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2. [bookmark: _GoBack] PUPIL SERVICES DEPARTMENT MISSION 


DEPARTMENT 						                     ADMINISTRATOR
Department of Pupil Services          			                                 Randy Park 


MISSION:  
The mission of the Department of Pupil Services is to provide BISD students with the opportunity to receive a free and appropriate public education so that they can pursue a post-secondary education and/or enter the world of work by informing parents and students about compliance with Texas compulsory attendance laws and maintaining a safe and disciplined environment.  

GOALS: 
Goal 1 - Maintain up-to-date knowledge of school attendance laws and guidelines in order to work effectively with school administrators and staff to minimize the student absentee rate through monitoring and use of truancy court system.

Goal 2 - Effectively implement policies established by federal, state, and local board policy in the areas of student discipline and student admissions to BISD through campus trainings and district discipline hearings and truancy court.  

Goal 3 - Support instructional goals and objectives of the District and attainment of the Campus Performance Objectives. (Academic Excellence Indicator Systems) through district monitoring and providing attendance initiatives. 

Goal 4- Assist parents in registration at district campus by providing Inter-District Transfers, Intra-District Transfers, Residence Verification and Power of Attorney forms. 

OBJECTIVE:    
· Increase student attendance rate for all district schools to meet District attendance standards 
      (97.5 % for elementary schools, 97% for middle schools, and 96% for high schools).  
· Provide staff development to campus attendance personnel for effective student attendance 
      management procedures including eSchool and School Messenger. 
· Implement TASB Student Discipline Model procedures that follow Chapter 37 discipline  
      recommendation to help craft the BISD Student Parent Handbook.
· Develop, facilitate, implement and enforce student attendance procedures that follow compulsory 
      Attendance laws and District’s Student Code of Conduct.
· Conduct appeals for student Removals to the Brownsville Academic Center and Placements to the 
Juvenile Justice Alternative Education System in San Benito Texas as per Chapter 37 education code.
· Assist and support campuses with instructional District-Wide attendance goals and objectives.
· Increases District enrollment by assisting parents with registration information needed.

HOW WILL THE GOALS AND OBJECTIVES ARE MEASURED
· Monitor the percent of attendance for all campuses on a weekly/six week’s basis.
· Verify attendance log, agendas and evaluations for departmental in-service meetings. 
· Review attendance rates and document the number of cases submitted to court for truancy.  
· Keep track of parent appeals that are granted.
· Maintain records and reports on all student appeals and placements.
· Maintain records of all parent registration information requested through transfers, residence verifications and power of attorney forms. 
· Keep track of all in-service trainings, memorandums, e-mails etc. provided to campuses addressing 
      instructional issues.    


CURRENT PROGRESS ON GOALS.
(Where do we stand now on our goals)

How we are providing quality support and training to BISD Administration and clerical staff. 

1) Department of Pupil Services’ staff screens, reviews, and validates residence verification forms for Residential Clearance.
2) Our department staff reviews and validates Power of Attorney forms for students living in BISD, but whose parents are not residing in BISD.
3) Our department staff process Intra-district Transfers from May 15 until August 1 of each year, for students requesting attendance at a middle school campus or ECHS campus that the student is not zones to attend.
4) Our department staff process Inter-district Transfers throughout the instructional school year for students whose parent reside outside the district, but work within Brownsville. 
5) Our department staff process PEG Transfers for students requesting attendance at a campus that meets all the state academic standards. 
6) Our department staff reviews and files complaints in court for truancy violations to comply with state law and BISD board policy.
     7) 	Our department continues to conduct in-services on guidelines for admissions and attendance, updates, campus attendance management system, and discipline issues to district personnel.  
 8) 	Department of Pupil Services published the Parent’s Quick Reference Guide to Student Attendance in the Brownsville Herald, KBSD and BISD website. 
9)       Monitors and provides campus staff with the percent attendance on a weekly and six weeks basis during the Attendance Competition Window each school year.
10)     Provide district-wide campus support through campus visits and assistance with home visits in a way that prioritizes campuses with the greatest attendance needs.
11)     Provide campus with updated Student Code of Conduct following Chapter 37, state law and board policy.
12)    In-service campus principals/assistant principals with regards to discipline management, Chapter 37, due process and procedures in accordance with federal law, state regulations and local board policy, including discipline removals and placements.
13)   Guide and assist administrators daily to monitor the implementation of fair and consistent discipline management procedures.
14)     Promote knowledge, understanding and protection of students' right and due process and ensure due process is provided for students who are removed or placed.
15)     Update and train campuses on the BISD Disciplinary Guidelines that follow TASB recommendations.
16)    Communicate and coordinate with BISD Security Department with regards to serious violations of laws and board policies.
17)     Conduct student campus removal appeals to DAEP with sense of fairness and provide due process. 
18)     Conduct student hearings which include placements to JJAEP in San Benito, Texas. 
19)    Conduct student transitional hearings for students placed in JJAEP and returning to the District in accordance with Memorandum of Understanding (MOU) with parents of students returning from JJAEP regarding strategies to improve their child's attendance.
20)    Processes Foster Care applications and transportation requests. 


