the bid creation, assures proper approval has been given to start the bidding process, and
also verifies that the requestor has sufficient funds to complete the purchase for the item
or service being bid.
How to Submit Official Competitive Bids
Each invitation to bid that is released from the Madisonville CISD contains all of the
following elements:










Date, time and place the bid is to be opened. It is absolutely mandatory that all
bids be delivered in accordance with those instructions. Bids that are received late
are not accepted. All bids must be delivered to the Madisonville CISD
Administration office by the date and time specified in the bid document for the
bid to be considered. All bids must be sealed when presented to Madisonville
CISD.
General requirements and conditions.
Detailed specifications. Many times, brand names and model numbers are utilized
in the bid specifications as a way of communicating the district‟s minimal
requirements and standards of quality. This in no way prevents a company from
bidding alternates; however, all deviations must be stated in the bid document or
the bidder will be required to supply the item completely as specified. All
alternates must meet or exceed the specifications in order to be considered. The
burden of proof is upon the vendor who states that the alternate brand meets
specifications.
Representations and Certifications. An attestation by the vendor indicating that
they are not debarred from receiving a federally funded contract, that they are not
owned or operated by anyone convicted of a felony, they are not delinquent in
Madisonville CISD property taxes, and that there was no collusion in their bid
submittal.
Conflict of Interest Form (CIQ). House Bill 914 requires all potential conflicts of
interest be disclosed.
W-9 form. This is required to ensure that year end 1099s are calculated correctly.
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In addition to the elements listed above, pre-bid meetings and/or tours of facilities can be
scheduled as part of the process for a specific bid. The date and time of any pre-bid
meeting and/or facility tour is included in the bid specification package. These meetings
are an opportunity for bidders and Madisonville CISD staff to meet, discuss the bid
specifications and ask all questions that are necessary to enable bidders to prepare their
bid response. All questions or requests for clarification pertaining to bid specification
packages must be presented in writing to the Purchasing Department to insure that the
question is understood correctly, changes to specifications are made (if necessary, in the
form of an addendum) and also to insure that all vendors receive the same information.
Purchasing is not responsible for information that is provided by other departments. This
district has implemented a “no contact” policy during the bidding process. This means
that from the date the bid is issued until the date the bid is awarded by the board, there
shall be no contact by any vendor to any district employee (excluding the purchasing
agent and purchasing department employees) or board member in relation to this bid,
unless authorized by the assistant superintendent of finance.
Bid Advertisements
By State law, notice of the date, time and location of where the bids will be opened are
published in a newspaper in accordance with state bid law requirements. The
Madisonville CISD advertises in the Madisonville Meteor. Any company or individual,
who sees our advertisements and is interested in obtaining a bid specification package,
may contact the Madisonville CISD Purchasing Department in person, in writing or by
telephone, and request a copy of the bid specifications.

Bid Changes or Corrections
If an error or omission is discovered after a bid has been issued but prior to the bid
submittal deadline, an addendum may be issued to correct the situation. Addendums will
be either mailed, faxed, or emailed to the vendors on the bid mailing list. It is the
vendor‟s responsibility to check for any addendums that may have been issued for a
particular bid prior to their bid submittal.
Bid Opening Procedures
All bids are opened promptly on the date, time, and location stated in the bid
specification package. All interested vendors are invited to attend. All bid openings are
public and bids are read aloud and a tabulation of all bids is made at this time (with the
exception of Requests for Proposals). At bid openings for RFPs, bid prices are not
revealed. Prices are subject to negotiation between District and vendor. Only names of
vendors submitting proposals are acknowledged during an RFP bid opening. Bid
tabulations are made available to all parties in attendance. Once the deadline has passed
for bids to be submitted, no changes can be made. If a vendor realizes a mistake has been
made, they are afforded two options:



Honor their bid as written; or
Withdraw their bid on the item(s) in question or the entire bid.
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Bid Evaluation
It is the intent of the school district and the Madisonville CISD to obtain the best quality
materials at the lowest prices possible. The bid evaluation process will begin with
reviewing all bids to ensure they meet all requirements and specifications. An award will
be made based on weighted evaluation criteria. Texas Education Code 44.031 states that
in determining contract awards to vendors, the district shall consider:









the purchase price;
the reputation of the vendor and of the vendor's goods or services;
the quality of the vendor's goods or services;
the extent to which the goods or services meet the district's needs;
the vendor's past relationship with the district;
the impact on the ability of the district to comply with laws and rules relating to
historically underutilized businesses;
the total long-term cost to the district to acquire the vendor's goods or services;
and
any other relevant factor specifically listed in the request for bids or proposals.

Bid Award Notification
Bids with an award amount of $50,000 or greater shall be presented to the Board of
Trustees at regularly scheduled board meetings for their approval. The Madisonville
CISD Purchasing Department will issue all official bid award notifications. The awarded
vendor should take no action until they have received an approved purchase order for the
product or service that they were awarded.
Travel Authorization Forms:
 Campuses and departments forward all authorization forms to the Business
Office.
 Ensure that funds exist in the designated accounts and all travel authorizations are
signed by the appropriate administrator (principal/director)
 All travel authorizations should be forwarded to the Business Manager for
approval. All check advances should be posted to the finance system.
 Special Education Funds: When using Special Education Funds, the Travel Request
Form must also be approved by the Federal Programs Department.
 No advance checks should be issued to a traveler more than 30 days prior to their
trip (IRS Regulation).
Travel Settlement Forms:





The traveler should complete a travel settlement form within 10 days after returning
from the business trip. The immediate supervisor should sign the travel settlement
form.
Campuses and departments should forward all travel settlement forms to the Business
Office.
The travel settlement forms should have all required receipts attached to the form.
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The settlement funds, if any, should be receipted to the traveler by the respective
campus secretary/bookkeeper and submitted to the accounts receivable clerk for
deposit.
The travel authorization shall be removed from the pending file for use in reconciling
the travel advance with the settlement.
If no funds are due to the traveler or MCISD:
 the travel settlement shall be attached to the advance check copy
 the note “settled” should be written on the advance check copy, and
 both should be filed in the accounts payable files
If funds are due from the traveler:
 the traveler should submit cash or a check for the entire amount with the
settlement form,
 the funds should be receipted and deposited to the appropriate budget code
 the travel settlement shall be attached to the advanced check copy
 the note “settled” should be written on the advance check copy, and
 both should be filed in the accounts payable files
If funds are due to the traveler:
 a tracking number should be assigned to all travel settlement
 ensure that funds exist in the designated account(s)
 the note “settled” should be written on the advance check copy,
 the settlement check should be processed and forwarded to the traveler and
 all travel settlements that exceed $500, should be forwarded to the Business
Manager for approval.
 a copy of the travel settlement should be returned to the originator with their
settlement check
 each check disbursement should be filed in the accounts payable files separately

Accounts Payable Functions:












