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COMPLIANCE WITH TITLE VI, CIVIL RIGHTS ACT OF
1964 AND THE MGDIFIED COURT ORDER, CIVIL ACTION
5281, FEDERAL DISTRICT COURT, EASTERN DISTRICT
OF TEXAS, TYLER DIVISION

Raviews of local education agencies pertaining to compliance with Title
Vi Civil Rights Act of 1964 and with specific requirements of the
Modified Court Order, Civil Action No. 5281, Federal District Court,
Eastern District of Texas, Tyler Division are conducted periodically by
staff representatives of the Texas Educazion Agency. These reviews
cover at least the following policies and practices:

{1} acceptance policies on student transfers from other school
districts;

{2} operation of school bus routes or runs on a non<segregated
basis;

(3) non-discrimination in extracurricular activities and the use
of school facilities;

(4) non-discriminatory practices in the hiring, assigning, pro-
moting, paying, demoting, reassigning or dismissing of faculty
and staff members who work with children;

{5) enrollment and assignment of students without discrimina-
tion on the ground of race, celor ar national origin;

{6} non-discriminatory practices relating to the use of a student's
first language; and

{7) evidence of published procedures for hearing complaints and
grievances.

In addition to conducting reviews, the Texas Education Agency staff
representatives check complaints of discrimination made by a citizen or
citizens residing in a school district where it is alleged discriminatory
practices have or are occurring.

Where a violation of Title VI of the Civil Rights Act is found, the
findings are reported to the Office for Civil Rights, Department of
Health, Education and Walfare.

if there be a direct violation of the Court Order in Civil Aection No.
5281 that cannot be cleared through negotiation, the sanctions required
by the Court Order are applied.
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This bulletin is for school administrators responsible for personnel, It covers the three
major aspects of personnel accounting for Texas public schools: certification, alloeations,

and records.

The guidelines herein were developed by members of the Texas Education Agency staff.
after extensive development involving school district personnel and, in some cases,
college/university personnel.

The intent is to provide comprehensive guidelines in an easy-to-use format and to

M. L. Brockette _
Commissioner of Education
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ORGANIZATION AND USAGE OF BULLETIN |

The three sections of this bulletin are color coded for convenience: Certification — white;

Allocations — yellow; Records — blue.

Each section is organized by a number series: 1000, 2000, and 3000. Major topics and
subtopics are listed by identificution number at the beginning of each section, just after
the green divider page. This numbering system has eliminated the need for page numbers

Whenever personnel guidelines are changed through legislation, State Board of Education
policies, or Texas Education Agency administrative procedures, notification to schools
will be made by adding to, deleting from, or otherwise amending the appropriate procedures

in the bulletin.

It is essential that persons responsible for personnel administration in each district have
direct access to this bulletin. The Texas Education Agency will maintain a mailing list of

persons holding the bulletins; changes will be sent to the persons on this list.

Schools may reproduce portions — or all — of the bulletin for distribution to other
appropriate persons. Local procedures should be established to ensure that subsequent

changes receive proper distribution within the district.
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SECTION 1
CERTIFICATION
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO.
GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, %LLDCATIONS AND RECORJDS

SUBJECT. cONTENTS OF SECTION 1--CERTIFICATION

separate document.
will receive the

H-m

This section is currently undergoing a pilot study a
Whenever the study is complete, holders of Bulletin 7:
certification section as a change to the bulletin.

»
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SECTION 2
ALLOCATIONS
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TEXAS EDUCATION AGENCY BULLETIN 753, PRGCEDUEE ND , i‘ ’Dﬁm'

: SUBJECT CDNTENTS DF SECTION 2-—ALLDCATIGNS

Sin:e ‘the Sixty-faurth Legislature will in all prgbability pass legislatian
affecting allocation of units, Section 2 of this bulletin will not be
released until determination to the extent of any such lggislatinn.
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RECORDS
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO 3.0100 . PAGE_1 _OF__1

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT:  pACKGROUND

The bulk of expenditures made by Texas public schools is for salaries of pro-
fessional personnel and teacher aides. Likewise, the majority of funds
allocated to school districts from the State is designated for salaries of
personnel. In many, if not in all instances, amounts allocated for salaries
to a school district are based on experience, assignments, and qualifications
of personnel actually employed. Therefore, 1f one area can be singled out as
being very important if not most important for public school funding purposes,
the area of personnel accounting and administration bears this distinction.

Professional personnel and teacher aides are allocated to school districts by
formulae or methods as described in Section 2 of this bulletin. Also, for
professional personnel at least, certificationis a prerequisite for employing

and paying units employed in the public schools, and requirements for and e
methods of obtaining such certification are described in Section 1 of this

bulletin., This chapter, Section 3, is for the purpose of informing public
sional personnel and teacher aides Eﬁéiﬁﬁe methods necessary to report on and
to account for such. The general laws concerning Texas public school teachers
are codified in Chapter 13, Texas Education Code, and are the basis for the
guidelines appearing herein.

0
S

R
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLDCATIGNS AND RECORDS
SUBJECT:  DATA REPORTED TO THE TEXAS EDUCATION AGENCY

Although there are numerous regquirements and forms for reporting personnel
data to the Texas Education Agency, personnel administrators are primarily
concerned with three reports:

1. The Roster of Professional Fersonnel

2. Minimum Foundation Sick Leave Program
Roster of Professional Personnel

3. Professional Personnel Assignments

These reports contain those base data necessary for funding and school
acereditation purposes. Information on these three reports is submitted .
to the Texas Education Agency on an annual basis, and the three reports are
placed in a computerized data base along with teacher certification and
prior audit verification Information. Accuracy in the preparation of this
information is important, as the amount of funding received by most local
school districts is affected, and this information is subject to and is the
basis for State audit. The need for accurate information also has a direct
bearing on the welfare of individuals as sick leave balances and years of
service are material factors in determining personal compensation and other
professional entitlements. :
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" GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: THE ROSTER OF PROFESSIONAL PERSONNEL

Information on this document is updated and completed on an annual basis in
accordance with instructions and on forme issued by the Texas Education
Agency, Division of Foundation School Program Finance. Current form format
and instructions appear in Sections 2.050, 2.051, and 2,052, TEA Bulletin
742, School District Dats Submission to the Texas Education Agency. All
professional personnel and teacher aides are required to be reported on
this roster regardless of funding sources used to pay individual salaries,
and the local school district must maintain records to support information
appearing on the roster.

Data appearing on the Roster of Professional Personnel is updated, added,
deleted and corrected whenever necessary during a year by the use of a form
entitled "Notice of Change in Professional Personnel." This form and
instructions for its use and completion are issued by the Division of
Foundation School Program Finance, The personnel roster is actually printed
twice annually by the Texas Education Agency; the first copy is usually -
available during February and the final copy, showing all changes, is
usuglly printed in July,
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TEXAS EDUCATION AGENCY BULLET[N 753, PROCEDURE NO... 3.0220  _____PAGE_L1 .OF_1_
. GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS

SUBJECT: yINIMUM FOUNDATION SICK LEAVE PROGRAM
, ROSTER OF PRQFESSIQNAL PERSONNEL

Basic data appearing on this report are derived from the Roster of Professional
Personnel and include information on sick leave balances and number of days of
sick leave reimbursement. Forms and instructions for completing the sick leave
roster are issued annually by the Division of Foundation School Prngram Finance,
and the report format is illustrated in Sections-2.150 and 2.151, TEA Bulletin
742, School District Data Submission to the Texas Education Agency. Sick leave
balances from prior year, days earned, sick leave days used, and end-of-year
sick leave balances are reported for all professional pgrsannelk even in cases
where there is no reimbursement claimed from the Texas Education Agency. In-
formation for the State sick leave program is reported by the local school
district at the close of each school year and the sick leave roster is usually
printed in November or December of the following year. The local school
district must maintain records to support information appearing on the sick
leave roster.

R TEXAS EDUCATION AGENCY
DIVIREN OF FINANCE

MINIMUM FOUNDATION SICK LEAVE PROGRAM
ROSTER OF FROFESSIONAL PEASONNEL
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO._____3.0230 . _PAGE_l__OF.. 1”
GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: PpROFESSIONAL PERSONNEL ASSIGNMENTS

Assignments of professional personnel and teacher aides are reported to the
Texas Educatinn Aggncy, Reseurch Divisian, e;eh Dctaber. Ihis report 15 made

Sections 2. 930, 2. 331, 2. 032 and 2. 033, TEA Bulleﬁln 742, Sehgnl District

Data Submission to the Texas Education A ency, Uhlike district wide data sub-

mitted on_the Roster of Professional Personnel and the sick leave roster,
personnel assignments are reported by campus for each individual.

Since there is a relationship between actual assignments, finance, school
accreditation, and teacher certification, it is very important that personnel

be properly assigned. In order to aid local school administrators in determining
whether personnel are assigned in areas in which they are qualified, the Texas
Education Agency annually publishes the "Consolidated Personnel Codes (RMS-300)"
as a guide. This guide and its instructions and assignment codes appear in
Section 3.010 of the previously mentioned Bulletin 742. Although it cannot be
used Ea :ampleté 311 ptcfessiangl persnnnel stgtus codes required on the Rpstar

to determine prﬂpfiety of a;sigﬂmentsi
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO, 3,0300 i PAGE_L OF_L
'GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS

SUBJECT: . ¢op1ES OF PERSONNEL RECORDS

For Texas Education Agency audit purposes, photo process copies of personnel
records are acceptable if such copies are legible and there appears to be no
evidence of alteration or tampering. Multiple overlay copies (more than one
document appearing on a single copy in such a manner that each document is not
fully shown) are often questionable and each document ghould usually be copied
separately. e e e e i e e e 3 e S 5 st et 8

Copies of teacher's certificates may be made or the information on the face of
the certificate may be recorded in a local register for audit purposes. The
original certificate is the property of the teacher and should remain with the
teacher, especially whenever employment with the local district is terminated.
Emergency teaching permits and their renewals are prnperty of the local school
district and the originals are to be kept on file. :

Local school officials are encouraged to retain copies of a teazher's service
record and to send the original with the teacher whenever employment with the
school district is terminated. The reason for this is that most teachers

change districts of employment one or more times during their careers, and if
the teacher does not have the original service record, reproduction of photo
copies may not be legible. .

On the other hand, school officials are not encouraged to photo copy college or
university transcripts to retain on file, Reasons for this are that such tran-
scripts are usually photo copies themselves and are often not legible when
reproduced; also, the college seal or the registrar's signature do not always
show on a reproduced copy of a transcript. If it is absolutely necessary for

a copy to be made of a transcript, great care must be taken to assure that the
college or university seal is evident. In general practice, transcripts

received directly from the college or university are more readily acceptable
than transeripts delivered by the individuals themselves.

