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[Date]

[parent/guardian & student name]	[Via Hand Delivery or Certified Mail RRR]
[address]
[address]

Re:  Disciplinary Alternative Education Program Placement of [student name] 

Dear Mr./Ms. :

As you know, it was recommended that your student, [student name], be placed in Manor Independent School District’s Disciplinary Alternative Education Program (DAEP) for allegedly [describe the offense with particularity based on provisions in the Student Code of Conduct] on [select one location: school property / within 300 feet of school property / at a school-related or school-sponsored activity / off campus].  A conference was held on [day], [month] [date], [year], at [time] at the [location] located at [address].  Present at the conference were: [name all persons present].   At the conference, your student was given an opportunity to share [his/her] account of the events.

Based on the information presented at the DAEP conference, I determined that [student name] committed [describe the offense with particularity based on provisions in the Student Code of Conduct] on [select one location: school property / within 300 feet of school property / at a school-related or school-sponsored activity / off campus] in violation of [list appropriate provisions of the Student Code of Conduct, local policy, and/or the Texas Education Code].  I am directing that [student name] be placed in the Manor ISD DAEP for [time in days] with the placement to begin on [month] [date], [year].  In arriving at this decision, I considered [list all factors or documents the Student Code of Conduct requires you to consider as part of the decision-making process.]

A copy of the DAEP Placement Order is enclosed for your reference.  [Include the following sentence only if DAEP was ordered pursuant to Texas Education Code § 37.006]:  As required by Texas Education Code § 37.010, a copy of the Order will be delivered to the authorized officer of the juvenile court in [_________] County.  If your student enrolls in another school district before serving the full term of the DAEP placement, Manor ISD will provide a copy of the DAEP order to the enrolling school district at the same time other records are provided.     

Please note that [student name] is required to follow all DAEP rules during [his/her] placement, and failure to do so may result in expulsion from the DAEP.  Additionally, your student must attend the DAEP or [he/she] will be considered truant.  The District [will or will not] provide transportation to DAEP.  [If transportation is not provided, include the following: “It is your responsibility to ensure that your student arrives at the DAEP.”]  During the DAEP placement, your student is prohibited from attending or participating in any school-sponsored or school-related activity other than attendance at the DAEP.  This restriction applies until the student fulfills the DAEP assignment at this or another school district.  I am including a copy of the DAEP rules for you to read and review with your student.  
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While attending the DAEP, [student name] will have an opportunity to complete coursework required for graduation, at no cost to the student, before the beginning of next school year.  Methods available for completing coursework include: [list all available methods such as correspondence courses, distance learning, and summer school.]  

If you are dissatisfied with this result, you may appeal to [hearing officer].  For your reference, enclosed is a copy of local policy [FNG and/or FOC] outlining the appeal procedures.  Do not hesitate to contact me at [phone number] should you have any questions about your student’s DAEP placement. 

Sincerely,


[administrator name], Campus Behavior Coordinator
Manor Independent School District

Enclosures: 	DAEP Placement Order; DAEP rules; [FNG and/or FOC] (local)
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