3. Attendance Guidelines, Procedures and Forms
 (Includes Student Parent Handbook Information)
ATTENDANCE AND ENROLLMENT REQUIREMENTS ATTENDANCE FOR CREDIT 
(NO CREDIT POLICY)

All Absences Considered- In order to receive credit or a final grade for a class, a student is required to attend class 90% of the days class is offered regardless of whether the student’s absences are excused or unexcused (see FEC LEGAL).
	
	In order to maintain credit, a student may not exceed the number of absences listed:
               Elementary Schools…………...18 days per year
        Middle Schools………………. 8 days 1st semester; 10 days 2nd semester  
        High Schools…………………. 8 days 1st semester; 10 days 2nd semester 

Excused Absences-Within 5 days of returning to school, the parent must submit a written note stating the reason for the student’s absence. The student shall only be allowed 5 non-consecutive written excused absences per academic calendar year. Additional absences after 5 shall be unexcused unless excused by the campus principal (see FEC LOCAL).

The limitations on extracurricular or school-related absences are explained in the section entitled “Extracurricular Activities.” District procedures for perfect attendance recognition are outlined in “Perfect Attendance Recognition.” Campus Incentives and Awards may be available at the end of the year for Pk-12th graders who meet the District Student Attendance Goals. For a student with special needs who has excessive absences due to extended hospitalization and/or treatment sessions, the Admission, Review, and Dismissal Committee (ARDC) will meet to determine and document the options for regaining credit.

Parent Conference for Excessive Absences-. If a student has been absent 5 days in a semester that have not been covered by an excuse signed by a doctor, nurse, or a clinic, the parent or guardian shall be required to come to school and speak with an administrator (FEC LOCAL).

Parental Notice of Excessive Absences- A student and the parent or guardian, shall be given written notice prior to and at such time when a student’s attendance in any class drops below 90% of the days the class is offered (FEC LOCAL).

Principal’s Plan- A student who is in attendance for less than 90% of the days a class is offered may be given credit or a final grade if the student completes a plan approved by the school’s principal that provides for the student to meet the instructional requirements of the class. (FEC LEGAL).

Methods for Regaining Credit- The student may earn credit for the class or a final grade by completing a plan approved by the campus principal which must provide for the student to meet the instructional requirements of the class as determined by the campus principal. If the student fails to successfully complete the plan, then the student, parent or representative may request award of credit or a final grade by submitting a written petition to the appropriate attendance committee. Petition for credit or a final grade may be filed at any time the student receives notice, but, in any event, no later than 10 days after the last day of classes.


Campus Attendance Committee- The attendance committee shall review the student’s entire attendance record and the reasons for absences and shall determine whether to award credit or a final grade. Students who have lost credit or have not received a final grade because of excessive absences may regain credit or be awarded a final grade by fulfilling the requirements established by the attendance committee (see FEC LOCAL).

Special Notes:
· For a student with a disability who has excessive absences due to a medical condition, the Section 504 committee will meet to determine and document options for regaining credit.
· For a student with special needs who has excessive absences due to extended hospitalization and/or treatment sessions, the ARD committee will meet to determine and document the options for regaining credit.

Extenuating Circumstances- The attendance committee shall adhere to the following guidelines to determine attendance for award of credit or a final grade (FEC LOCAL):
1. Days of attendance – if makeup work is completed satisfactorily, excused absences that are
      allowed under Compulsory Attendance requirements shall be considered (FEA LEGAL);
2. Transfers/ Migrant Students- student incurs absences only after his/her enrollment;
3. Best Interest Standard- the committee shall attempt to ensure that its decision is in the best 
      interest of the student;
4.  Documentation- the committee shall consider the acceptability and authenticity of 
documented reasons for the student’s absences;
5. Consideration of Control- the committee shall consider whether the absences were for 
       reasons out of the student’s or parent’s control;
6. Student’s Academic Record- the committee shall consider whether or not the student 
       has completed assignments, mastered that essential knowledge and skills, and maintained 
       passing grades in the course of subject;
7. Information from Student or Parent- the student/parent shall be given an opportunity to 
       present any information to the committee about the absences and to discuss ways to earn  
       or gain credit or be awarded a final grade.