22




TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO, 3, ﬂéj o PAGE_Ll_OF_l_

Texas Education Agency general policy on the retention of records is Ehat such
records must be retained on file for a period of not less than five years from
the time that they become inactive, For personnel records, however, it is felt
that they should be filed for an indefinite period; this is especially true of
service records, contracts, and individual payroll records as they may be needed
for years after an individual has been terminated. Original public records, such
as board minutes, should not be destroyed or disposed of except under the pro-
visions of the law (Article 6574b, Vernon'e Civil Statutes),

23




TEXAS EDUCATION AGENCY BULLETIN 753, FRDCEDURE NO. 3 9599 — PAGE_1 _ l _OF_1__ 1

Although the Foundation School Program Act does not generally apply to employees
other than professional personnel and teacher aides, there are nevertheless some
State and Federal reporting requirements necessary for other types of public school
personnel, Auxiliary employees are defined as custodial, bus drivers, cooks, and
other personnel employed by a school district for which there are no codes availe
able in the Consolidated Personnel Codes (RMS-300), as described in Section 3.010
of TEA Bulletin 742, School District Data Submission to the Texas Education Agency,
and those positions not provided for in the Texas Education Code, Section 16.056(b).

Types of records that must be kept for auxiliary employees are often also required
of professional personnel and teacher aides; these types of records include pay-
roll records, teacher retirement reports, income tax withholding reports, social
security (if applicable), insurance records for group policies (if applicable),
workmen's compensation, etc. In other cases records must be kept that only pertain
to auxiliary personnel, such as records necessary for completing Selected Staff
Information, RES-032, as illustrated in Sections 2.040-2.042 of the previously
mentioned TEA Bulletin 742,

The Texas Education Ageney has no established guidelines concerning an overall
system of records maintenance for auxiliary employees; however, school districts
should keep records in such a manner that they will be readily available and will
allow for expeditious examinations by the Internal Revenue Service, Texas Teacher
Retirement System, and other appropriate agencies that have need to examine employee
data.

Often a school district finds necessary to contract with or engage outside
congultants. A consultant far thi purpose is an independent contractor and is
not an employee of the school district; compensation is usually on a fee basis
and is not considered as salary.

Examples of outside consultants include the public or certified public account-
ant engaged to perform the required annual audit, and diagnostic or appraisal
personnel that perform specialized funcrions necessary for programs of special
education. The law or Texas Education Agency regulations often require that
certain minimum qualifications be met before consultants can be engaged. The
auditor, for example, must be licensed by the Texas State Board of Public
Accountancy; a psychologist must hold certification from the Texas State Board
of Examiners of Psychologists. Before a contract is entered into with an out-
gide consultant, the school district should review the applicable State
regulations related to necessary qualifications of such consultants and accord-

ingly keep records in support thereof.
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' TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURENO.—__3.0610 *~  PAGE_l OF_l
GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: OATH OF OFFICE

Employees of publie school districts and other tax—supparted institutions must
take the oath of office (or if a foreign visiting instructor or refugee, an
affidavit) as prescribed in Section 2.06 of the Texas Education Code. The oath
of office reads as follows:

"I, (Name of person taking oath), do solemly swear or affirm, that 1

will faithfully execute the duties of the office of (title of position;

i.e., Teacher) of the State of Texas, and will to the best of my
abili;y preserve, protect, and defend the Constitution and laws of the
United States and of this State; and I furthermore solemly swear or
affirm, that I have not directly nor indirectly paid, offered, or
promised to pay, contributed, nor promised to contribute any money, or
valuable thing, or promised any public office or employment, as a reward
to secure my appointment or the confirmation thereof. So help me God."
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS »
SUBJECT: TYPES OF PERSONNEL RECORDS

Documents in support of data submitted to the Texas Education Agency for
financial, sick leave, and assignment purposes must be maintained on file
by the local school district. These records are subject to audit by the

~Texas Education Agency and the importance of their campletemess and accuraey
cannot be overstressed.

Most school districts maintain individual folders on all professional per-
sonnel and teacher aides. These folders are usually located in the central
administration office. Regardless of whether a central folder is maintained,
the school disttieﬁ's files must have at least the fallawing evidenée readily

Contract (professional personnel only),

Service record and any applicable attachments,
.Military service papers.

»Addendum = Service Record Affidavit.

.Verification of college or university faculty status.
.Verification of accreditation status.

.Other correspondence.

3. Professional certificate or license (when required).
4, Traﬂscfipts of edﬁ&atiaﬁai attainment,

[
.

Teaching schedules or other assignment record.
Audit verification card (if applicable),

Oath of Office.

Tuberculosis Certificate.

WO S S
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT:  cONTRACTS

o

A local school district must employ professional personnel by a written contract
that sets forth terms and conditions of such employment. If evidence of a con-
tract appears only in the board minutes of the school district, a written
acceptance must be received from the professional employee. All contracts
regarding rehiring or hiring of professional personnel shall be valid only if
approved by local school board officials. Sections 13.101 through 13,116 of the
Texas Education Code vertain to teacher's employment contracts.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AN RECORDS

SUBJECT: TEACHER SERVICE RECORD

\U\

The basic document in support of the number of years service and sick leave
balance of professional personnel and the number of years service for teacher
aides is the teacher service record form. An example of this form is pre-
sented below, and the information shown is minimum in nature. The form has
changed over the years and additions or changes that have been made are for
purposes of providing information mandated by law and/or State Board of
Education administrative procedure. This form (or a copy) is kept on file
at the local level and the original (if available) is to accompany the teacher
or aide to other school districts whenever employment is changed.

wr Ll n TEACHER SERVICE
T ZO0IAL SECUWTY FO. — RECORD
~ SIGHATURE OF TEACHER — FOR FOUNDATION ECHOOL FROGRAM ACT
[Sarvier muiar be antarad on shis form beginsing wirk [97471
sl paliyparis! i |
S e T o

Tiaii
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURENO._____ 3.0631

The following list of rules should be observed in completing the teacher service
record form. Although there are exceptions to these rules, failure to comply in
many cases can result in audit exceptions, possible adjustment of funds for the
school digtrict, and reduction of salary increments or sick leave balance for
the individual involved. .

1. Applicable information on a line of the service record is to
be completed in detail for each year of service.

2. Service must be shown by school year which is defined as the
State scholastic year, September 1 through the ensuing August 31,
Inservice days and teaching days at the start of the school
term, usually in August, are considered to be within the school
year beginning the following September 1. Otherwise, periods
of employment must be reflected within the school year incurred,
and recorded accordingly on a separate line of the service record
({.e., If a person was employed continuously from July 1, 1975
through June 30, 1976, the period July 1 through August 31,

1975 would be recorded on one line of the service record for the:
1974-75 school year, and the period September 1, 1975, through

record for the 1975-76 school year).

3. The names of the state or country, the county or its equivalent,

and the school district or institution must be entered in such

a manner as they can be postively identified. Common abbreviations
(i.e. "Tx" for Texas, "N.Y." for New York, 'Mex." for Mexico, etc.)
may be used since space is limited on the service record form,
however; locally used abbreviations that are not generally
recognized throughout the United States should be avoided.  1If the
institution is an overseas Department of Defense dependents school,
the APO number may be entered instead of the name of the county.

If experience was in one of twenty school districts in Texas for
the 131 or 145 extended day migrant program, "MIG-PROG" should be
indicated above the name of the school district.

4. Pay grade and step are shown beginning with the 1971-72 school
year for service in Texas public schools only; this should be
left blank if service was in an institution other than a Texas
public school. The pay grade and step should be computed on
the same level of the individual's actual duties and salary
(i.e. If an individual acted as an assistant superintendent
and was paid accordingly, the pay grade would be shown as such
on the service record even though that person may have been
shown on the Roster of Professional Personnel as a classroom
teacher unit). The pay grade and step is determined in
accordance with the "Texas State Public Education Compensation
Plan-Minimum Foundation Salary," which is published and dis-
tributed annually.to all Texas public school districts by the
Texas Education Agency.
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GUIDELINES FOR SCHOOL PERSONNEL.: CERTIF!EATION ALLOCATICNS, AND RECQRDS

SUBJECT:

GENERAL RULES FOR COMPLETING THE SERVICE RECORD

o

9‘

10.

. Percenta

. School

e of day employed is fequired on the service record beginning
with the 1974-75 school year and for any year of part-time service when-
ever the teacher desires to claim such year for salary increment purposes
(a full day is recorded as 100%Z, a half day as 50%, three quarters of

a day as 75%, etc). For service recorded on the service record form
required for the 1973-74 and prior school years, full or part-time may

be indicated instead of the percentage of the day, except in cases of
part-time service for which salary increment will be claimed.

rade taught is required to be shown on the service record
beginning with the 1974-75 school year. If more than one grade was
taught, the span should be shown (i.e., 2-6, 7-12, etc.). A supervisor
is shown as "Supv.", a counselor as "Cons.", part-time principal as
"PTP", full-time principal as "FTP", superintendent as "Supt.", a
librarian as "Lib.", etc.

» ghown on the
Setviﬁe re:ard beginning with the l972—73 schaal year. For service
records completed for the 1971-72 and prior years, the number of months
employed may be shown instead of the number of dayes, except that in
cases where a teacher was employed 50% but less than 100% of the day
and is claiming experience increments the :ecord must show the number
of days.

Dates of service must be shown on the service record beginning with the
1974-75 school year. For service records completed for the 1973-74

and prior years, beginning and ending dates of service need be shown
only if such service was for less than nine months or less than 180
days.

Sick leave balances, days earned, and days taken under the Minimum
Foundation Sick Leave Program are recorded on the service record
beginning with the 1970-71 school year for all professional personnel,
Aides do not participate in the State sick leave program and this
gection of the service record must indicate '"Teacher Aide" instead of
gick ledve information. Also, only sick leave earned and used by
professional personnel during employment with the Texas public schools
should be recorded in this section of the service record; sick leave
from private schools, colleges or universities, etc., shauid not bae
shown,

Years on the service _record must be,siéngd by the authorized per

of the school district or institution. Rubber stamp signntureérnr"
ditto marks are not acceptable and service so verified is not valid.
The following rules apply to signatures validating experience:

. Service of professional personnel and public school aides must
be validated by the superintendent or chief administrator of
the institution; or by a school trustee or other appropriate
governing board member; or by an administrative person approved
by the local board of trustees as recorded with the Finance and
Audit Divisions of the Texas Education Agency.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS

SUBJECT: GENERAL RULES FOR COMPLETING THE SERVICE RECORD

. Service of the superintendent or chief administrator must be
signed by the president or secretary of the appropriate local
governing board.

. For service prior to 1930 where it is not practical or possible
to secure the signature of a school official, the service may
be signed by a responsible person in the community having first
hand knowledge of such service, provided that this person is
not related to the teacher,

« Only one signature is sufficient to validate service shown on
two or more lines of a service record whenever the signature
appears on a carefully drawn diagonal line as illustrated
below. Care must be exercised to assure that the diagonal line
does not extend or cannot be extended into other lines on the
service record.