Accounts payable checks should be processed on a weekly basis for release by Friday
morning.
Upon receipt of an invoice from a vendor, it should be matched with a pending
purchase order [accounts payable copy], and receiving copy [signed by the
campus/department].
If no discrepancies exist, the check payment should be entered into the finance
system.
If a discount is offered by the vendor for early payment, the payment should be
processed within the allotted time if the goods have been received and their receipt
has been verified by the originating campus or department.
All invoices should be checked to ensure that appropriate discounts, bid/quote
pricing, terms of shipment, tax exemption, and extensions are correct.
If a discrepancy exists, the appropriate campus/department or vendor should be
notified to reconcile the difference(s)
All invoices that do not exceed the purchase order amount by more than $50
[excluding freight charges] may be entered into the finance system for payment
without authorization from the Business Manager.
All invoices that exceed the purchase order amount by more than $50 [excluding
freight charges] should be forwarded to the Business Manager for approval before
entering the payment in the finance system.
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All non-purchase order payments [except for travel documents] should be paid via a
payment authorization.
The Business Manager should approve all payment authorizations that exceed $100.
All others should be entered into the finance system for payment.
Recurring invoices such as utilities, monthly rentals, payroll deductions, etc. should
be entered into the finance system for payment without authorization from the
Business Manager. Invoices which deviate substantially from the normal amounts
should be forwarded to the Business Manager for review and approval.
All petty cash reimbursements should be entered into the finance system for payment.
Extenuating circumstances or items of non-compliance, if any, should be forwarded
to the Business Manager for review and approval.
All travel authorizations and settlements should be forwarded to the Business
Manager for approval.
All construction payments to general contractors shall be approved by the Business
Manager and the Superintendent.
All invoices or supporting documentation for payments should be stamped “paid” to
ensure that duplicate payments do not occur.
All payments should be made from original documents to ensure that duplicate
payments do not occur.
All check payments should be posted to the general ledger at the time that the checks
are printed.
A check payments report and un-endorsed checks should be forwarded to the
Business Manager for review. In the absence of the Business Manager, the Payroll
Director should fill these duties.
All checks should be endorsed by the data processing specialist or other staff
member. The signature plates shall be maintained by the Business Manager. A
diskette (containing encrypted signatures of the Board President and Secretary) shall
be maintained by the data processing specialist and the Business Manager. The
depository bank shall be notified via new signature cards when changes occur in the
authorized signers.
All “paid” check copies should be filed in alpha order by vendor last name or
company name.
Copies of “paid” checks that include inventory or fixed asset equipment should be
filed separately for reconciliation by the fixed assets clerk. After processing, the
fixed asset clerk shall file the check copies in alpha order by vendor last name or
company name.
These accounts payable procedures should be used for “emergency” checks, too.
Statements from vendors should be reconciled with check payments on file,
discrepancies should be researched and resolved, and reconciled statements should be
filed for a period of 60 days, and then discarded after the administrative value (AV)
period.
All returned purchases should be coordinated by the purchasing specialist:
 Payment to the vendor for returned purchases should be withheld from the vendor
until replacement items are received that are acceptable to the district
 All check copies for items returned to the vendor should be kept in a pending file
until receipt of the replacement items.
 If replacement items are not received within a 60 day period, a demand for a
refund should be forwarded to the vendor.
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Partial shipments should be monitored to ensure that the full shipment is received
within a reasonable time period. Partial payments should not be made unless prior
arrangements have been made with the vendor.
All purchase order encumbrances should be reduced and/or liquidated when check
payments are made for the purchase order.
Checks shall not be issued to “Cash” or “Bearer”.
All check stock shall be maintained in a locked cabinet or room and shall be
inventoried for the purpose of restocking when less than a two (2) month supply of
checks is on hand.

Accounting Functions:




















All general journals [except Payroll general journals] should be approved by the
Business Manager if the amount transferred:
Is to or from a cash or investment account, and
Is for an amount greater than $500
The Director of Payroll shall prepare and submit all manual payroll general
journals to the accounting specialist for posting to the general ledger.
All other payroll general journals shall be interfaced to the finance system by the
payroll department.
A detailed printout of all expenditures should be forwarded to each campus and
department administrator at the end of each month.
All changes to the general ledger should be posted within the same month as the
changes occurred.
Within 20 days after the end of the month, all end-of-month reports should be
printed and verified and the end-of-month posting processed.
Board Reports and a detailed Check Payments report for the previous month
should be generated and forwarded to the Business Manager for board approval.
All reports should be filed for audit purposes to include:
Cash Journal
General Journal
Check Payments & Check Register
Detail General Ledger
A capital outlay report [all 66XX accounts] should be printed and forwarded to
the fixed assets clerk.
A detailed report by organization [report 259] should be printed and forwarded to
each campus and department administrator for their respective account(s).
The Business Manager shall review a Summary General Ledger on a monthly
basis to ensure the accuracy of fund accounting.
The Business Manager shall prepare a Financial Report for the School Board on a
monthly basis that is supported by existing accounting records.
The Business Manager shall review and approve both PEIMS submissions with
budget and actual expenditures data.

Account Code Structure


Section 44.007 of the Texas Education Code (Code or TEC) requires that a
standard school district fiscal accounting system be adopted by each school
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district. The system must meet at least the minimum requirements prescribed by
the State Board of Education and also be subject to review and comment by the
state auditor. Additionally, the accounting system must conform with Generally
Accepted Accounting Principles (GAAP). This section further requires that a
report be provided at the time that the school district budget is filed, showing
financial information sufficient to enable the state board of education to monitor
the funding process and to determine educational system costs by school district,
campus and program.
The Texas Education Code, Section 44.008, requires each school district to have
an annual independent audit conducted that meets the minimum requirements of
the state board of education, subject to review and comment by the state auditor.
The annual audit must include the performance of certain audit procedures for the
purpose of reviewing the accuracy of the fiscal information provided by the
district through the Public Education Information Management System (PEIMS).
The audit procedures are to be adequate to detect material errors in the school
district‟s fiscal data to be reported through the PEIMS system for the fiscal period
under audit.
A major purpose of the following accounting code structure is to establish the
standard school district fiscal accounting system required by law. Although
certain codes within the overview may be used at local option, the sequence of the
codes within the structure, and the funds and chart of accounts, are to be
uniformly used by all school districts in accordance with generally accepted
accounting principles.

Basic System Code Composition:


Fund Code
A mandatory 3-digit code is to be used for all financial transactions to
identify the fund group and specific fund. The first digit refers to the fund
group, and the second and third digit specifies the fund. Fund group 100 is
for locally controlled funds, primarily the General Fund. Fund groups 200
– 400 is for various federal and state grant programs. Fund group 500 is
for debt service funds to repay bonded debt. Fund group 600 is reserved
for capital project funds (bond money). The 700 series is for various
internal service funds. The 800 series is for scholarship funds and clearing
accounts. The 900 Funds are for recording long-term fixed assets and
long-term debt.



Function Code
A mandatory 2-digit code applied to expenditures/ expenses that identify
the purpose of the transaction. The first digit identifies the major class and
the second digit refers to the specific function within the area.
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Cash/Check Handling & Bank Deposits:












All cash and checks received from campuses and departments should be counted,
receipted, and prepared for bank deposit by the data processing specialist on a
daily basis.
Deposits which cannot be made on the same day shall be stored in the district’s
safe until such time as the deposit can be made.
All checks shall be stamped upon receipt for endorsement purposes.
The district courier should deliver all deposits to Prosperity Bank (depositor).
The bank deposit receipt should be forwarded to the accounting specialist for
posting to the general ledger and bank reconciliation purposes.
All supporting documents for the bank deposits should be forwarded to and
maintained by the accounting specialist for audit purposes.
Notices of checks which were not deposited due to “insufficient funds” shall be
received by and processed by the accounting specialist. A form letter should be
sent to all makers of rejected checks. The established fee for rejected checks shall
be noted on the form letter.
All cash transfers between cash and investment accounts will be initiated by an
investment officer and posted by the accounting specialist.
All other cash withdrawals from a bank account such as ACHs or wire transfers
will be initiated by the Business Manager or Payroll Director and posted by the
accounting specialist.
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All electronic deposits to the bank accounts, such as state aid or impact aid
payments, shall be posted to the general ledger on a monthly basis by the
accounting specialist. Clarifications, if needed, on the appropriate revenue codes
shall be forwarded to the Business Manager.
All recurring miscellaneous revenue, such as vending commissions, shall be
forwarded to the data processing specialist for receipting and depositing purposes.
The accounting specialist shall post the deposits to the general ledger.
All travel reimbursements to the district shall be submitted to the respective
campus by the traveler, and then forwarded by the campus secretary/bookkeeper
to the data processing specialist for receipting and depositing purposes. The
accounting specialist shall post the deposits to the general ledger.

Investment Functions:











The Business Manager shall review the investment policies and strategies and
recommend changes to the School Board on an annual basis. Recommended
changes, if any, shall be adopted by the School Board by formal action during a
regularly scheduled board meeting.
All investment officers shall be designated by the School Board and shall attend
the legally required training through an approved source of instruction.
A quarterly investment report should be prepared, signed by all investment
officers, and submitted to the School Board for approval.
All securities purchased by the district shall be held in the name of the district.
All purchase of securities shall be via fax quotes.
Securities shall be purchased only from authorized investment brokers who have
completed and filed with the district the appropriate certification.
All cash transfers between cash and investment accounts will be initiated by an
investment officer and posted by the accounting specialist.
All investment transactions shall be posted on at least a monthly basis.
All investment reports shall be reconciled to the general ledger on a monthly basis
and at fiscal year end.