Conditions for Awarding Credit or a Final Grade- The attendance committee may impose any of the following conditions for students with excessive absences to regain credit or be awarded a final grade:
1. Completing additional assignments, specified by the committee or teacher;
2. Attending Tutorial, which may include Saturday classes or before school and after school 
      programs;
3. Maintaining the attendance standards for the rest of the semester;
4. Taking an examination to earn credit (see EHDB);
5. Taking distance learning courses;
6. Undertaking independent student projects;
7. Complying with student contracts;
8. Taking computer-assisted instruction;
9. Participating in school/community services as assigned;
10. Completing other activities deems appropriate.
In all cases, the student must also earn a passing grade in order to receive credit (see FEC LOCAL).
Appeal Process- If the student is denied credit or a final grade, due to attendance, the student or parent may appeal the decision for the campus attendance committee (Level 1). Classroom teachers shall comprise a majority of the attendance committee (FEC LEGAL). If a student or parent provides a written complaint form within 10 days after being informed of the denial of credit, the campus attendance committee will provide the student or parent a written response within 10 days (see FNG LOCAL). The committee may give class credit to a student who is in attendance less than the days required if, in its opinion, there were extenuating circumstances or if the student performs an assigned activity. For a student with special needs who has excessive absences due to extended hospitalization and/or treatment sessions, the ARD committee will meet to determine and document the options for regaining credit.

[image: ]If the student or parent did not receive the relief requested from the Campus Attendance Committee (Level 1), or if the time for a response has expired, the student or parent may request a conference with the Superintendent’s designee, the Pupil Services Administrator, to appeal the campus decision (Level 1) to the District Attendance Committee.  The district appeal notice (Level 2 must be filed in writing within 10 days of the campus response deadline, at the Department of Pupil Services, 708 Palm Blvd. (see FNG LOCAL). If the outcome of the hearing with the District Attendance Committee is not to the student’s satisfaction, the student or parent may appeal to decision to the Board (Level 3) in accordance with FNG (See FEC LOCAL).


BISD does not discriminate on the basis of race, color, national origin, sex, religion, age, disability or genetic information in employment or provision of services, programs or activities.
ATTENDANCE RECOGNITION
Good attendance in school is directly related to student achievement. Individual schools sponsor various programs and activities that stress the importance of good attendance. Recognizing students who have perfect attendance is one way of doing this. “PERFECT ATTENDANCE is as defined: No absences, tardies, or early releases, for any part of the day that the student is scheduled to be in attendance at school with the exception of documented school business or school-related activities. Students approved to participate in school-related or school-sanctioned activities shall not be counted absent from school for perfect attendance recognition. Upon early release a parent form will be signed stating the parent acknowledges that their child will not be eligible for the District Perfect Attendance Award for that six weeks and may not be eligible for the campus attendance award. The recognition of students who have perfect attendance shall be at the discretion of the school. Campus Incentives and Awards may be available every semester for PK-12th graders who meet the District Student Attendance Goals.

CHANGE OF ADDRESS/ NAME
Students who move during the school year must notify the school office of their new address, telephone number and/or name change as soon as possible. This is done in order to enhance communication with parents. Documentation substantiating any changes should be submitted to school officials immediately.

COMPULSORY ATTENDANCE
State law requires that a student between the ages of 6 and 18 attend school (see HB §2398), as well as any applicable accelerated instruction program, extended year program, or tutorial session, unless the student is otherwise excused from attendance or legally exempt. A student shall receive full credit for assignments missed due to the following excused absences, if the student satisfactorily completes the assignments within the number of school days equal to or commensurate with the number of school days absent. The District accepts the following as excused absences for a class if adequate documentation is provided (refer to TEA Student Attendance Accounting Handbook):
· Extracurricular Activity			
· Approved Field Trip
· Health Care Appointment
· Religious Holy Day
· UIL Activity
· Required Court Appearance
· Distinguished Achievement Program
· Dual Credit Program
· Election Clerk
· Government Office for U.S. Citizenship
· TAP- Military Veteran Funeral
· Visiting an Institution of Higher Education
· U.S. Naturalization Oath Ceremony
· Military Visit
· Pursuing Enlistment in U.S. military
Your school district must allow a student whose absence is excused for any of the previously listed reasons a reasonable amount of time to make up school work missed on these days.  If he student satisfactorily completes the school work, the day of absence is counted as a day of compulsory attendance [Refer to TEC §25.087(d)].  
A student who is absent as a result of observance of religious holy days or documented health care appointments that make up the work missed may not be penalized for the absences. [Ed. Code 25.087(b) and Ed. Code 25.092(e)] The District shall excuse students from attending school for the purpose of observing religious holy days when it is a tenet of their faith that they must be absent from school during such time and if the parent submits a written request for the excused absence. Days missed to attend religious conventions are not considered excused absences.