ﬁ Slgn nf Supt or Trustee

(Does not have to
be notarized)

11, The teacher's or aide's name must appear on the service record for

identification purposes. Eeginning with the 1974-75 school year, the
service record provides space for the social security number and this
should be completed. Ideally, the teacher or aide should sign the
service record whenever:

« All of the lines on the service record are filled or the person
leaves public education,

o : 31
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TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO.___
GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT:  ENERAL RULES FOR COMPLETING THE SERVICE RECORD

« Unsigned service records on file with a district will be
accepted as long as the total experience reflected on the
record is with the district where the record is on file.

. The person changes school districts of employment. In such instance

the service record is not valid at the new district of employment

until it has been signed.

12. A full-time vorational unit employed as a half-unit each in two school
districts during a year requires that two lines of the service record
be completed as illustrated below. The original service record may
be filed by one of the districts and only a copy filed by the other,
or two original records may be prepared and filed accordingly in each

school district.

— — — — TEACHER SERVICE RECORD

{ Service must be entered o

- ] o Part-Time | No. |-
*Pay or of
¢ Schogl District Grade | *Step | Full-Time | Days|
' 1 Unit M
rel Anywhexe ISD | 7 | 6 IFp1i-Timel23017
1 Unit /
Fiction ISD 7.1 6 |Full-Time]l 230
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: ATTACHMENTS TO THE TEACHER SERVICE RECORD

form is not adequate by itself to support years of service claimed. As subse-
quently discussed in this bulletin, allowability of some types of experience

for increment purposes depends upon factors as inclusive dates of actual service,
the accreditation status of the employing school, and faculty status at colleges

or universities. In some instances a letter from the employing school is accept-
able in lieu of the service record for substantiating experienca if all information
required on the service record form is present. In most- instances, however,
letters are attached to support the information on the form itself rather than

to act in lieu of the service record.

Normally attachments to the service record are required for service in out-of-
State private schools, foreign institutions, the military, and for experience
in cclleges and universities, These attachments are discussed and/or illus-
trated in this publication, Sse Procedure Nos. 3.0633 and 3.1320.

e
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SUBJECT:  ApDENDUM - SERVICE RECORD AFFIDAVIT

Teacher service records prepared for years prior to September 1, 1949 often did not
include provisions for the number of months or as to whether service was full-time
or part-time. Whenever it became mandatory to indicate this information on the
gservice record form, it was often impossible to secure the necessary data from the
school district, as many schools did not keep records showing sufficient detail and
many schools had long since ceased to exist.

The addendum form is completed by the teacher for the purposes of establishing the
number of months served in a year and whether such service was full or part-time,
School years that may be covered by the addendum must be prior to the 1949-50 year,
and otherwise must be verified on a properly signed teacher service record.

Ssrvice Record Affidavie

(To b attached te Teachsr Service Racord in usc prior to Ssptembar I, 1949)

. Stata Scheal ¥, Moa. | Full er
Year {abbr.) County Disericte Claimed | Fart-Tims

1 hareby certify that the information contained on this addendus to wy Teachsr
Service Record and the original supporting document attached thersto 1 trus and
correct to the best of oy knowisdgs and balief,

~ (Signatura of Teachar)

Subscribed and svorn to baforz me this ___ day of

Hotary Fublic _ A — 7§uun§§}:‘f;ﬁi
Frow State Board of Education policles
In {nitances whers teschars; principals, or supeeintendents are found guiley of
willful false swearing in complating reports partinent to average dally attendance,

transportation, servica racords, #t&,, the person engaged {n such sisrapressntation
shiall have his certificats sunpended or cancelled sfter proper hearing.

Fin, - 058
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS

SUBJECT: qyBERCULOSIS CERTIFICATE

. Article 4477-12, Section 5, Vernon's Civii Statutes requires:

A1l school personnel, including teachers, clerical employees,
supervisory personnel, bus drivers, personnel handling food

aﬂd pEfsﬁnnEI peffgrming Jaﬁitﬂrial services, shail bg required
state On Ot befgfe Segtember 1 af eazh yeaf a cartificate sigﬁéd
by a person licensed to practice medicine in this state, reveal-
ing that such school personnel have been exsmined for the disease
of tuberculosis during a period of time not exceeding one hundred
twenty (120) days prior to September 1 of each year, and revealing
the results of such examination have been furnished the State
Board of Health by the person performing the examination. No
person shall be permitted to perform his or her duties in the
absence of such certificate being furnished the governing board
of the school,

Evidence of this requirement is checked for during accreditation visits by
the Texas Education Agency. Such evidence should ideally be filed with each
employees personnel records, or in a central location that allows for expe-
ditious examination.




TEXAS EDUCATION AGENCY BULLETIN 753, PRCEZEiIURE NO.—__3.0700 — PAGE_1_ _OF_1_
GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: PROFESSIONAL CREDENTIALS - GENERAL REQUIREMENTS

Before public school professional personnel may be issued contracts, assigned
duties, or paid from any scurce of public funds, they must possess valid cre-
dentials either in the form of permanent or temporary teaching certificates,
emergency teaching permits, or in the case of registered nurses and physicians,
licenses to practice nursing or medicine in the State of Texas. This require-
ment for valid credentials includes substitute teachers as well as permanently
assigned professional personnel. There is no certificate or licensing require-
ment for perscnnel assigned as teacher aides. Requirements for and the methods
of issuing teaching certificates and emergency permits appear in Section 1

of this publication.

36




TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURENO._._._3:0710 PAGE_L _OF_.1__
GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS

SUBJECT: gyIDENCE OF TEACHER CERTIFICATION

A valid certificate may be filed in the form of the original, the duplicate,
or a photo process copy (see Procedure No. 3.0300), or a local certificate
register may be devised and kept on hand at the local school district if such
register provides for all information shown on the face of the certificate.

made for recording certificate information:

Name of the teacher.

1.
2. Certificate number.
3. Type of certificate (professional, provisional,

one year, temporary, etc.)

4, Dates and/or tenure of issuance.
5. Areas of specialization (elementary, high
school, administrator, etc.)
6. Teaching fields (mathematics, language arts, etc.).
7. Signature of the person recording the certificate

and the date recorded.

Although an emergency teaching permit may be recorded in a certificate regis-
ter, the original permit and its renewals must be kept on file. The emergency
permit is issued to the school district and not to the individual teacher.

For independent school districts of more than 150 scholastics evidence of
certification is required only at the local level. Those independent districts
having less than 150 scholastics and all common and rural high school districts
must have certificates recorded with the county superintendent, and evidence of
such certification is to be kept with other records of the teacher if they are
located in a place other than the county superintendent's office.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: (CREDENTIALS OF THE SCH. . NURSE

Although teacher certification is available but not necessarily required for
school nurses, there shall nevertheless be maintained on file receipts sghowing
that a school nurse was registered with the Texas State Board of Nurse Examiners.
Since some nurses desire to keep the original receipt, school districts are
encouraged to retain a photo process copy. A nurse's registration expires
annually on March 31, and it is necessary to retain two receipts on file to
cover experience for a complete school year.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT:  CREDENTIALS OF THE SCHOOL PHYSICIAN

3,@72Q) genatally apply to the school physician; except that re:eipts fram
the Texas State Board of Medical Examiners or other documentation must be

kept on file indieaﬁing that the physician was licensed to practice medic
in Texas.



TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURENO.___3.0740 = pAge_l _orF_Ll. -
GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT:  CERTIPICATION OF SUBSTITUTE TEACHERS

The same general rules of teacher certification apply to all professional
personnel, including substitute teachere. If it is neceesary for a school
district to employ substitute teachers that are not certificated, a list of
such substitute teachers shall be submitted to the Texas Education Agency,
Division of Teacher Certification, for approval. If at any time a person on
the approved list ceases to be a substitute and becomes a regular teacher,

the procedures pertaining to emergency teaching permits or teacher certifi-
cation apply.
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| TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO. e/
¢ UIDELINES FDE SCHDDL PERSONNEL: CERTlFlCATlON ALLDCAT[DNS AND RECDRDS

SUBJECT:. “DATES OF. CERTLFICATE ISSUANCE B .

The old type teacher certificate usually indicates only the month and the- year

and the newer type of teacher certificate indicates the month, day, and year. IS
wrnthat_the document_was_issued.. Generally the certificate is recognized. for the -

entire month in which it was issued. In the case of teachers recently graduatéd

from college and employed in the public schools for the first time, the August

issuance date on the face of the permanent life certificate may be after the

August date of actual employment by a school district; in these instaﬁces em-

ployment for the month of August is considéred to be covered by a valid

certificate. Regardless of the specific date of issuance indicgted on the

Teaching Certificate, the individual is considered to have been covered by such

ce:tificgtion f@tthé entit‘e month of the date of issuance as iﬂditzated on the -

- The issuaﬁce date on an emergency teaching permit is usually the beginning date
of actual employment. This date may be retroactive for up to 60 days if
necessary; however, employment during days prior teo and subsequent to the dates
shown on the face of the permit is illegal and may not be paid from public funds.”
Therefore, the dates shown on emergency permits must cover at least the days of .
actual employment. '

Whenever a teacher changes certification status, converts from an emergency

teaching permit to permanent teacher certification, the effective date is the
day of permaﬁenﬁ certifi:aﬁe issuanee. If this date is dufing the schaal Eérm,

at that time.




N AGENCY BULLETIN 753, PRQCEDURE NO.______3.0800

e ASE , P
GUIDELINES FDR SCHDDLPERSONNEL CERTIF]CATIQN ALLQCAT]DNS ANDR ECORDS

- SUBJECT:  TRANSCRIPTS OF EDUCATIONAL ATTAINMENT

Evidence of educational attainment for-professional-personnel-consists- of the .- - -
official transcript from an accredited-college or university. The official

college transcript may also be used to document educational attainment of

teacher aides. If a teacher aide has not attended a college or university,

it is necessary to keep on file evidence of high school graduation or-its
equivalency; such evidence may consist of copies of the high school ttanseripﬁ,
copy of a diploma or the GED certificate, or a letter or other eviden:e

attesting to high school graduation,

For some types of professional units paid on the basis of a degree, appfaval
from the Texas Education Agency is required in lieu of a college transcript,.

+ Trades and industries teachers do not in some instances have a bachelor's
degree, and a letter or certificate of Texas Education Ageney approval must be
on file., The re-registration receipt from the Texas State Board of Nursze .
Examiners for non-degree registered nurses may be filed in lieu of an affigia[
college transcript for school nurses. :
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_ émDEUNES FOR SCHOOL PERSONNEL: - CERTIFICATION, ALLDCATIDNS AND RECORDS ,
© SUBJECT: OFFICIAL GDLLEGE TRANSCRIPTS

In order to be considered as an official college transcript, the following .
conditions must be met:

1. The transcript must bear the imprint of the college or
university seal. 1f a photo process copy of the tran- .
script is made, the seal must be visible. S

2. The transcript must be signed by the registrar or other
appropriate college or university official. If a photo
process copy of the transcript is made, the signature
must be visible.

3. The transcript must not indicate on its face that it is
for student use only.

4, 1f the transcript consists of two or more pages, each
page must be numbered or otherwise identified in some
manner to the page or pages bearing the official
college seal and signature.