Budget Amendments/ Transfer of Funds
Periodically, it may be necessary to transfer budgeted funds between accounts to
accommodate adjusted spending plans. For example, unanticipated teacher training
expenses are incurred and the teacher travel account will need additional funds. If the
campus principal wants to take the added cost from the Discretionary account, a Budget
Amendment is necessary to move those funds to Teacher Travel. Please email the
Business Manager with a detailed description of the transfer needed. Transfer of funds
between different functions requires the Board of Trustees approval. The form must be
signed by the campus principal. A transfer of funds may be necessary when actual
revenues or expenditures have been entered to the wrong accounts. It may also be
necessary to transfer funds to reimburse a student group, activity fund or other MCISD
account. If this occurs, please email the Business Manager with a detailed description of
the transfer needed.
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Bank Reconciliation:








Upon receipt of the monthly bank statements, the bank statements should be delivered
to accounting specialist in the original sealed envelopes.
The Business Manager should reconcile all bank accounts with the general ledger.
 All deposits should be posted on the general ledger to appropriate revenue
accounts
 All withdrawals should be on the monthly check register or posted on the general
ledger via general journal
 All interest earnings should be posted on the general ledger via general journal
Endorsements on cleared checks should be checked on a periodic basis or at least for
those items that appear suspect.
Checks that have remained outstanding for a period of six (6) months should be
researched and reissued if the original check was lost. If the lost checks are not
claimed within twelve (12) months, the outstanding checks should be reversed on the
general ledger and voided.
The on-line banking system should be utilized on a daily basis by the accounting
specialist and Business Manager to monitor cash flow in and out of the bank
accounts.

Receiving Functions:
















The receiving clerk should file all blue [receiving copy] purchase orders in alpha
order by vendor by month. A copy of all e-purchase orders should also be maintained
on file.
A spreadsheet of all pending purchase orders should be maintained which includes:
vendor, date of purchaser order, originating campus/department, and delivery date.
This file should be available, in a “read only” format, to all campus administrative
staff for order tracking purposes.
Upon receipt of a package/box from a vendor, the receiving clerk should inspect the
package/box for damage. If damages have occurred, the vendor should be promptly
notified.
All items should be “checked-off” on the receiving report. The vendor shall be
promptly notified of any discrepancies.
If the order includes inventory or fixed asset equipment, the appropriate “tag number”
should be affixed to the equipment.
After tags have been affixed to all equipment, the order should be labeled for delivery
to the appropriate campus or department. The room number indicated on the
purchase order should be noted on the box(es) for direct delivery to the classroom by
the custodial staff.
The blue copy should be forwarded to the accounting/purchasing specialist for
payment to the vendor.
E-purchase orders: A copy of the purchase order with the receiving signature should
be forwarded to the Accounting Specialist. In addition, the items received shall be
entered into the Finance System.
A copy of the blue copy should be forwarded with the order.
The spreadsheet should be updated with the delivery date.
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At the end of the month, an Aged Purchase Order report [over 60 days] should be
generated from the finance system and used to reconcile with the spreadsheet.
All orders that have been outstanding for more than 60 days should be researched and
cancelled, if appropriate. All order cancellations should be relayed to the
campus/department and the purchasing specialist.

Fixed Asset Functions:
Monthly Reconciliation:















All equipment with a unit cost over $5000 (account codes 663X) should be tagged,
posted in the Fixed Asset System and posted to the general ledger. These items are
defined as fixed assets for audit purposes.
All equipment with a unit cost over $500 and equipment such as TVs, VCRs, DVDs,
PDAs, camcorders, and digital cameras should be tagged and posted in the Fixed
Asset System for inventory purposes.
All inventory and fixed asset items shall be tagged by the fixed assets clerk upon
receipt before delivery to the campus or department.
A capital outlay report shall be generated at the end of each month by the accounting
specialist and provided to the fixed asset clerk for reconciliation.
All items on the capital outlay report shall be reconciled with the new inventory and
fixed asset items tagged during the month.
 The total 663X expenditures should be added to the fixed asset system and
general ledger.
 The total 664X expenditures should be added to the fixed asset system.
All construction expenditures should be recorded on a spreadsheet by project.
 The total 6629 expenditures should be added to the fixed asset system and
general ledger.
All inventory and fixed asset relocation forms received from campuses and
departments shall be entered in the fixed asset system upon receipt.
All inventory or fixed asset items purchased with federal grants should be tagged and
the appropriate federal grant indicated on the item.
The disposal of assets via surplus sales, stolen, or lost assets shall be recorded in the
fixed asset system by the fixed asset clerk.
The inventory and fixed asset schedules maintained in the fixed asset system should
be used to purchase property and casualty insurance.

Annual Reconciliation:





Annually, by May 1st, a list [sorted by room #] of all inventory and fixed asset items
should be sent to each campus and department for reconciliation purposes.
The reconciliation process should be complete by May 31st, and all changes posted
on the fixed asset system soon thereafter.
All discrepancies and/or missing items should be compiled in a summary report and
forwarded to the appropriate campus and/or department administrators.
A list of all fixed assets (over $5000 unit cost) should be prepared by September 15th
for audit purposes.
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A list of all construction assets should be prepared by September 15th for audit
purposes. The list should include all “construction in-progress” through August 31st,
including accounts payables and retainage.
The lists should be reconciled with the general ledger and submitted to the Business
Manager.

Personnel Functions:















A Personnel Checklist – Pre Employment should be utilized to ensure that all staff
recommended for employment has passed all pre-employment criteria such as
references, criminal background, certification/licenses [if applicable], prior
employment, and nepotism prior to Superintendent and/or Board approval.
The HR Administrative Assistant shall properly authorize and document all changes
in employment to include:
 New employees
 Terminating employees
 Changes in status due to FMLA, Workers Compensation, Temporary Disability,
etc.
 Changes in salary rates due to promotion, demotion, educational level attained,
etc.
A Personnel Action form shall be completed by the HR Admin. Asst. within five (5)
days of the employment or status change and submitted to the Payroll Director
The action form should include the total years of experience for all new staff, which
will be cross-checked by the Payroll Director. Discrepancies, if any, will be jointly
resolved by both.
The HR Admin. Asst. shall prepare and maintain an up-to-date employment file for
all employees to include:
 Application, resume, credentials [transcripts/licenses], etc.
 SBEC Certification, if appropriate
 Evaluations
 Disciplinary actions
 Service Records
 Job Description
 Contracts
A Personnel Checklist – Post Employment should be utilized to ensure that all new
staff submits all legally required documents within 30 days of employment.
All new employees shall be entered into the HR system [RSCCC] by the HR Admin.
Asst., including but not limited to demographic, certification, contract, experience,
and PEIMS data.
All changes to the above data shall be entered into the HR system [RSCCC] by the
HR Admin. Asst.
Separate files should be maintained by the HR Admin. Asst. for the following items:
 References
 Criminal History verifications
 Medical Records, Requests for FMLA, Workers Compensation, and Temporary
Disability
 I-9 Forms
 Alcohol & Drug Testing
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The HR Admin. Asst. should conduct an Exit Interview, or at a minimum collect a
completed Exit Form, from all terminating employees