Although there are no set requirements governing this matter, it is more
generally acceptable to receive a transcript directly from the college or
university rather than from the individual. Such a policy considerably
reduces the chance for error and fraud.
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' GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT:  g1cK LEAVE FOR PROFESSIONAL PERSONNEL

_PAGE_L_OF l;

_Beginning with the 1970-71 school year the Foundation School Program provides
for sick leave of all professional persannel emplnyed in Texas public schools,
This provision does not apply to personel employed as teacher aides. In general,.
up to five days of sick leave per year may be provided, there is no limit on
the number of days sick leave that may be accumulated over the years, and sick
leave balances are transferable among Texas school distriets.

If a school district has a sick leave policy in addition to the State sick Leave
program, this policy must provide that sick leave applicable to the State
program be accumulated and used first. Local policy may provide for some types
of absences (i.e, illness in immediate family, persnnal business, etc.) not
allowable under policy for the State program, and therefore reasons for taking

 leave must be documented and positively accounted for, Sick leave policy and
sick leave balances accumulated under local programs or from institutions other
than a Texas public school district are not considered under the State sick
leave program.

N
-




fhe teacher service teenrd form is the dncument on uhich siek leave days for _

ptafensinnal pefsnnnel are fe:nfded. Beginning ﬁith the 1970*71 E:hnnl yent,

setvice. ‘Since teacher aides dn not pafticipate in the State sick Ieave
program, the space provided on the service record form should indicate "Teacher’
Aide" instead of sick leave days. Sick leave days earned and used under lncal

policy and with institutions other than Texas public schaal districzs are not
to be ghown on the service record.

Sick leave information called for on the service record includes the balance
from the prior year;-number of days earned during the year, number of days
used during the year, and the balance at the close of the year.



TEXAS EDUCAT!DN AGENCY BULLETIN 753, PRQCEDURE NO. 3.0920 FA’GF,, 1.
' _.GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT SICK LEAVE BALANCE FROM PRIOR YEARS

..Days_of_sick leave are accumulated at the rate of no more than five per year |
and there is no limit on the number of days that may be accumulated by an
individual. This balance must be transferred to another Texas public school
district when the teacher changes employment, may only be accumulated as a
result of professional employment in a Texas public school, and may only be
reduced or cancelled whenever:

1. Days are used for allowable purposes during the term of
empluymem: in a Texas public Eehcml

2, The teacher is not emplayed in a professional pasitinn
in a Texas public school for three consecutive years,

3. Eetséns that leave military service creditable for
teaching experience do not return to Texas public school
professional employment within one year of release from
active duty. ‘
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' SUBJECT: pavg oF SICK LEAVE EARNED DURING A YEAR

A ————— - S S — - o R —— . - - e —

his/her pr@gram “of assignment, PETEEﬂtEgE ﬂf the day émpiuyed and “number of
days employed. Personnel employed for more than 190 days do not accumulate
sick leave after their 190th day. All sick leave days are earned, accumulated,
and recorded by half day increments per the following schedule,

Daily Employment for

___Employed 100% of Day At Least 507% But Less than 1007
Number _of Days Employed Days Number of Days Emplayed Days
Regular Migrant Earned Regular Earned

0=- 9 0 - 9 =0- 0- 29 0 - 24 =0-

10- 29 10- 2 % 30 - 69 25 . 54 L

30 - 49 25 - 39 1 70 - 109 55 - 84 1

50 - 69 40 - 54 1% 110 . 149 85 - 114 1%

70 - 89 55 = 69 2 150 . 189 115 - "144 2

90 - 109 70 - 84 2% 190+ T 1454 2%

110 - 129 85 - 99

130 - 149 100 - 114 3%
150 - 169 115 - 129 4

170 - 189 130 - 144 4%
190 + 145 + 5

For professional personnel employed for at least 507 but for less than 100%7 of
the day, no more than 2% days sick leave may be accumulated during a year. Sick
leave for part-time personnel cannot be earned, accumulated, and recorded for
years prior to the 1974-75 school year,
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TEXAS EDUCAT!GN AGENCY BULLETIN 753 PROCEDURE ND _

_3.0940

:GUIDELINES FOR SCHDDL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS

- SUBJECT:  ppys OF SICK LEAVE USED DURING A YEAR

- Days of sick-leave-accumulated.during :prior. years_plus. those days.of sick_ Leave_hﬂ
that have been or will be accumulated during the current year of employment must
be used whenever a professional person is absent from duty due to personal i1l--

ness (including pregnancy) or death in his/her immediate family.

by the school district.

substitute teacher information.

EMFLOYEE

Cause of Abssncé:

Date(s) of Absence _ _ R

Eigmﬁurg of Attanding th!h:un
of Praceitlener

Minimws Foundation Program DAYS
Sick Leave .
Death in Family —

Total Daya
E—

Mame of Substitute(s) ___

Additional Leave Per
Disesice Poliey:
Sick Lezve
Personal Leave
Emergency Leave
Other
Tetal Days

Dacen:

'Eigﬁlturg of Frincipal

__PAGE_L_OF_

Days of such
sick leave must be recorded as used even though a substitute was not employed. -
1f the school district has a local sick leave policy
in addition to the State sick leave prngram, sick leave applieable to-the
State program must be taken first; reasons for leave taken must be recorded on
‘a record similar to the one illustrated below.
policy in addition to the State program, suppn:tiﬁg documentation must neverthe-
less be on file to support days of sick leave used.
is not mandatory and a school district may use other types of records to
support sick leave taken if such records reflect adequate sick leave and

If there is no local sick leave.

The form illustrated below

t&: Each emplayes must aubmit an Absence from Duty Report immediately sfter recurning
£a duty. A wrltten statément from the stcending physiclan or practirloner muse be
submicEed for a= abaence of five (3) or more centinueus work days. This statement
should sppear :icher an this fom er be attached securely hereto.

(This form may be duplicaced)
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* SUBJECT: EECDRDING ms OF SICK LEAVE USED

Regardless of the type of documentation that a schaal district uses to Euppart o
the State sick leave program, data as listed below must be ptavided in the -
records. This documentation is used to support the teacher service record and
reimbursement claims for substitute teachers‘ it is to be kept on file nnly in,

“the "recording scheol district]

1.

Name of the employee, the name of the schanligggtfict, and the

name of the camgus to which the empluyee haslis assigned.

‘ Descri'tinn nf the cause Df gbsaﬁce. Uﬁder the State sick

leave program, days of sick legvé may be used for the fallawing
purposes:

. Absences due to illness, and other medical reasons personally
concerning the employee, including visits to the dentist.

. Absences due to maternity. At the option of the employee,
maternity leave without pay and for which no reimbursement
claim 1s made for substitutes by the school district, need
not be considered as days used under the State sick leave
progranm.

. Death of the husband, wife, son, daughter, father, mother,
brother, sister, grandchildren, grandparents, or other
persons residing in the covered professional employee's
household. Any of the above relationships may be either
by consanguinity (blood relation) or affinity (marfiage).

Dates of absence and the pgmber of days gbsent; Si:k leave
must be used on the basis of one-half day or multiples there-
of. Days taken because of death in the family or household
are limited to not more than five days for each occurrénce.
1f more than five consecutive workdays are taken because of
personal illness of the employee, certification of. such must
be secured from a doctor duly registerad and licensed under
the Medical Practice Act of Texas, a licensed dentist, a
licensed thfﬂngEtOE or a licensed podiatrist; a member of -
the Chtistian cience Chutch may havg hisfhe: 1nabili€y to

For school districts with | lacal gick leave

) le ’glic' in addition to
the State sick leave program, days absent under such local policy
(those not applicable under the State program) must be clearly
identified and recorded. There is no State policy limiting the ~
amount of sick leave that may be granted under the local policy.
Types of absences which may possibly be allowed under local
policy but which may not be used under the State sick leave
program include: :

. Sick leave days in excess of amounts that will be available under the
State program to the employee at termiration of his/her employment
during the school year.
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. Days taken for personal business, including illness in the
family and death of persons other than those relations
described previously.

. Days taken for death in the family in excess of five days
for any one occurrance.

. Days of personal 1llness in excess of five consecutive work-
days for which there is no proper certification.

professional

Substitute teachers,

dates of their employment, and

the
ersonnel substituted for must be clearly identified in the records.
Substitutes for the regular program must be paid no less than $15
per day and substitutes for the extended day migrant program must
be paid at least $20 per day. Minimum payment applies to all sub-
stitutes for professional personnel, regardless of the funding
source from which salaries are paid, and adequate payroll records
must be kept,

Sick leave supporting documentation must be signed by the employee
Eﬁd bz the emglgyee 5 imediate supewisﬂf. The immediate supgrvisat

tentta! administratian office, cha supetinteﬂdent or an administfgtive
assistant is the immedigte supervisar* fecﬁfds of ﬁhe supefiBCEﬂdeﬁt
schogl ;rustees, or fat a sﬁperintendent of a common or tufal high
school district, the county superintendent.
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SUBJECIT ENDE()F—YEAR SIGK LEAVE Mcgs

" The ‘ending balances for professional personnel are’ determingd ‘as of the lagt-———
day of employment during the school year. For twelve-month professional
employees, the last day is usually August 31, The ending balance for a year
is determined by taking the beginning balance for the year, adding days of
si:k legve earned, and subtracting days aE sigk leave used. Balances are

Since sick leave days accumulated under the State program are transferable
between Texas public school districts, it is important that information be
accurately recorded on the service record. The service record is the only
document needed for determining sick leave balances by a Texas public school
district employing a teacher that was previously émployed by another Texas
public school district. If the service record information for sick leave is
incomplete, another service record must be secured from the sending school
district, If the service record is incorrect only because of obvious mathe-
matical errors in determining sick leave balances, the receiving school
district may make the necessary corrections on the service record without
contacting the sending district; in such instances the corrections should be
initialed by personnel authorized to sign tenﬁhéf service records in the -

receiving district.
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SUBJECT: g1CK LEAVE REIMBURSABLE BY THE STATE

Only those school districts receiving payments for transportation, salaries,

and operations under the Foundation School Program Act are eligible to be
reimbursed for substitute teacher salaries. Such reimburwement is made on

the same percentage as applies to the school district during the school year

for which payment is made. Substitute salaries for those classroom teachers
and. other certain professional personnel appearing on the Roster of Professional
Personnel as Foundation units are eligible for reimbursement. Substitutes may
not be reimbursed for excess units (non-Foundation) or for any unit for which
there was rio substitute employed. Types of personnel that do not qualify for
reimbursement are:

. Teacher aides.
. Non-Foundation (excess) units,
. Units for which substitutes were not employed. This
automatically includes--
.Superintendents
.Full-time principals
.Supervisors and counselors
.Nurses and physicians
.Visiting teachers
4, Substitutes that are paid less than the minimum daily
salary of $15 (regular program) or $20 (extended day
migrant program). Salaries of substitutes employed
for less than a full day (i.e., one-half day) are paid
and reimbursed accordingly.

ad D
-

Reimbursement for substitutes is made only for substitutions made during those
days covered by leave allowable under the State program. For example, if a
teacher had ten days of sick leave available during a year "and was absent for
more than these ten days because of pgrsanal illness, the fifst ten days absent
must_be charged “against the State program, 1I substitutes were employed for
only five of “these ten days, only five days may be claimed quwreimbursement,

even though substitutes for that teacher may have been employed subsequent to

days for yﬁithfthere were no sick leave days available under the State
State Board of Education administrative procedures are clear that days “available
and applicable to the State sick leave program must be used first.

9]
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" TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO. o000 PAGF‘ e
‘GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: PERSONNEL ASSIGNMENTS

Texas public schools must report assignments of professional personnel and
teacher aides annually to the Texas Education Agency. In general, the types ,
of personnel for which-individual-assignments are to be reported-include: - = ~ = oo

1. Instructional persounel which consist of classroom teachers,
special education teachers, vocational teachers, itinerant
teachers, visiting teaghers, and other professional personnel
involved directly with teaching pupils,

2. Administrative persomnel which consist of superintendents,
principals, administrative assistants in the central office,
.and other persons involved in administration of programs.
This category does not involve personnel employed in
secretarial, clerical or other supportive areas.

3. Other prafassianal personnel which includes instructional

supervisnrg, caunselars, sahucl nurses, 1ibrarians, Eﬁc.,

instruztian or geﬂeral administratian.

4, Teacher aide personnel assigned to assist prnfessianal -
personnel in the educational, secretarial, or clerical
process. This does not iﬁclude janiturial or cugtadial
personnel, bus drivers, cooks, etc. :

As pfevinusly discussed in Prﬁceduré Nﬂ 3 0230, persaﬂnel EESigﬂEEﬂEE are coded

the Texaa Educaticn Agen;y
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. GUIDELINES FOR SCHOOL FEESDNNEL EERTIF!CATIDN ALLOCATIONS, AND RECORDS
' SUBJECT: RECORDS IN SUPPORT OF PERSONNEL ASSIGNMENTS

There are no.set.rules. regarding. the type of records_to _support persanngl
assignmants in the local schools. In general, there must be some type. of L
evidence filed that indicates the ° ce of assignment and the types of duties . .=
assigned. This evidence may be in the form of an assignment information sheet '
filed in the individual personnel record folder or in 'a directory published by .- .- .
the local school disﬁtict. Other records that relate to personnel assignments o
inelude: S

1. Teacher's contracts or school board minutes,

2, Absence from duty (sick leave) reports..

3. Teaching schedules,

4, Payroll trecords.

5. Sign=-1in and sign-out sheets.

6. Teacher's service record (required beginning 1974-75).
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RE(:@RDS

SUBJECT: GENERAL RULES REGARDING ACTUAL DUTIES

rofessional personnel must be certificated or ctherwise licensed or approved

o perform the type of duties in which they are actually assgigned. In general,
prafessinual personnel must be certificated in the area of specialization in
which they are actually employed, must be paid at least the minimum salary
specified in the "Texas State Public Education Compensation Plan-Minimum
Foundation Salary" regardless of the funding source used to pay their salaries,
and must be employed in a bonafide instructional, supervisory, administrative,
or other professional position., Teacher aides wust actually be employed as
such, must be pald accordingly, and must not be assigned responsibilities
normally expected of professional personnel.

I'U\

Requirements related to specific types of assigaments are listed below. Some
of these requirements pertain directly to funding of personnel by the State,
other requirements affect only accreditation, and some affect both fimance and
accreditation. Therefore, it is very important that the following rules be

observed in assigning duties to personnel in the Texas Public Schools.

1. Superintendents must be certificated with an area of specialization

either as "Administrator" or "Superintendent'. Although in many of
the smaller school districts the superintendent may be assigned to
teach one, two, or three classes, major duties must ba those expected

of the chief local school administrator (refer to Accreditation
~ Principal VII, Standard 7).

time as such must “hold vaild teazhing certifiaates with an adminis—
trator's endorsement. This includes those program administrators

paid from Federal funding sources. In other full-time administrative
positions of a specialized nature for which there are no certification
requirements (business manager, tax assessor—collector, personmnel
director, attendance accounting director, etc. ), personnel so assigned
must meet minimum requirements listed in the Texas Education Code,
Section 16.056(b).

3. Principal units must be assigned to a campus and must actually be

performing duties expected of a principal.

Full-time principals must be certificated with an area of
specialization of "Principal” or "Administrator.'

. Part-time principals must have some type of administrative
responsibility on the campus assigned. Unless a part-time
principal was performing such duties on the campus of
agsignment during the 1970-71 school year, a certificate
endorsement of "Principal" or "Administrator" is needed if
the actual administrative duties are 50% or more of the
day. If a part-time principal's administrative duties are
less than 50Z of the day, only a valid elementary or
secondary certificate (depending upon the level of the

campus assigned) is needed.
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SUBJECT:

GENERAL RULES REGARDING ACTUAL DUTIES

. Non-teaching professional units must actually be employed as such

and must possess valid credentials in areas assigned. Types of
non-teaching professional units include:

. Visiting teachers.
. Librarians

V
must be cer ;E;catad accafd;ngly.

Special education and vocational education units allocated under

the Foundation School Program must actually perform duties as

such and must be c:zitificated or approved accordingly. A home-

bound special education unit needs only a permanent certificate at

the appropriate level and does not necessarily need a special education
Qertificate for thé physicaily handicapped teachers Df more than

haurs in Speglal edgcatlan course wark, whlch consists of the
survey course for exceptional children and a course related to
teaching the orthopedically handicappedi

. Professional classroom teacher units must be certificated or have

emergency permits on the level for which they are assigned.

or permlt Wlth a k;nde:garten endcrsament.

. Teachers with elementary certification or permits may be
assigned to grades one through eight, and if in the junior
high, grade 9.

. Teachers with secondary certification or permits may be
assigned to grades seven through twelve.

. For accreditation purposes--

(1) An assignment in grades 7 and 8 in a self-contained
organization may be with a secondary certificate if
the teacher has 12 semester hours of elementary
education.

(2) An assignment in grades 7, 8 and grade 9 if in a junior
high or middle school in a departmentalized orgaunization
may be with an elementary certificate if the teacher has
completed-the required number of semester hours in the
subject taught. :
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SUBIECT:

GENERAL RULES REGARDING ACTUAL DUTIES

8,

(3) A teacher holding only an elementary certificate may be
assigned to teach high school pupils on a secondary
campus without the requirement of an emergency permit,
provided the level of instruction is comparable to that
given in the elementary grades. In such cases, course
outlines and lesson plans must be submitted to the
Acecreditation Division of the Texas Education Agency for
revievw. :

. Classroom assignments must be compatible with certification
and accreditation requirements. Beginning with the 1971-72
school year, teachers must teach only subjects within their
fields if they teach those subjects for more than one class
period per day. To teach outside the field for only one period
per day requires 12 semester hours in the subject. Require-
ments for teaching fields appear in Bulletin 560 Revised,
Principles and Standards or Accrediting Elementary and
Secondary Schools, Principle VII. Secondary certificates
issued after September 1, 1966, have teaching fields shown on
the face of the certificate. Semester-hour requirements of
Principle VII vary according to the year in which the teacher
taught a specific subject and may not necessarily apply to
teachers with permanent certificates issued during or prior

is entitled to teach all subjects and grades for life.

Teacher aides must be employed as such and must at least be paid
as an aide in accordance with the "Texas State Public Education
Compensation Plan-Minimum Foundation Salary", regardless of the
funding source used to pay salaries. There is no certification
required of teacher aides although persons so employed must meet
requirements of the Texas Education Code, Section 16.056(b).

In general, aides are employed to assist and not to replace
professional personnel and may not perform duties expected of
professional personnel, even if the person employed as an alde is
certificated.
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SUBJECT: NONALLOWABLE ASSIGNMENTS

Assignments of personnel in the Texas public schools must be made with great
care as the amount of funds and the accreditation status of a school distriect
are affettéd on the basis theraaf. The follawing assignments are considefed

tatlcn aiamlnatian,

1. Assignments of prcfesslo nal personnel cutside theilr areas
of specialization without benefit of emergency permits.
In the case of classracm teacher units this will possibly
affect the acereditation status of the school distriet. For
other types of State and Federally funded units, accreditation
and finance are affected, and the school district may be

subject to the loss of funds.

2. Assignments of classroom teacher units in more than one daily
subject outside theilr teaching fields without benefit of
emergency teaching or temporary assignment permits. This

may have an effect on determining the accreditation status of
the school district. :

L
.

Assignments of prinecipal units te other than pricipals

of school campuses (i.e., central administration building,
"head coach, athletic director, ete.). This may affect school
finance for schools under the Foundation School Program, and
it may be necessary to adjust funds. All Foundation principal
units must be reported to the Texas Education Agency and
assigned to the campus on which they are reported.

4. Assignments of aides to t:tua;L duties of professional personnel,
Assignment of aides to professional duties is nonalléwable and there
are possible financial adjustments and loss of school accreditation
in such instances.

5. Assignments to professional personnel, and teacher aides for which
salaries are Jess than those specified in the "Texas State Public
Education Compensation Plan-Minimum Foundation Salary", regardless
of the source of funds (local, State, Federal) from which salaries
are paid Sthaal digtricté failing to pay the minimum salary are
Act and accreditation by the Texas Edutatign Agency. ‘This provision
includes the minimum salaries of substitute teachers as well as
regular teathers Testhers, aides, and substitute teachars emplayed

prorated acx:t:rdingly.
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SUBIJECT:

Ei

Ass®’ ments of non-certificated persons to positions requiring
certification. It is illegal to employ and pay salaries to
professional units until such units have submitted evidence of
certification or until emergency teaching permits have been
appropriately applied for. For personnel employed as school
business officials (i.e., business manager, accountant, tax
assessor-collector), there are no requirements for certification,
and such personnel may be employed and paid by a public school
district if requirements in the Texas Education Code, Section
16.056(b), are met.
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SUBJECT:  wpACHER PREPARATION AND PLANNING TIME

Section 13.902 of the Texas Education Code provides for teacher preparation
and planning time and must therefore be taken into consideration whenever
daily teaching assignments are made. This section of the law is the basis
for State Board of Education policy which provides:

1. That the school day for full-time teachers shall not be

of Texas who is actively engaged in the instruction of
children shall have at least one period of not less
than forty-five consecutive minutes within the seven
hour scheduled school day for planning and preparation.

2, That during the preparation and planning period the
du-ies and not be giver -tra assignments such as super-
vi-=ion of the school 1 =oom, playground duty, or
supervision of bus stude... whose instructional day ends
prior to the time that the school buses they ride depart
from the school campus.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: cOoNSOLIDATED PERSONNEL CODES, RMS 300

As previously mentioned in Procedure No. 3.0230 of this publlcatiaﬁ, Consolidated:
Personnel Codes, commonly referred to as’ the RMS 300, are published annually by

the Texas Education Agency. These codes appear in Section 3.010 of TEA Bulletin
742, School District Data Submission to the Texas Education Agency. The purpose

of thé RMS 300 is to show relationships between “codes used for professional
pefsonnel assignments, certification areas of specialisation and teaching fiélds—,

and functlon-abject codes prESCfled in Eulleiln 579 Flnant;ial At:c:ountin tLam;al,
for payroll and fiscal accounting purposes.