Payroll Functions:
Salary Calculations:
o The Payroll Director should determine the placement of professional [except
administrators] and support staff on the pay scale.
o The placement of administrative staff on the pay scale will be recommended by
the Payroll Director and approved by the Business Manager and/or
Superintendent.
o The Administrative procedure for placement on a pay scale should be utilized for
all staff.
o The Payroll Director shall verify the number of years experience for pay purposes
as calculated by Human Resources.
Leave Processing:
o All employees should complete an absent from duty form after returning to duty.
o Upon approval by the campus/department administrator, all absent from duty
form along with any support documents i.e. jury duty card, doctor’s note , needs
to be routed to the Payroll Office each Monday morning.
o Ensure that all absent from duty forms are signed by employee and approval
signature of campus/department administrator.
o Leave information shall be entered into the Payroll system (RSCCC) for all absent
forms received.
o Verify all leave transmittals entered into Payroll system is correct before posting
to master file.
o A Leave Status Report shall be filed with the appropriate payroll pay date
reports.
o A Leave Status Report will be provided to the campus/department administrator
each pay period for information and file purposes.
o Processed absent from duty forms will be filed in employees’ individual payroll
files.
Direct Deposit:
(Payroll)
o All employees’ (including substitutes) payroll wages will be direct deposited by
ACH each payday.
o The Payroll Director will ensure that the bank table within the RSCCC system is
updated with current information.
o Direct Deposit Forms will be completed by each employee with their current
bank/credit union information and will be filed in the employees’ individual
payroll file.
o Ensure all the Direct Deposit forms are signed by the employee.
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o The Payroll Director will review and oversee the preparation and submission of
the payroll ACH transmit.
o The ACH verification information form shall be attached to ACH file source
document.
(Deductions)
o The Payroll Director will reconcile and verify payroll deductions to be sent via
ACH (see procedures for deduction transmittals) and will also send reconciled
deduction file via e-mail to First Financial billing department.
o A Journal Voucher for the amount of any overages or shortages due to
adjustments will be prepared and submitted to the accounting specialist for
posting to the general ledger.
o Verification Information Form will be attached to ACH file source document and
filed.
Supplemental Pay:
o All supplemental payments will be paid from a supplemental payment form.
o Campus administrator will complete and approve the supplemental payment form.
Payment information will include:
o Employee Name and Social Security Number
o Reason for supplemental pay and amount
o Budget code
o Date employee worked
o Amount to be paid
o Employees signature & date
o Campus administrator approval & date
o The Payroll Director will review and approve the supplemental payment.
o A copy of the supplemental payment form will be filed and the original form will
be filed in the employees’ individual payroll file.
o Board approved District Supplemental Salaries (DEA (L)) will be paid annually
in the June payroll.
Payroll Submission:
o The Payroll Director will assure all payrolls (monthly) be processed and
submitted at least 7 days before pay date.
o The Payroll Technician will input all transmittals for payroll processing to include
– hours worked, supplemental pay, substitute pay, leave used and update
employees’ deductions when needed and any comp time earned.
o Checklist for Processing a Payroll form will be used during the payroll process
and initialed when payroll is complete. This form will be attached to the top of the
“verified” Transmittal Reports, Leave Transmittal Reports and the Payroll Control
Listing.
o Payroll reports for each payroll processed should be filed for audit purposes to
include:
o Payroll Journal
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Account Distribution
Bank Account Listing
Deduction Register Report
Check Register
Calendar & School Year to Date Reports
Workers Comp Reports
Gross Pay/FICA Distribution Reports
Leave Days Posted Report
2 sets of Employee Wage and Earnings Statement (1) employee (2)
employees payroll file.

Quarterly/Annual Functions:
o Quarterly 941 Employer Federal Tax Returns shall be reconciled with the 941
Worksheet Report (RSCCC), EFTPS Payment Worksheet and Payroll Excel File
Spreadsheet each quarter.
o The Payroll Director will complete & sign the 941 Quarterly Tax Return.
o Unemployment Quarterly Reports processed and filed via the Internet.
o Reconcile and ensure W-2s are processed and sent via the Internet and mailed to
employees. Employer’s copy shall be filed for a period of 7 years.
Journal Vouchers and Employer Tax Payments:
o A Payroll General Journal Report will be created after every payroll and a
General Journal Voucher that has been approved by the Payroll Director will be
prepared and submitted to the accounting specialist for posting to the general
ledger.
o Payroll employer taxes will be called into the EFTPS at least 1 day before each
pay date and a Journal Voucher that has been approved by the Payroll Director
will be prepared and submitted to the accounting specialist for posting to the
general ledger. A copy of the General Journal Report, the Journal Voucher and
the EFTPS will be filed in the 941 Information Folder and the originals will be
filed for audit purposes.
Payroll Deductions:
o The Payroll Technician shall enter the payroll deductions for each employee into
the RSCCC payroll system.
o Reconcile and ensure that all payroll deductions are correct before submission of
payroll.
o Reconcile all payroll deductions to billings and post amounts to Monthly
Checklist for Checks.
o Prepare and submit to the accounting specialist a Check Payment Voucher for
deduction payments of Dental, Life, STD, LTD, United Way, Child Support,
Texas Tomorrow Fund, Professional Dues, Cancer Insurance, Vision……….
o Mail deduction checks with billings to the appropriate vendor upon receipt of the
checks from the accounting specialist.
Updates:
o Any mass updates to the Payroll/HR RSCCC system will be processed and
approved by the Payroll Director to include:
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Next Year Files – Salary, Years Experience, Beginning/Ending Dates,
Payoff Date….
Deductions
Distribution

TRS Reporting:
o The Payroll Director shall prepare and submit all TRS reports via the Internet.
o Before the 6th of each month, the Payroll Director shall prepare the TexNet form
and submit via TexNet the amount due to TRS and TRS-ActiveCare Health
Insurance.
o The Payroll Director shall approve and submit a TRS general journal to the
accounting specialist for posting to the general ledger.
o TRS Internet Reporting Checklist will be attached to copies of each report
submitted to TRS via the internet, TRS Member Detail Data Report, TRS 2
Report, TRS 372 Report, TRS 4 Report, TRS 488 Report, TexNet Form, and the
Journal Voucher. These reports will be filed for audit purposes.
o The Journal Voucher, TexNet Form TRS2 Report, TRS 372 Report, TRS 4
Report and TRS 488 Report will be filed.
Additional guidelines due to requirements of SAS 99 – Anti-fraud
Consequences for Inappropriate Behavior (zero tolerance)
 Dishonest actions will not be tolerated
 Violators will be disciplined, may be terminated and may be reported to the
appropriate authorities
Notification/Communication of fraudulent activities:
 We all have a duty to report certain matters such as theft, fraud, and dishonest in the
workplace.
 Actual or suspected fraud should be reported to the Business Manager.
 Any and all concerns about potential fraudulent activities should be reported to the
Business Manager.
Training:
 Every staff member will be scheduled to attend at least one training and/or conference
opportunity per year.
 Additional training requests should be submitted to the Business Manager. It is the
employee’s responsibility to request additional training that he/she feels will be
beneficial in performing the assigned job tasks.
Records Management & Security of Data
All finance records are the property of MCISD and should be maintained in
accordance with the established Records Retention Schedule
RSCCC system backups should be performed on a regular basis in accordance
with established guidelines
No district records and/or data backups shall be destroyed, removed from the
district, or shared with any individuals outside the business department without
appropriate authorizations.
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Federal Fund Guidelines/Grants and Entitlements:









All grant awards shall be maintained by the Business Manager and the Assistant
Superintendent of Special Programs. The Business office will make posting to the
general ledger. The general journals should be posted by the accounting specialist.
The Business Manager shall coordinate the budgets received from the Assistant
Superintendent of Special Programs and/or campus principals to ensure
compliance with grant award documents.
Grant reporting timelines shall be monitored by the Business Manager and
Assistant Superintendent of Special Programs. All financial reports will be
prepared and submitted via paper form or electronic submission in accordance
with grant requirements.
The Business Manager shall establish purchasing deadlines to ensure that all grant
purchases and payments are settled prior to the end of the grant period.
All grant receipts shall be posted to the general ledger by the accounting specialist
on a monthly basis.