Szhﬂal districts are advised that the RHS 300 is ex:ellent far use as a guidé
Eeaehef “aides. HGHEYEI, the guide is not all inclusive and ggqggﬁ ‘be used
solely for the purpose of determining professional status on the Roster of
Professional Personnel, and in some instances for fiscal accounting purposes.
Professional status includes codes for various funding purposes that are not
indicated on the RMS 300, and it is a must to utilize only those current coding
instructions published annually for completion of the Roster of Professional
Personnel and changes thereto. These instructions appear in Section 2.052, TEA
~Bulletin 742, School District Data Submission to the Texas Education Agency. .
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SUBJECT:

DEVELOPMENTAL LEAVES OF ABSENCE

General provisions of the Texas Education Code, Section 21.910 provides for
developmental leaves of absence of professional employees of Texas public
schools. The governing board of a school district may grant a developmental
leave of absence for study, research, travel, or other suitable purposes for
a teacher who has served in the school district for at least five consecutive
years. State funds are not provided to school districts that desire to
initiate and maintain developmental leave programs.
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SUBJECT: NEPOTISM

It 1s illegal for a Texas public school to employ within the third degree by
consanguinity (blood relation) or within the second degree by affinity (marriage)
a relative of a member of that school's board of trustees. The exception is

that a school employee that was employed two or more years prior to the time
that a relative was elected to the board i1s not considered to be in violation of
the nepotism law. The nepotism law applies only to relatives of an elected or
appointed trustee or board member and not to another school employee which
includes the superintendent and other professional personnel. The nepotism

chart defined in the law (Article 432, Penal Code) is presented below.
-

NEPOTISM CHART

Consanguinity (Blood Relatives)
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SUBJECT:  paRTICIPATION IN TEACHER RETIREMENT

Personnel employed as professional and auxiliary employees of Texas public school
districts are members of the Teacher Retirement System of Texas as a condition
of employment. Exceptions to this are employees who signed waivers in 1937, and
new employees more than 60 years of age who do not desire membership. Provisions
for teacher retirement appear in Chapter 3 of the Texas Education Code.

Criteria for determining vears of service for teacher retirement and the criteria
for determining years of service for salary increment purposes under the
Foundation School Program are not necessarlly the same and must not be confused
by local school administrators. Since auxiliary employees participate in the
teacher retirement system and service as such is not recognized for Foundation
School Program purposes, participation in teacher retirement is mot a criterian
to be used in determining salary increments for teaching or teacher aide pay
purposes.
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. SUBJECT: CRITERIA FOR DETERMINING YEARS OF SERVICE

FOR THE FOUNDATION SCHOOL PROGRAM

Before a year of service accrued by a person may be counted for salary increment
purposes under the Foundation School Program Act, certain criteria set by State
Board of Education administrative procedures and in some instances by the law
must be met. Evidence that must be present and taken into consideration in
determining an acceptable year of experience includes:

L. The type of school, Institution, or entity in which service

was rendered.
2. Whether service was full or part-time.
3. The nature of the actual assignment,

4, The amount of time employed during the year.

5. The type credentials held ar the time of Texas public

school professional employment.

In most cases the criteria listed above are supported by the Teacher Service
Record form, In some instances, however, additional documents or evidence

in support of the service record is needed., Specific criteria related to
years of service and procedures or policies related to such are listed in the
following paragraphs of this publication. Public school administrators work-
ing with and reporting data on professional personnel and teacher aides should
be familiar with these criteria.

o )
o
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SUBJECT: GENERAL POLICY ON YEARS OF SERVICE

Service must have been as a full-time professional employee or teacher aide
for at least 90 days with an acceptable school, institution, or other entity;
or as a part-time professional employee, or teacher aide for at least 50% of
the day for at least 180 days in elementary or secondary education programs
with a Texas public school. No more than one year of service may be counted
by a person during any one school year, and there is no requirement that such
service during a school year be consecutive. For the purpose of this policy:

l. Full-time is defined as employment for 1007 of the normal

work day of the school or other institution in which
employed, on a basis comparable to other full-time employees.

L]

. Part-time is defined as employment for less than 1007% of
the normal work day of the school or other imstitution in
which employed.

3. Definition of 90 days of employment varies depending upon
the school year employed and the type of service--

.For the 1971-72 and prior years, 90 days of employment

may consist of and be shown on the service record as

"4% months", as "one full semester', as "three six-week
reporting periods'", as '"two nine-week reporting periods",
or as "'90 days'".

.For the 1972-73 and subsequent years, 90 days of employment

must have been in actual instruction and in-service training.

.For the 1973-74 and prior years, service of less than 180
days (or nine months) on the service record must show
beginning and ending dates.

.Beginning with the 1974-75 school year, the service record
must show beginning and ending dates of employment regardless

of the number of days employed.

.For all years of acceptable military service, at least four
and one-half calendar months of active duty must have been
served within the school year (September 1 to August 31)
before such service may be claimed,
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Years of service in the extended day migrant school program are determined as
follows:

l. Extended day migrant school programs in operation during
and prior to the 1970-71 school year were required to
operate for at least 131 days of instruction. A total
of at least 65% days of full-time service constitutes a
year of service. Part-time service for at least 507 of
the day for at least 131 days constitutes a year of

school year.

2, Extended day migrant school programs in operation during
and subsequent to the 1971-72 school year were/are required
to operate for at least 145 days (135 days of instruction
plus 10 days in-service). A total of at least 72% days of
full-time service constitutes a year of service. Part-time
service for at least 507 of the day for at least 145 days
constitutes a year of service which may be claimed beginning
with the 1974-75 school year.

3. The service record for all extended day migrant school
service must show beginning and ending dates and "MIG-
PROG" should be indicated above the name of the school
district.
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Service must have been with an acceptable school, institution, or other entity
before it may qualify to be counted for salary.increment purposes under the
Foundation School Program. Such entities and policies concerning each are as
follows:

. Public elementary and_ secondary schools operated and located
within any of the fifty states of the United States of
America, or within the boundaries of any of its territorial
possessions.

.Professional employment in a Texas public school must have been
with valid certification or emergency teaching permit, if
required. Only service as a professional employee may be
counted for salary increment purposes as such.

.Years during and subsequent to 1970-71 may be counted for
salary increment purposes for teacher aides. Only service as
a teacher aide may be counted for salary increment purposes
as such.

.Part-time service for at least 50% of the day for at least
180 days is recognized for salary increment purposes only

'1f such service was in a Texas Public School at the secondary
or elementary (grades K-12) levels of education,

. Service with the military forces of the United States of America may
be counted for salary increment purposes if the following conditions
are met--

.The person was employed full-time in a professional capacity by a
school or other institution in which service is recognized for
salary increment purposes, within twelve months of entry into
active duty,

«Evidence (DD Form 214 or other official discharge papers)
is filed with the teacher service record showing-«

(1) That military service was in the capacity of an enlisted
man/woman and/or commissioned officer.

(2) That release or separation from active duty was under
honorable conditions.

(3) Inclusive dates of entry and release from active duty.

.The person élaiming.military service was on active duty during
the periods September 1, 1940 through August 31, 1947 or September
1, 1950 through August 31, 1954, or for other periods tf--

(1) The military service was as a result of involuntary induction
into active duty, ‘

(2) The military service was a result of voluntary entry into active
T duty for the first time for the individual, and such initial
period of voluntary military service claimed as years of service
Q for teacher salary increments does not exceed four years.
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if the institution is accredited by
accfediting ageney.

che one illustrated belﬂw must be attached

of the employing school district to
university experience.

its tetritnrial passessians as a full time prafessianal émplnyee,

a recognized State or regional

All eullege Expetiénee must be récarded on the

It is the respansibility
secure verification of college or

ch

Name of T

teacher during the school year(s)

we Téquest that you answer the folloving
esployment:
1. What were ths beginning and ending
show #ach year on deparats llnes.
September 1 to August 31,

From:

Ve find 1t neceisary to verify the uplay-:nt status of the abovs named
needed to determine whether the !!p!?lﬂi; accrusd may bs counted for salary

purposzs ureler pur currant teacher ialary lav.

To

. Thisz information is

To assist us in cur evaluation,
quastions relactive to this teachsr's

dates of employment? Flease
Our publie school year is from

“THonth)  (Day) (Yeat]
From: __

(Honth?  (Pay! (Year)

Fros: |

From:

1, Did ths schedule of cldisies taught

instructorsf

expecienes’?

it ar your esarliest convenisnce.

Very truly yeuri,

2. Was teaching on & full-time basis as an instructer
and not #s & student assistant or teaching fellow?

noreal tasching ledd required of all full-time

4, Was the salary paid =qual to that of other full-
time instructori with equivalent teaining and

We will appreeiate your cooperation in completing thiz form and returning

. “(Yek or Na)
eonatitute the

“(Yes or Ho)

(Yes or Nol

~ Sehool

Tieie

Private sﬁhaals,Aggrnchlal schools, and private college or

Uﬁiversit

service in 'the United States of America, its

territorial possessions, or in foreign countries is recog-

nized for salary increment purposes
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-SUBIJECT:

O

ERIC

Aruitoxt provided by Eic:

.Service was as a full-time professional employee, and in
the case of colleges or universities, verified as such
in the same manner or on the same type of form as
illustrated previously herein for domestic colleges and
universities,

.The school or institution was accredited by a recognized
It is the responsibility of the employing school district
to have evidence of accreditation status of such private
schools or institutions. An example of a form that may be
used for verification of accreditation status is shown iIn
the illustration below.

Name of Institution

"

Name of T

We find it necezsary to verify the status of the above named instfitution for the
schoal year(s) s The teacher named above har {ndicated =mployment
with this fnatitutlon during the year{sz) shown_ and ths inforsation requestsa
below I8 nesded to determine whether the esperisnce Accrued may be eounted under
Our current tedcher salary lav. To Assist us in our evaluation, ve reguest that
you answer the folloving guestions:

1. Wax the institution during the year{s} Indicated
above operated by or under the jurisdiction of &
goverrmental urit in the State or country 1n which
it vas located? S
~ {Yes or Ho)

2. Wax the institution during the yeari(s) indicated

above aceredited or approved by a Unfted States

regional aceredieing agency of By the State or

national government in which the inscicution vas

located?

~ (Yes or Hol

If yes, the name af the accrediting or approval
agency -or governmental unlt was _
— . . and the effective
date of such acereditacion or Approval was

We will appreciate your cooperation in completing thiz form and returning {t at
your sarliest convenlence,

Yary truiy yours,

Signature of Frraon Completing Form

“Title
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.In states or territories where departments of education approve

or license non-public elementary and secondary schools based on
the same standards required for the state or territorial public
schools, such terminology as "approved" or "licensed" is construed
to be synonymous with the term '"accredited". 1In states that have
no provisions for accrediting, licensing, or approving non-public
elementary schools, service in such is acceptable if the teacher
was certificated at the time by the state in which the school is
located. )

. Nonppblic _school special education contract

service may be counted for salary increment purposes if--

.The contracted school or institution was approved to operate as
such by the Texas Education Agency. A list of such contract
schools or institutions is maintained by the Department of Special
Education, Texas Education Agency, and this list has been distri-
buted annually to all public school distriets since the 1970-71
school year.

.The person was employed full-time in a special education profess-
ional capacity and was appropriately certificated with a special
education area of specialization by the State of Texas.

. Foreign public school and college or university
service may be counted for salary increment purposes if--

.The person was employed full- time in a professional capaéity.

.The school, college or university was accredited or approved by

a recognized agency of the foreign country and/or by & recognized
accrediting agency of the United States of America. Verification
of nonpublic school accrediting status as previocusly illustrated
herein must be secured and attached to the service record; also,
if the service was at a college or university, verification of
full-time faculty status must likewise be attached to the teacher
service record. Verification of accreditation status and full-
time faculty status is the responsibility of the employing school
district. 7

. Veteran's vcﬁaticnal school service as a8 full-time instructor or
coordinator is allowable if--

.Sefviéé was during Ehe period of July 1, 1946 through June 30, 1955
and ‘under the jurisdiction of the Texas Education Agency. This
service may be verified from salary schedules filed with the Audit
Division, Texas Education Agency.

.Service was at a veteran's vocational school operated by a Texas
EGUﬂty bcard ﬂf sﬁhﬂol thsEEES subsequeﬁﬁ to June 30, 1955, under

Q ' 71
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. Texas Education Agency service performed full-time as a member of the
professional staff 1s allowable. This includes service with the -
Division of Vocational Rehabilitation prior to September 1, 1969.
Service records for this service must be signed either by the
Commissioner of Education, a Deputy Commissioner of Education, or
the Director of Perszonnel Administration and Staff Development.

. Service in overseas schools for United States dependents as a full-
time teacher is allowable. These schools are operated by the United
States government for military dependents and dependents of personnel
assigned to an embassy, consulate, ete., and such schools need not be
accredited by a United States regional accrediting agency- In many
instances schools are identified by means of an APO numb - which may
be shown on the service record.

1 service centers is allowable if--

vice in Texas r

-

[ ¥y ]
4
\\H

«.The service was rendered in a full-time pf@fessiéngl capacity
as an employee of the education service center,

.The person held valid Texas teacher ﬁertificaL;nn at the time
of employment.

rections, is

allgwable if--

.The service was rendered in a full-time capacity as a teacher or
administrator allocated to the WindhamSchools through the Foundation
School Program, or through other educational programs administered
. in the Windem Schools, S

ass;gnment, including a fgll time Ega:her invulved in a program of
adult education,

. Service in_schools of the Bureau of Indian Affairs, United States
Department _of the Interior in a full-time professional capacity is
allowable for Foundation School E:agram salary increment purposes.

. Service in the United States service academies is allowable if the

person was a full-time faculty member. Verification of faculty
status, as illustrated for other college or university service, must
be attached to the teacher service record. The service academies
consist of the--

.Air Force Academy, Colorado Springs, Colorado.

.Coast Guard Academy, New London, Connecticut.

.Military Academy, West Point, New-Yafki
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.Naval Academy, Annapolis, Maryland
.Merchant Marine Academy, Kings Point, New York.
. Service with the Job Corps is allowable if the person was employed

as a full-time teacher or administrator and held valid Texas
teaching credentials at the time of employment.

. Reserve Officer Training Corps (ROTIC) Prqgrams conducted by Local

School Districts. Provided the instructor is certificated and
employed on a full-time basis, his experience can be accepted for
increment purposes beginning with the 1975-76 school year and
subsequently thereafterwards.
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As a general rule of thumb service with types of entities other than those listed
in Procedure.No. 3.1320, and service not meeting those criteria previously
specified, is not allowable to be counted as salary increments for Foundation
School Program purposes. Types of service which are questionable and normally
not acceptable for determining years for salary increment purposes appear in the
following list:

1. Non-certificated service in a professional capacity with--
T - A Texas public schoel.
.The Job Corps.
.WindhamSehools, Texas Department of Corrections.
.A Texas regional education service center.

.A special education contract school approved by the
Texas Education Agency.

2, Service with non-educational institutions or agencies of a loecal,
state, or the Federal government, including--

.Civilian instruction at a military installation.
.Peace Corps volunteer.
.National Youth Corps.
ZEUiE;vil Service Commission or Texas Merit System Counsil.

.County or home demonstration agent (Agriculture Extension
Service).

3. Service with an unaccredited or unapproved private school, parochial
schnél private college or university, or other institution,

.A school nursery.

.Hospital, clinical, or private practice. of a nurse or
physician.

.Proprietary school, commercial college, etc. : —
.Professional association (i.e., Texas State Teacher's
Association, Texas Association of School Administrators,

etc.).

4. Assignment in a Texas public school for less than 50% of the day or
fgr 1255 than 1902 af Ehe day fat fewer than 180 days during Ehe yeat.
the day emplgyed andlar the number Qf days Emplﬁyééiare not shaWﬁ on
the service record.




,,,,,,, 3.1330 _PAGE_2 _OF_3 _

TEXAS EDUCATION AGENCY BULLETIN 753, PROCEDURE NO.___ —

GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
~SUBJECT: "Ry TCE™NOT ALLOWABLE 'FOR “SALARY  INCREMENT PURPOSES™ "~

5. Part-time service in any institution other than a Texas public
school at the elementary and secondary level of education
(grades K-12) and other part-time service, such as—-

Service with the National Teacher Corps (This excludes
non-team teaching leaders assigned on a full-time basis).

. Adult migrant education service.
. Teaching under a fellowship with a college or university,

Service as a substitute teacher. The term "substitute
teacher" for this purpose is defined as a teacher who
works on call, does not have a full-time assignment, and
generally receives a salary of lesser amount than that
paid a regular member of the teaching staff,

6. Any service in a non-teaching, non-administrative, or non-teacher
aide capacity, including assignments as—-—

. A bus driver.

must be reglstEEEd)_
. A school custodian or cook.

7. Service in a school as an adult education instructor for which
no Texas teacher certification is required. 1In most cases
teaching in such a capacity is considered as part-time employ-
ment outside of the normal school day. Exceptioans to this are
those full-time certificated adult education teachers assigned

" in the Windham Schools, Texas Department of Corrections, for
which service as such is allowable to be counted for salary
inerement purposes.

not allowable as service for teacher a;des. Nﬂnsteachet alde
service (i.,e,, service as a certified teacher) may not be counted
for salary increments as a teacher aide.

9. Service as a teacher aide may not be used to determine years of
service as a teacher or other professional position, even though
the person employed as an aide may have been certificated at the
time.

10. Serviée not pfgperly dacﬁmentéd on the teacher EEfViEE fecérd or

B record may ngt be caunted as sglary 1ncrement5 for Fouﬁdatlcn
School Program purposes. Also, if other documentation required
in support of the service is missing (i.e., verification of
college faculty status, verification of school accreditation
status, military papers, etc.), yvears for such should not be
counted.
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generally are not allowable to. be counted as years of service for
salary increment purposes. If a person chooses to voluntarily
reenlist in active duty as an alternative to accepting release

11. Years of career service in the United States armed foreces

as "career" service.

. Years of initial voluntary entry into active duty
exceeding four years are not to be counted as years of
service for Foundation School Program salary increments.
For example, a teacher, within twelve months of teaching
in a school, voluntarily joins the military service for
the first time and remains voluntarily for five years.

At the end of five years this person 1s honorably released
from active duty and returns to teaching. In this case
he/she may claim only four years of military service for
increment purposes. .

. Years of serviece in the United States armed forces on a
voluntary basis for a second term of active duties may
not be allowed for salary increment purposes. For example,
a person left active teaching duties and voluntarily or
involuntarily entered the military services for four years.
Upon honorable release from active duty thils person began
to teach again in the public schools, and he/she received
four years credit for military service. If at such time
this teacher voluntarily leaves teaching to reenter
military service, the second term of active duty cannot be
counted for increment purposes should the person be employed

again as a teacher. If such person is involuntarily recalled
to active duty, time spent in the military may be counted for
salary increment purposes. —_

. Teachers who elected to remain in military service at any

after, including any part or all of the period between
September 1, 1950 and August 31, 1954 and/or the period
between September 1, 1964 and the end of the war in Vietnam
and who later return to teaching may not receive teaching
experience credit for military service in any part of these
two periods.

. Years of military service '"paid in" for teacher retirement
purposes may or may not count for salary increment purposes
under the Foundation School Program. The extent of partici-
pation or the lack of participation in the teacher retirement
system 1s not to be used as criteria for determining increments
for Foundation School Program salary purposes.
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emplayed in a Texas public schgal For the majgrity of pfﬁfessinnal persﬂnnel
degree status is indicated directly on the face of official collége transcripts.
In other cases, degree status is determined on the basis of a license (school
nurse), by approval from the Texas Education Agency (some vocational trades

and industties teachers), by the nature of the assignment in relationship to

the Foundation School Program minimum salary schedule (teacher aide), or in some
instances are defined in the law itself.

For purposes of administering the Foundation School Program, the following
degree status' are used:

; ciate of Arts Degree, "AA", issued by
some JUﬁiar cnlleges)-- 3
(1)Used to report the status of all teacher aides,
(2)For teachers with less than an earned bachelor's
degree from an accredited college or university.

.Bachelor's degree--

(I)Eatned degree conferred by an accredited college
or university..

(2)For a non-degree school nurse registered with the
Texas State Board of Nurse Examiners.,

(3)For non-degree vocational trades and industries
teachers approved by the Texas Education Agency.

.Master's degree--

(1)Earned degree conferred by an accredited college or
university.

(2)Either a bachelor of law (LL.B) or doctor of juris-
prudence (J.D.) degree, which are defined so by law
for teacher pay purposes,

(3)Bachelor of Science in Library Science (B.S. in L.S.)
for professional personnel performing actual duties
as school librarians; this includes a five year
college program in which the school librarian has an
earned bachelor's degree plus thirty semester hours

of credits in library science from accredited colleges

or universities. These personnel are considered only
with a bachelor's degree status if they are assigned in
professional positions other than as school librarians.

.Doctor's degree=-
(1)Paid on the Foundation School Efngram minimum salary
schedule on the same basis as a master's degree.

(2)Earned degree from an accredited college or university.
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Degree status for Foundation School Program purposes is determined as follows:

1. Non-degree school nurses must have a receipt of registration

with the Texas State Board of Nurse Examiners on file, This
degree status requirement is synonymous with the certification
requirements for a school nurse, as the same receipt suffices
to some extent for both educational attainment and certifi-
cation purposes. If a school nurse is paid on the basis of

a degree, the same requirements pertaining to degree status
documentation for—other professional personnel must be met.