Documentation Requirements for Expenditures of Federal Funds
Expenditures of federal funds must be made in accordance with program guidelines and
district procedures. Failure to adequately maintain supporting documentation for expenditure
of federal funds can result in forfeiture of those funds. To access federal grant funds for
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purchase of materials or equipment, or to pay for travel expenses, the requestor should
contact the Assistant Superintendent of Special Programs for approval. Madisonville CISD
follows expenditure guidelines for federal programs as set forth in the OMB Circular A-87. It
adheres to a standard that all expenditures must be reasonable, ordinary and necessary in
order for a cost to be reimbursed.
Federal Expenditure Reporting – E-Grants
All Federal Expenditure reports via the TEA E-grants system shall be prepared by the
Business Manager or Assistant Superintendent of Special Programs. These reports shall be
completed on a monthly basis.
All data used to complete all federal expenditure reports shall be from the district‟s financial
reports. The Business Manager and/or the Assistant Superintendent of Special Programs shall
review all federal expenditures periodically to ensure they comply with the federal
application expenditure budgets.
Timekeeping Requirements for Federally Funded Personnel
Staff funded 100% from federal grants will be required to certify semi-annually that they
have worked exclusively on the grant objectives. Near the end of each semester, the Business
Office will provide a Program Time and Effort Certification Form for the employee and
his/her supervisor to sign and return. These documents will be retained in accordance to grant
requirements in the Special Education Department.
Source: OMB Circular A-87 Where employees are expected to work solely on a single
Federal award or cost objective, charges for their salaries and wages will be supported by
periodic certifications that the employees worked solely on that program for the period
covered by the certification. These certifications will be prepared at least semi-annually and
will be signed by the employee of supervisory official having firsthand knowledge of the work
performed by the employee
Staff funded from both local and federal sources or from more than one federal source will be
required to keep detailed timesheets to record the time spent on each program objective.
Timesheets specific to the job duties performed will be provided by the program director and
will be completed at least monthly. These documents will be retained in accordance of grant
requirements in the appropriate department.
Source: OMB Circular A-87
Where employees work on multiple activities of cost objectives, a distribution of their salaries
or wages will be supported by personnel activity reports or equivalent documentation which
meets the standards in subsection (5) unless a statistical sampling system (see subsection (6))
or other substitute system has been approved by the cognizant Federal agency.
Personnel activity reports or equivalent documentation must meet the following standards:
(a) They must reflect an after the fact distribution of the actual activity of each employee,
(b) They must account for the total activity for which each employee is compensated,
(c) They must be prepared at least monthly and must coincide with one or more pay periods,
and
(d) They must be signed by the employee.
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(e) Budget estimates or other distribution percentages determined before the services are
performed do not qualify as support for charges to Federal awards but may be used for
interim accounting purposes.
GRANTS OVERVIEW
Special revenue funds are funds accepted by the Board of Trustees from state and federal
sources for the purpose of financing specific educational programs which are studentoriented and are beneficial to the children. The approved programs are referred to as
programs or grants. These funds are used to account for the proceeds of specific revenue
sources that are legally restricted to expenditures for specified purposes.
A grant is created when an application if filed with the Texas Education Agency (TEA), the
U. S. Department of Education (USDE), or other funding agencies, and an agreement is made
between the applicant and the agency. The agency approves the amount of the grant, the
funding period and the conditions related to the approval of the funds. Approval is executed
through the notification of grant award (NOGA). Funds cannot be encumbered or expended
before the NOGA is received.
The funds for the grants are obtained through state, federal agencies. State funds are
authorized by statutory provisions and regulations of the TEA. Federal funds are authorized
through categorical and other federal grants for public education. Funding can come directly
from the federal agency or through TEA.
All grants are to be utilized according to the terms of the approved budget, which has been
approved by the grantor and the grantee. Any activities or expenditures must follow all
normal financial procedures of MCISD. Any planned grant activities or expenditures which
deviate from the normal financial procedures must be preapproved by the Business Manager
or Assistant Superintendent of Special Programs prior to the beginning of the grant. The
budget is the financial plan of the grantee to carry out the program or grant.
The Business Office is responsible for setting up all budgets according to the grant award or
Notice of Grant Award (NOGA). This office will also assist the Principal or his/her designee
on all budget matters and is responsible for the maintenance of accurate accounting records.
The accountant of the Business Office will complete all monthly, quarterly/final and any
other financial expenditure reports through e-grants.
The principal or grant manager is responsible for the campus administration of the grant.
He/she will ensure all approved grant activities are completed before the end of the grant.
The grantee must pay close attention to all expenditures from the grant fund to ensure all
expenditures are acceptable to the granting agency and they are not in conflict with
federal/state law or district guidelines. Any questions about federal law should be directed to
the Business Manager. The principal will submit any programmatic reports and work closely
with the federal programs department to ensure all stakeholders are informed.
Grants must be reviewed by the Superintendent , Assistant Superintendent of Special
Programs or Business Manager before they are submitted to the grantee agency.
GRANTS AND RELATED REQUIREMENTS
According to P.L. 103-382, Section 1120A (b) and 34 CFR 200.63 the fiscal requirement of
supplement, not supplant is to ensure that the level of state and local support for programs
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remain at least constant and not to be replaced by federal funds. Documentation must be
maintained which clearly demonstrates the supplementary nature of federal funds and/or
activities, as appropriate. The test to determine if you are supplanting is to ask whether the
programs supported with Special revenue funds would, in the absence of those funds, have
been supported with state and local funds. If your answer is yes, this is supplanting and state
and local funds may not be diverted to another purpose simply because Special revenue funds
are available to support those activities. If your answer is no, the funds are being used to
supplement the educational program, not supplant state and local funds. The exception to this
rule for special revenue is the use of stabilization funds provided by the federal government
through TEA for the recovery of the economy.
Special revenue funds must supplement or augment funds that are required by state law, State
Board of Education (SBOE) rule, or activities which have been adopted as policy by a local
school board. If Special revenue funds are used to enhance or expand a state mandate, SBOE
rule, or local policy, the supplementary activities funded by the Special Revenue program
must be separately identified and clearly distinguishable from those activities identified as
necessary for implementing a state mandate, SBOE rule, or local board policy as outlined in
an implementation plan.
Any refund of state, federal or special funds must be deposited to the original fund account.
State, federal and special funds should not be deposited in the budget.
All encumbrances shall occur on or between the beginning and ending dates of the grant. All
goods must be received and services rendered and subsequently liquidated (recorded as an
expenditure or accounts payable) within the grant dates (for formula grants, within 30 days
after the grant end date). Obligations that are liquidated and recognized as expenditures must
meet the allowable costs principles in Office of Management and Budget (OMB) Circular A87, A-21, or A-122 (as applicable) and in program rules, regulations, and guidelines
contained elsewhere.
Administrative requirements for grants stipulate that you must request cash as close as
possible to the time of making disbursements. The cash on hand should not exceed three
days„ cash needs.
Payments through Expenditure Reports (ER) should be deposited into your depository bank
within six to seven business days of the request.
Use the Financial Accounting and Reporting (FAR) Module of the Financial Accountability
System Resource Guide to determine appropriate accounting codes. Documentation for all
expenditures for each fund source on the eGrants application must be maintained.
Documentation that local funds are used if either travel or transportation expenditures exceed
state rates must be maintained.
An application or amendment must be approved by TEA before the initiation of any activities
affected by that application or amendment, such as purchase orders issued, funds encumbered
or expended, goods received, or services rendered. Applications or amendments received in
substantially approvable form for projects funded on a formula or discretionary basis become
effective on the date received by TEA (stamp-in date/date of certification by the LEA) or the
project begin date, whichever is later.
Funds may be transferred between major objects of expenditures budgeted on Schedule
BS6006 – Program Budget Summary and Support, without an amendment if the cumulative
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total transferred does not exceed 25% of the total current approved budget, funds are already
budgeted in the class/object codes involved, and the requested cost items do not require
specific approval. Items in class/object codes 6600 always require specific approval.
TRS, Medicare, health insurance, longevity pay, critical needs stipends, and incentive pay
will be deducted from grant budgets if payment of fringe benefits is permitted by grant
guidelines as a part of payroll expenses. Federally funded grants normally allow for payment
of all fringe benefits listed above. State of Texas grants do not normally permit TRS
deductions. Fringe benefit expenses should be discussed with the Executive Director of
Finance or federal program accountant during the grant writing process if the budget includes
any payroll expenses.
Title I, Part A - The purpose of Title I is to enable schools to provide opportunities for
children served to acquire knowledge and skills contained in the challenging state content
standards and to meet the challenging state performance standards developed for all children.
This purpose is accomplished by:
Ensuring high standards for all students
Providing students with an enriched and accelerated educational program including
the use of arts, school wide programs, or the increase of the amount and quality of
instructional time so that students served with Title I funds receive at least the
classroom instruction that other students receive;
Promoting school wide reform and ensuring access of children to effective
instructional strategies and challenging academic content that include complex
thinking and problem-solving experiences;
Providing substantial staff development opportunities to significantly upgrade the
quality of instruction;
Coordinating all Title I services with each other, with other educational services, with
health and social service programs funded from other sources;
Affording parents meaningful opportunities to participate in the education of their
children at home and at school;
Distributing resources, in amounts sufficient to make a difference, to areas and
campuses where needs are the greatest;
Improving accountability by using the State assessment system to measure how well
Title I students are achieving the challenging State student performance standards
expected of all students; and
Providing greater decision making authority and flexibility to schools and teachers in
exchange for greater responsibility for student performance.
Regulations provide that school wide programs must include a comprehensive needs
assessment to determine the performance of its children in relation to the State assessment
system and student performance standards, school wide reform strategies, highly qualified
professional staff; professional development for teachers and other staff, increased parental
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involvement, plans for assisting children in the transition to receiving schools, measures to
include teachers in the decisions regarding the use of assessments, and effective, timely
additional assistance for students who experience difficulty mastering any of the performance
standards.
Title I Part A funds are used in a school wide setting when the campus eligibility includes
40% or more of the students enrolled or living in the school„s attendance area meets the
district„s low income criteria. All funds must benefit the children in the current funding year
therefore must be expended before the middle of the spring semester. The use of the funds
must be included in the campus improvement plan.
Title II, Part A - The purpose of Title II, Part A, is to increase the academic achievement of
all students by helping schools and school districts improvement teacher and principal quality
and ensure that all teachers are highly qualified. Funds are received through a formula basis.
The current Title II, Part A replaces the previous mathematics and science program in favor
of support for teacher professional development across all core academic subjects with math
and science remaining high priority for funding.
Districts are required to ensure that their strategies and funded activities are grounded in
scientifically based research so that students benefit from teaching practices and methods.
Schools and districts are given expanded flexibility to address the need for qualified teachers
and principals not only through professional development for existing staff, but through
efforts that include attracting qualified individuals into teaching and offering financial
incentives and other structural changes to retain them.
The intent and purpose of the Class-size reduction program is to reduce the class size using
highly qualified teachers to increase achievement for regular and special needs students by
providing personal attention and a solid foundation for further learning so that all students
learn to read independently. School wide programs that use Class-Size Reduction Program
funds must reduce the size of classes, particularly in the early grades, using highly qualified
teachers to increase achievement for regular or special needs children. District again, must
use these funds only to supplement, and not supplant state and local funds that, in the absence
of the federal funds, would otherwise be spent for activities authorized by Class-Size
Reduction.
The Title II funds must benefit the staff in the current funding year with requisitions being
submitted in a timely manner. Title II funds may only be used to purchase materials for
training purposes and not for classroom implementation. Allowable costs for the Title II, Part
A program include recruitment, preparation and professional development, mentoring
activities for new teachers, meeting the requirements for becoming highly qualified and
expand performance systems that provide differential pay and bonuses for teachers who teach
in specific schools and subject areas.
Title III, Part A – LEP - The purpose of Title III, Part A is to improve the education of
limited English proficient children by assisting the children to learn English, meet
challenging State academic content and meet student academic achievement standards. All
activities must use approaches and methodologies based on scientifically based research to
teach LEP and immigrant children to develop and implement new language instruction
educational programs and academic content instruction programs including programs of early
childhood through secondary school; carry out highly focused, innovative, locally designed
activities to expand or enhance existing language instruction education program; implement
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within an individual school, school-wide programs for restructuring, reforming, and
upgrading all relevant programs, activities, and operations relating to language instruction
educational programs; and implementing, within the entire jurisdiction of the LEA, LEAwide programs for restructuring, reforming and upgrading all relevant programs, activities,
and operating relating to language instruction educational programs and academic content
instruction for LEP children.
Title I, Part C, Carl D. Perkins Grant - The purpose of Title I, Part C, is to develop more
fully the academic and technical skills of secondary students who elect to enroll in career and
technical education (CTE) programs.
The grant has a project start date of July 1 and an end date of June 30th. The supplement not
supplant guideline is effective for this grant.
The following are goals for CTE grant:
Integrate academics with CTE programs using a coherent sequence of courses
Link CTE at the secondary and postsecondary levels
Provide students with strong experience in and understanding of all aspects of an
industry
Develop, improve, or expand the use of technology in CTE programs
Provide professional development programs to teachers, faculty, administrators, and
career guidance and academic counselors who are involved in integrating CTE
programs
Develop and implement evaluations of the CTE programs carried out with funds,
including an assessment of how the needs of special populations are being met
Initiate, improve, expand, and modernize quality CTE programs, including relevant
technology
Provide services and activities that are of sufficient size, scope, and quality to be
effective
Provide activities to prepare special populations for high-skill, high-wage, or highdemand occupations that will lead to self-sufficiency
State CTE funds will be distributed to school districts on the basis of the number of contact
hours generated by eligible students enrolled in CTE during the entire school year. Courses
offered will be funded by the allotment for which they are eligible. The Summary of Finances
2009-10 provided by the Division of State Funding will reflect the State CTE allotment for
each LEA.
Special Education Consolidated Grant (IDEA and IDEA-B Preschool) - The purpose of this
grant is to provide special education and related services to children with disabilities ages
three through twenty-one under the Individuals with Disabilities Act (IDEA). The funds for
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this grant are based on a child count and projected population and poverty allocation from the
United States Department of Education (USDE) as provided by TEA and the PEIMS data
submitted. Part B of the IDEA authorizes expenditures to help LEAS„s ensure that children
with disabilities, have access to a free, appropriate public education to meet each child„s
unique needs and prepare him or her for further education, employment, and independent
living.
Federal funds for these programs must be used to supplement (increase the level of services)
and not supplant (replace) funds from nonfederal sources. Any program activity required by
State law, SBOE rules or local board policy may not be paid with these funds. If the LEA
maintains (or exceeds) its level of local – or state and local – expenditures for special
education and related services from year to year, wither in total or per capita, then the Part B
funds are, in fact, supplementing those local – or state and local – expenditures, and the LEA
has met its maintenance of effort (MOE) and supplement/not supplant requirements. No
requirement currently exists related to supplanting ―particular costs‖ and if an LEA
maintains local – or state and local – effort, it will not violate the supplement/not supplant
requirements of the IDEA. Cost items that are used by all students should not be funded with
Part B funds. Part B funds may be used for the costs of special education and related services,
and supplementary aids and services, provided in a regular classroom or other educationrelated setting to a child with a disability in accordance with the IEP of the child, even if one
or more nondisabled children benefit from these services.
In addition to the purpose of IDEA-B Formula funds, the regulations implementing the
IDEA-B Preschool funds as a part of this act define the purpose of the act as a means to
supplement and increase services beyond the level of State and local funds expended for
preschool students ages three through five with disabilities. The priority for these funds is to
provide all students with disabilities ages 3-5 with a comprehensive program that meets their
individual needs by expanding and extending services already available to these students.
The District is responsible for setting aside 25% of its tentative IDEA-B Formula base
entitlement or an equivalent amount of state and/or local funds to support costs of residential
placement for students in the program. Equipment is defined by 2CFR Part 225 Appendix B
as an article of nonexpendable, tangible personal property having a useful life of more than
one year and an acquisition cost that equals or exceeds the lesser of $5,000 or the
capitalization level established by the LEA for financial statements. Items that are under
$5,000 or under the capitalization level established by the LEA should be budgeted under
class/object code 6300 supplies and materials.
Up to 15% of IDEA-B Formula and/or Preschool funds for any fiscal year may be used to
develop and implement coordinated EIS (Early Intervening Services) for students in
Kindergarten through Grade 12 (with a particular emphasis on students in Kindergarten
through Grade 3) who are not currently identified as needing special education or related
services but who need additional academic and behavioral support to succeed in a generaleducation environment. (20 U.S.C. 1413(f), 34 CFR 300.226)
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American recovery and Reinvestment Act (ARRA) Stimulus Funding
The project period for these grants begin on the date the application is submitted in
substantially approvable form to TEA and ends no later than September 30, 2011.
Obligations of funds for activities and services shall occur within these dates. ARRA funding
is considered one-time funding that is expected to be temporary with the expenditure of funds
planned in a way that do not result in unsustainable continuing commitments after the
funding expires. Grantees are encourage to move rapidly to develop plans for using funds,
consistent with the ARRA„s reporting and accountability requirements and prudent grant
management practices, and to promptly begin spending funds to help drive the nation„s
economic recovery. Unless otherwise specified in the Notice of Grant Award (NOGA), all
funds are effective from the beginning date specified on the NOGA (for formula funds, the
date the application is received in TEA in substantially approvable form) through September
30, 2011.
The Federal Offices of Inspector General (OIG) have authority to review, audit, and
investigate the use of funds to prevent fraud, waste, and abuse. All funds must be accounted
for and all efforts must be made to produce transparency in accountability and use.
Currently, the Business Manager reports related expenditures and FTEs created/saved on a
quarterly basis to the TEA.

The four guiding principles for the use of ARRA funds are as follows:
Spend funds quickly to save and create jobs.
Improve students achievement through school improvement and reform
Ensure transparency, reporting and accountability
Invest one-time ARRA funds thoughtfully to minimize the ―funding cliff.‖
Even though the overall goal of the ARRA is to stimulate the economy in the short term and
invest in education and other essential public services to ensure the long-term economic
health of our nation, the funds should be used to strengthen education, drive reforms and
improve results for students from early learning through post-secondary education.
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Title I Part A and Title II D Stimulus
Funds will be used in accordance with the authorizing program statute for Title I, Part A and
Title II, Part D. Grantees must comply with all corresponding program requirements,
conditions for grant award, and provisions and assurances for those programs.
The funding provided under ARRA to support the Title I, Part A, program authorized under
the NCLB Act must follow all statutes, rules, regulations, and guidance of the Title I, Part A,
programs authorized under the Elementary and Secondary Education Act (ESEA), as
amended by NCLB. Title I, Part A, provides supplemental resources to local education
agencies (LEAs) to help schools with high concentrations of students from low-income
families provide high-quality education that will enable all children to meet the State student
performance standards. Title I, Part A, supports campuses in implementing either a schoolwide program or a targeted assistance program.
The intended program beneficiaries are students who experience difficulties mastering the
State academic achievement standards.
All Title I, Part A, campuses must do the following:
Implement Parents„ Right-to-Know in accordance with P.L. 107-110, Section
1111(h)(6)
Develop school-parent compacts jointly with parents
Provide information to parents in the language parents understand
Develop an LEA and campus Parent Involvement Policies
Implement Section 1304.21 of the Head Start Standards if implementing preschool
programs
Integrate and coordinate Title I, Part A, professional development and services with
other educational services and programs
Provide additional assistance to students identified as needing help in meeting the
State„s challenging student academic achievement standards
Ensure that all new teachers hired on the campus to teach core academic subjects are
highly qualified when hired
Include in the Campus Improvement Plan (CIP) strategies and activities to ensure that
all core academic subject area teachers teaching within the school are highly qualified
not later than the end of 2006-07 school year.
The CIP of a school-wide campus must do the following:
Incorporate the requirements of a school-wide plan as cited in P.L. 107-110, Section
1114(b)
Clearly incorporate the Ten Components of a school-wide program
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Describe how the school will use Title I, Part A (regular and/or ARRA), resources
and other sources to implement the ten components
Include a list of state and federal programs whose funds will be consolidated to
implement a school-wide program
Describe how the intent and purposes of the Federal programs whose funds are
consolidated on a school-wide campus are met
Include sufficient activities to address the needs of the intended beneficiaries of the
Federal programs whose funds are consolidated on a school-wide campus for
upgrading the entire education program
Title I, Part A, funds must be expended for programs, activities, and strategies that are
scientifically based on research and meet needs (identified in the campus„ comprehensive
needs assessment process) that are listed in the CIP.
All applicable requirements in the ESEA, the Title I, Part A, regulations, other applicable
laws and regulations, and Office of Management and Budget (OMB) circulars (such as OMB
Circular A-87, related to cost principles for State, local, and Indian tribe governments: and
OBM Circular A-133, related to audits conducted under the Single Audit Act) apply to the
use of ARRA Title I, Part A, funds. Invest these funds in ways that do not result in
unsustainable continuing commitments after the funding expires LEAs may plan for higher
than normal district-level initiatives, the LEA must allocate an appropriate amount of the
ARRA Title I, Part A, funding to campuses following the statutory allocation rules.
Funds may be used to increase the per-pupil amount allocated to each Title I, Part A, campus
or to serve new Title I, Part A, campuses. Regardless, a campus with a lower low-income
percentage may not receive a higher per pupil allocation than a campus with a higher lowincome percentage.
On school-wide program campuses, you may use Title I, Part A, funds for activities that are
part of the CIP to improve student performance and upgrade the entire educational program.
The amount of Title I, Part A, funding on the campus must be supplemental (do not supplant
expenditures in this fund).
All required district-level set-asides apply to ARRA Title I, Part A, funds. While TEA
anticipates that, due to LEAs striving to invest these funds in ways that do not result in
unsustainable continuing commitments after the funding expires LEAs may plan for higher
than normal district-level initiatives, the LEA must allocate an appropriate amount of the
ARRA Title I, Part A, funding to campuses following the statutory allocation rules.
The purpose of Title II, Part D, is to improve student academic achievement through the use
of technology in elementary and secondary schools. It is designed to assist every student –
regardless of race, ethnicity, income, geographical location, or disability – in becoming
technologically literate by the end of eighth grade and to encourage the effective integration
of technology resources and systems with professional development and curriculum
development to promote research-based instructional methods that can be widely replicated.
Special Education/Idea B - These funds must be used consistent with the current IDEA, Part
B, statutory and regulatory requirements and applicable requirements in the General
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Education Provision Act and the Education Department General Administrative Regulations.
There are four target investments for the use of ARRA funds:
Increase efforts to institute rigorous post-secondary standards and high quality
assessments.
Enhance pre-Kindergarten to post-secondary data systems that track progress and
foster continuous improvement.
Ensure continuing to improve teacher effectiveness and support the equitable
distribution of qualified teachers across the state.
Expand the state„s support and effective interventions for the lowest-performing
schools.
The IDEA-B Formula ARRA implementation defines the purpose of the act as a means to do
the following:
Ensure that all students with disabilities have available a free, appropriate public
education that includes special education and related services to meet their unique
needs.
Ensure that the rights of students with disabilities and of their parents are protected.
Assist states and localities in providing for the education of all students with
disabilities.
Assess and ensure the effectiveness of efforts to educate those students.
The IDEA-B Preschool ARRA consists of the purpose of the IDEA-B Formula funds as well
as the regulations implementing the IDEA-B Preschool funds which define the purpose of the
act as a means to supplement and increase services beyond the level of State and local funds
expended for preschool students ages 3-5 with disabilities.
No later than ten calendar days after the end of each quarter, TEA and any recipient of
ARRA funds must report to the USDE with regard to recovery funds received in accordance
with regulations (Section 1512).
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Title XIV State Fiscal Stabilization Fund
The Title XIV State Fiscal Stabilization Fund (SFSF) is a new one-time appropriation under
the American Recovery and Reinvestment Act of 2009 (ARRA). The USDE has awarded
funds in exchange for a commitment from states to advance essential education reforms to
benefit students from early learning through post-secondary education, including the
following:
Making progress toward rigorous college- and career-ready standards and highquality assessments that are valid and reliable for students, including English
language learners and students with disabilities
Establishing pre-K to college and career data systems that track progress and foster
continuous improvement
Making improvements in teacher effectiveness and in the equitable distribution of
qualified teachers for all students, particularly students who are most in need
Providing intensive support and effective interventions for the lowest-performing
schools
These funds will help stabilize state and local government budgets in order to
minimize and avoid reductions in education and other essential public services. The
program will help ensure that school districts have the resources to avert cuts and
retain teachers.
The project begins on the September 1, 2009, or the date the application is received in
TEA in substantially approvable form, whichever is earlier. The ending date is
September 30, 2010 with a new application available for year 2 (2010-2011).
Grantees will not be able to access Year 2 SFSF funding until Year 1 SFSF funds are
completely expended.
SFSF funds may be used for activities authorized under one or more of the following acts:
Elementary and Secondary Education Act (ESEA)
Individuals with Disabilities Education Act (IDEA)
Adult Education and Family Literacy Act (AEFLA)
Carl D. Perkins Career and Technical Education Act (Perkins)
Supplement-not-supplant does not apply to this grant program.
State Compensatory Education
A student at-risk of dropping out of school includes each student who is under twenty-one
years of age and who:
Is in prekindergarten, kindergarten or grade 1,2 or 3 and did not perform satisfactorily
on a readiness test or assessment instrument administered during the current school
year;
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Is in grade 7, 8, 9, 10, 11, or 12 and 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;
Was not advanced from one grade level to the next for one or more school years;
Did not perform satisfactorily on an assessment instrument administered to the
student under TEC Subchapter B, Chapter 30, and who has not in the previous or
current school year subsequently performed on that instrument on another appropriate
instrument at a level equal to at least 110 percent of the level of satisfactory
performance on that instrument;
Is pregnant or is a parent;
Has been placed in an alternative education program in accordance with TEC 37.006
during the preceding or current school year;
Has been expelled in accordance with TEC 37.007 during the preceding or current
school year;
Is currently on parole, probation, deferred prosecution, or other conditional release;
Was previously reported through the Public Education Information Management
System (PEIMS) to have dropped out of school;
Is a student of limited English proficiency, as defined by TEC 29.052;
Is in the custody or care of the Department of Protective and Regulatory 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;
Is homeless, as defined by 42 U.S.C. Section 11302, and its subsequent amendments;
or
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, or
foster group home.