2. Non-degree vocational trades and industries teachers approved

by the Texas Education Agéncy are paid on the basis of a

. bachelor's degree. The approval letter from the Texas

~ Education Agency and evidence of teacher certification mist
be on file with other records of the teacher.

3. Teacher Eides are considered as non-degree for salary purposes

under the Foundation School Program,

4, Professional personnel, other than those listed above, must
have on file in the school district of.employment an official
transcript (showing the seal and official signature) from
an accredited college or university indicating that the highest
degree claimed for salary purposes was earned, actually conferred
and the date of conférment.

Canfifmatiéﬁ af acEtEditEtiQﬂ 5tatus af the eallege or

respansibility af thé emplaying schaal distti:t. ‘A

letter from the college or university, or from the

appropriate state department of education, or from a

regional accrediting agency is sufficient to support

accreditation status of a.college or university if such

accreditation status is unknown by the employing school
district.

.1f requirements for a degree are completed but the degree
will not be conferred until the conelusion of a commencement
exercise, a notation of such on the college transcript or a
letter from the college will offer temportary evidence of a
degree conferred. Whenever the degree is dctually conferred,
an official transcript stating such must be secured by the
employing school district as soon as practical.

.For degree changes of a professional employee during the
course of the school term, change in salary status (if any)
is effective as of the date that requirements for the degree
were completed.
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.Prior to 1973 degrees conferred from institutions outside
the United States may have been evaluated by the Office of
Comparative Research Branch, Bureau of Records, United
States Office of Education. 1t was the responsibility of
the employing school district to secure and file this -
evaluation, and degrees evaluated as equivalent to degrees
offered in the United States were so recognized by the
Texas Education Agency. This service was discontinued by
the United States Office of Education in 1973,

The Credentials Evaluation Service, Post Office Box 24679, Los Angeles,
California 90024, is a private organization that evaluates foreign
transcripts on a fee basis. Although this organization is not associated
with nor endorsed by the Texas Education Agency, the results of their
service may provide a means for evaluating foreign transcripts. The
Texas Education Agency will take into consideration the findings of this
service for certification and degree status purposes; however, their find-
ings are not binding on decisions-that may be made by the Agency.
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The following types of degrees are not acceptable for determining salary increments
under the Foundation School Program:

1. Honorary or unearned degrees,

2. Degrees canferredlffam unaccredited institutions., Some
colleges are accredited only at the baccalaurreate level
Such an institution is the Vander Cook College of Music,
Chicago, Illinois, from which the Master of Music Degree
conferred after September 1, 1961, is not acceptable.

3. Degrees not shown as being conferred on the official
college transcript or other acceptable documentation by
the college or university. Terminology such as 'degree
sought" is not acceptable for determining degree status.
The terms ''degree obtained" or "degree granted" will
suffice in lieu of the term '"degree conferred.®

—
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The staff of the Division of Audits, acting for the Commissioner cf Education,

has responsibility for performing periodic audit of allocations of the

Foundation School Program Act and other programs funded or operated by the :
Texas Education Agency. Under the law, Section 16.255, Texas Education Code,
the director of school audits has the authority for reporting deliberate
falsification of records or violations to the Foundation School Program Act
directly to the State Board of Education and to the State Auditor.
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In general, the policy of the Texas Education Agency is to audit records of pro-
fessional personnel and teacher aides in a public school district at least once
every five years. These audits are normally performed in conjunction with an
examination of pupil attendance records, and there is no set pattern as to when
or how often a particular school district may be audited. School districts are
usually visited by Texas Education Agency auditors without priocr notification.
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-SUBJECT: . 5COPE OF THE AUDIT - -

The auditor's examination of personnel records is made primarily for the purpose
of determining compliance with those laws and policies as explained in this pub-
lication and for determining the accuracy of information reported to the Texas
Education Agency. The examination will be te the extent that the auditor has
satisfiéd himself;hefself as to gamplian;e uith laws and State Boafd Df Edutatiéﬁ

EEPGfES;

Ideally, personnel records to be examined in a school district are filed in a
central location, in alphabetical order, with a separate file being kept for

each person. Each file should contain the following types of evidence to support
féquirements of the Foundation School Frogram and general laws concerning public

. Teacher's contract

Teacher service record with any necessary attachments.
Supporting documentation for sick leave.

Official college itranscript or other appropriate

evidence of educational attainment,

Teachers certificate, emergency permit, or a certificate
register if used, and evidence of licenses for registered
nurses aﬁd physicians.
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Evidence of assignmentsrshduld also be available, and this evidence may consist
of a variety of forms, including a local personnel directory, teaching schedules,
assipgnment sheets, etc.

1f a school district does not maintain a central personnel file for each indi-
vidual, it is usually necessary to bring the files to a central location in order
that an expeditious audit may be performed.

The files the auditor examines are normally confined to those persons whose names
appear in the integrated personnel system of the Texas Education Agency, This
file is generated from information reported to the Texas Education Agency on the
Roster of Professional Personnel, the sick leave vroster, and on the personnel
sssignment_report., Data appearing on_these reports are combined according to

socfal security number, and are then integrated on a printout with information
from teacher certification and prior audit verification. The resulting report
i5 in the form of a roster showing available data on each person; this roster 1is
used by the auditor as a master workpaper, and exact copies of the workpaper are
presented to local scheol officials during the course of the audit,
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
- SUBJECT: -

AUDIT REPORTS™ T T - o

Written reports are filed on audits performed by Texas Education Agency auditors.
The report for personnel audits is usually addressed to the Texas Education Agency,
Division of Foundation Program Finance, and a sufficient number of copies is sent
to that division for distribution to all parties concerned. The Finance Division,
usually through the Audit Review Analyst, is responsible for taking positive

action on each audit report, and the report plus a letter requesting appropriate

action (if any) by the local sc*¥ol district is sent to the appropriate local
school administrator. Matters concerning personnel audit problems should be
directed by local school districts to the Audit Review Analyst, Division of
Foundation Program Finance. A school district will normally receive a copy of
the audit report within three months of the field visit, although in some
instances a longer period of time may be involved.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT:  AUDIT ADJUSTMENTS

Whenever an audit of professional personnel records discloses a financial
dlscrepancy that cannot be resolved by the local school"district, an adjustment

to Foundation Program payments to the local district is made by the Division of
Foundation Program Finance. Such adjustments affecting personnel may be made
retroactive for a period of up to five years. For example, if a district employed
a person in the Foundation School Program as a principal unit for a period of five
years, and it was disclosed by audit that the person was not employed as a prin-
cipal or was not qualified to serve as a principal, it would be necessary to
reclaim Foundation Frogram funds paid for this person during the five year

period. Normally adjustments made on the basis of audit are only for the school
district in which the audit was performed. Any necessary adjustment in Foundation
Program funds is explained before the fact to the local school district by the
Division of Foundation Frogram Finance.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORD
SUBJECT:  AupIT- VERIFICATION CARDS

The Division of Audits, beginning with the 1958-39 school year, has issnea audit
verification cards for personnel whose records have been audited. Althous' the
form has changed in some respects over the years, it generally contains the same
personnel data as the card illustrated below. A ’

TEXAS EDUCATION AGENCY
DIVISION OF AUDITS

THE RECORDS FOR THE PERSON NAMED HEREON HAVE BEEN EXAMINED.

OUR EXAMINATION SHOWS THAT: ) -

cou Tyl DIST. SOC, SEC. NUMBER F NAME

e e

. _ _ R — -—
" " LAST NAME + FIRST NAME 1[7 MIDDLE NAME :l:m i
B 'ui o B R H - - Tallr T

pROF. [, |EXPERIENCE] sick | HAS THE PROPER RECORDS TO SUPPORT Tt QUALIFICATIONS
STATUS |m7™ at] pisT. | “EAVE | ) AIMED HEREON AS OF THE SCHOOL YEAR BEGINNING

TOTAL] DIST.

7 AND SICK LEAVE BALANCE I5 AS OF THE ENSUING
AUGUST 31

Auod BH

Whenever an audit is performed of a person's records, an audit verification card
will be completed. If there is no question on a person's records, the card is
initiated by the auditor. If there is a question in the audit, the card is
initiated by the Audit Review Analyst in the Division of Foundation Program
Finance whenever the audit question is resolved,

Cards issued prior to 1967 were in duplicate, the school district .sas issued the
original to be kept in the personnel folder, and the copy was filed in the Division
of Audits., During the years 1967 thrc igh 1971, carus were issued and filed in the
same manner, except that the social security number appeared on the card, these
cards were keypunched, and data were entered into the Texas Education Agency's
computerized personnel file., Effective with 1972, all audit verification cards are
generated by the computer and automatically entered into the personnel system, and
the cards are sent to the school district. Audit verification cards should be
considered as a permanent part of a person's files by the 1--al school district.

—Data-on-the-audit-verification card concerning degree status-and-years-of-service ————
are always as of September 1 of the year audited.and sick leave balance is always

- for the ensuing August 31, Whenever more than one card has been issued to a person

‘as a result of two or more audits, the new card supersedes the old cards.
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GUIDELINES FOR SCHOOL PERSONNEL: CERTIFICATION, ALLOCATIONS, AND RECORDS
SUBJECT: ysgs OF THE AUDIT VERIFICATION CARD

The audit.verification card has four basic uses, in that as of a certain date:
1. Degree status is established for most personnel.

2. Years of service acceptablc for the Foundation
School Program are confirmed,

3. Fay grade and step for Foundation Schcol Program
minimum salary purposes are confirmed. '

4, Balances for the State sick leave are established.
cards whenever dataare recorded on the required reports to the Texas Education
Agency. PFPerhaps the most effective use of the card is in determining years of
service for the Roster of Professional Personnel. By adding subsequent years
served to those years appearing on the card, allowable years of service can be
rapidly calculated without the necessity of reviewing teacher service records
for years covered on the card.

Auditors from the Texas Education Agency use audit verification data on years of
service and sick leave balances, and in some instances for determining degree
status. This procedure eliminates the problem of the auditor "auditing" the
previous auditor. Unless there is a question of fraud or unless a teacher has
presented evidence of experience not considered during the prior audit, an
auditor will not under normal circumstances go behind data on an audit verifi-
cation card,
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SUBJECT: LIMITATIONS OF AUDIT VERIFICATION (;’ﬁDS

Situations in which audit verification cards may not be necessarily relied upon,
or other limitations are:
&
1. The audit verification card does not replace the
requirement that personnel records be kept on file.

[

Degree status of szhggl nurses, trades amlindustries teachers, and
librarians with B.S, in L.S5. degrees that have accepted other types
of assignments in Ehe public schools may not be e:tablished on the
sole basis of an audit verification card. In th. above types of
pusitiens, degree status shown on the audit verification card may
be based on the assignment rather than educational attainment of
the individual.

3. The audit verification card cannot be used for determining the va-
lidity of certification of professional personnel. A professional
public school employee must hold valid certification at the time
of employment, and tk~ certificate itself, after consideration of
any actions recorded with the Texas Education Agency, Division of
Teacher Certification, is the only valid source for ascertaining
certification status.
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