All purchases/services must be supplemental and directly related to State Comp Ed, and/or
improving student achievement in language arts and/or mathematics. All Comp Ed funds
must benefit the children in the current funding year.
The Texas Education Code requires each school district to have a district and campus
improvement plan with the state compensatory education program described in the campus
plan if the program is implemented at the campus level or to be described in the district plan
if the SCE program is implemented district wide. The district and campus improvement plans
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are the primary record supporting expenditures attributed to the state compensatory education
program.
School districts are required to have local policies and procedures to identify students who
are at risk of dropping out of school under the criteria in Section 29.081, TEC; students who
are at risk of dropping out of school under local criteria and document compliance with the
10% cap in Section 29.081, TEC; how students are entered into the SCE program and how
students are exited from the program; the methodologies involving calculation of 110%
satisfactory performance on all assessment instruments, in accordance with Section 29.081,
TEC; and the cost of the regular education program in relation to budget allocations per
students and/or instructional staff per student ratio.
INDIRECT COST RATES
Indirect costs are part of administrative costs and are those: (a) incurred for a common or
joint purpose benefiting more than one cost objective, and (b) not readily assignable to the
cost objectives specifically benefited, without effort disproportionate to the results achieved.
The term ``indirect costs,'' as used herein, applies to costs of this type originating in the
grantee department, as well as those incurred by other departments in supplying goods,
services, and facilities. To facilitate equitable distribution of indirect expenses to the cost
objectives served, it may be necessary to establish a number of pools of indirect costs within
a governmental unit department or in other agencies providing services to a governmental
unit department. Indirect cost pools should be distributed to benefited cost objectives on
bases that will produce an equitable result in consideration of relative benefits derived.
Indirect cost rates are established for each school district to determine the amount of indirect
cost revenue that can be recorded in the General Fund. As discussed above, indirect cost
revenues recognized in the General Fund are intended to defray the cost of providing certain
services to grant programs. Examples of these costs are accounting, auditing and payroll
processing. All of these business function costs are incurred by the school district as a whole.
An attempt to maintain separate time and effort accounting for each specific grant would be
prohibitive. By calculating and using an indirect cost rate, indirect cost revenues can be
transferred from the grant to the general fund to compensate the school district for districtwide expenditures used to facilitate the grant. It is not necessary to track the use of indirect
cost revenues once they are transferred to the General Fund. Once earned, the revenues may
be used for any education-related expenditure, including administrative costs and fixed costs
incurred in administrating the grant.
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ARRA Quarterly Reporting
PREFERRED
STEP 1: Calculate Quarterly Hours in a Full-Time Schedule.
A. Start by determining the standard hours in a full-time work week schedule as illustrated below. This
example uses 40 hours, but other standards are possible.
B. Multiply this amount by 13 weeks to determine the quarterly number of hours for full-time work:

40 Hours in full-time work week X 13 weeks per quarter = 520 Total Quarterly Hours
STEP 2: Calculate the Full Time Equivalent (FTE) for this Quarter.
A. Determine the number of hours worked in positions funded by the Recovery Act within the current
quarter. For example, a full-time employee working 40 hours per week during the entire quarter will
work 520 hours in the quarterly reporting period.
B. Divide this number by the “Quarterly Hours in a Full-Time Schedule” number calculated in STEP 1.
This calculation should be performed for each employee working under Recovery Act funding within the
reporting quarter (add each together to calculate an FTE total):

520 Hours Worked and Funded by Recovery Act
520 Quarterly Hours in a Full-Time Schedule
For this example, the FTE figure “1.0” should be reported within the “Number of Jobs” data field in
FederalReporting.gov.

(If Needed) Reflect Partial ARRA Funding.
A. Count all hours worked on the project. In this example, a total of 520 hours were worked on the
project and the total number of quarter hours in a full time schedule is 520 hours. The recipient
determines the amount of hours, by employee, funded by the Recovery Act (in this case, 50%) and
totals only those hours.
B. Calculate FTE:

260 Hours Worked
520 Quarterly Hours in a Full-Time Schedule
For this example, the FTE figure “0.5” should be reported within the “Number of Jobs” data field in
FederalReporting.gov.
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American Recovery and Reinvestment Act Davis‐Bacon Compliance Checklist
School District: _________________________________
Project: _______________________________________
American Recovery and Reinvestment Act funds used for a transaction that involves new
construction or a repair contract must comply with the prevailing wage requirements of the
Davis-Bacon and Related Acts requirements. This checklist has been created to provide an
overview of the requirements established by the Davis-Bacon and Related Acts requirements.
This checklist does not substitute for the detailed provisions in the contract or the Department of
Labor requirements for implementing Davis-Bacon and Related Acts requirements.
As noted in this checklist, the school district is responsible for ensuring that Davis-Bacon and
Related Acts requirements are met. The school district must identify an individual or firm
responsible for these requirements, as a representative of the school district.
Applicable requirements are listed below.
Action items to occur before awarding a construction or repair contract.
_______
(date) Informing the Applicant and Reviewing the Contract: When a BEST grant
application is made to CDE Agency or a guaranteed lender for assistance
involving construction, the CDE must inform the applicant that wages paid for
labor must not be less than the prevailing wages determined by the Secretary of
Labor (RD Instruction 1940-C (1940.106(b))).
CDE will review the contract to ensure that it contains the language provided in
the Davis-Bacon Act and the DOL website language (see below).
_______
(date) Wage Determination: Before bidding, the school district shall obtain the
applicable Department of Labor (DOL) Davis-Bacon Wage Determination for the
work from CDE.
_______
(date) Information for Bidders: Information provided to any and all bidders shall
include the statement "The contractor must comply with the minimum rates for
wages for laborers and mechanics as determined by the Secretary of Labor in
accordance with the provisions of the Davis-Bacon and Related Acts." The
school district shall verify this and include a copy of the Wage Determination in
the bid information.
_______
(date) Construction Contract Provisions:
All construction and repair contractsmust include the statement "The contractor must comply with
the minimum rates for wages for laborers and mechanics as determined by the Secretary of Labor
in accordance with the provisions of the Davis-Bacon and Related Acts." In addition, labor
standards provisions from 29 CFR 5.5(a) must be included in every contract.
After awarding a construction contract and before construction starts.
_______
(date)
Pre-Construction Conference: The school district and other project participants
will have a Pre-Construction Conference to discuss the following items.
• The school district may monitor the contractor’s adherence to the Davis-Bacon
and Related Acts requirements at any time.
• Non-compliance with the Davis-Bacon and Related Acts requirements may
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result in termination of the contract and debarment of the contractor.
• Enforcement of non-compliance with the Davis-Bacon and Related Acts
requirements may result in penalties.
• Although CDE and the school district have the right to perform employee
Interview’s, typically information can be confirmed by reviewing progress
report’s and contractor’s typical payroll records.
• The contractor shall maintain posted on site a copy of the Davis-Bacon and
Related Acts poster (form WH-1321) and a copy of the wage determination.
The poster is available at: www.dol.gov/esa/whd/regs/compliance/posters/davis.htm, with a Spanish
version available at www.dol.gov/esa/whd/regs/compliance/posters/davisspan.htm. (The wage
determination will be provided to the contractor as a part of thebid package and the contract.)
During Construction (Monitoring)
_______
(date) Certification of Compliance: Contractor and subcontractors must provide
certification of compliance with the Davis-Bacon and Related Acts to the school
district, as well as copies of payroll records for the period during which the work
was performed.
_______
(date) Determination of Non-compliance: The school district, on determining that the
contractor is not in compliance, will notify the appropriate parties, including CDE.
(Additional information on actions to be taken is available in RD Instruction
1940-C (1940.106(e)(2) and (3), and1940.106(f)).)
_______
(date) Semiannual Report. The school district will submit to CDE Form RD 440-29,
"Semiannual Labor Compliance Report," for projects requiring compliance with
the Davis-Bacon and Related Acts for the periods established (October through
March, and April through September).
After Construction
_______
(date) Recordkeeping. The school district will preserve all payrolls and certifications for
a period of 3 years from the date of final payment on the contract.
_______
(date) Copy of this Checklist. A copy of this completed checklist will be submitted to
CDE and will be certification of compliance with each component.

Buy American-ARRA Section 1605
MCISD will comply with Section 1605 of American Recovery and Reinvestment Act,
whenever possible, when entering into contracts for new construction and/or renovation
of school facilities.
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