The required by law, an 18-year-old student must be allowed to register (see HB §2398). A student who voluntarily attends or enrolls after his or her 19th birthday is required to attend each school day until the end of the school year. If an enrolled student under the age of 6, or if a student is 19 or older, and that student has more than 5 unexcused absences in a semester the district may revoke the student’s enrollment. The student’s presence on school property thereafter would be unauthorized and may be considered trespassing [See policy FEA].

Students enrolled in prekindergarten or kindergarten are required to attend school. State law requires attendance in an accelerated reading instruction program when kindergarten, 1st grade, or 2nd grade students are assigned to such a program. Parents will be notified in writing if their child is assigned to an accelerated reading instruction program as a result of a diagnostic reading instrument. A student in grades 3rd –8th will be required to attend any assigned accelerated instruction program, which may occur before or after school or during the summer, if the student does not meet the passing standards on the state assessment for his or her grade level and applicable subject area.

Official Attendance
The official attendance roll (2nd instructional hour for all grades) will be as follows:
	1.
	Elementary Schools
	  9:40 AM

	2.
	Middle Schools
	  9:15 AM

	3.
	High Schools
	10:15 AM


Attendance Taking for Delayed Start of School Day
     If the Superintendent delays the start of the school day for reasons related to health or safety (for example, because of flooding or bad weather), campuses will choose an alternative attendance taking time for that day.  The campus must maintain documentation of the alternative time, the attendance recorded at that time, and the official reason for the delayed attendance taking (refer to PEIMS student Attendance Accounting Handbook).    

EARLY DISMISSAL OR RELEASE IN CUSTODY OF ADULTS
Early dismissal will be granted for the same reasons allowed for excused absences. Students are encouraged to schedule appointments with their doctors or dentists other than during school hours. However, when emergency demands, the appointment should be made as early or as late in the school day as possible. Students leaving the campus for any reason must check out through the health clinic (nurse’s office) and the school’s main office. Upon early release, a parent form will be signed stating the parent acknowledges that their child will not be eligible for the District Perfect Attendance Award for that six weeks and may not be eligible for the campus attendance award.
No student shall be taken from a class to talk with any adult or be permitted to leave school with any adult unless the identity of the adult and his or her relation to the student is clearly established to the satisfaction of the principal or designee. The administration will make every effort to notify the student’s parents in every case. Parents must notify the campus administration in writing of the adult members of the family who are authorized to pick up their children from campus. Each school will use the District form for this purpose.

HOME SCHOOLING (As per Policy FEA Local)
      Parents have the right to provide home schooling for their children.  To be home schooled the following must be met:
· A letter, signed and dated, from the parent/guardian stating that the student is being home schooled is acceptable documentation when addressed to the District and received by the campus administrator.  Letters from parents/guardians must indicate the actual date home schooling began.
· If the parents refuse to submit a letter of notification or if the District has evidence that the school-age child is not being home-schooled within legal requirements, the District may investigate further and, if warranted, shall pursue legal action to enforce the compulsory attendance law. 

RESIDENCY
      A student is required to attend the school appropriate for the student’s grade level within the attendance area where the student’s custodial parent or legal guardian resides unless a District approved transfer is provided to the campus.   Proof of residency is required before enrolling (See FD Legal, FD Local, Homeless section and UIL Eligibility Rules). Individuals who provide false information to enroll in a non-zoned school will be withdrawn and sent to their zoned schools, losing the District approved transfer privilege for the remainder of the school year.  
At the time of initial registration and on an annual basis thereafter, the parent, guardian, or other person having lawful control of the student under order of a court shall present proof of residency in accordance with administrative regulations developed by the Superintendent.  The District may investigate stated residency as necessary (FD Local).  
A parent must submit proof of residence to the campus administration at the beginning of each academic school year.  One of the following documents in the parent’s name shall establish residency and determine the school zone for the following school year: a current utility bill, receipt for utility deposit, deed, unexpired lease. District tax statement, homestead exemption or rent receipt with owner’s address and telephone. 
The principal shall ensure that:
1. All student addresses are current and within the school attendance zone boundaries; and
2. All school address records are reviewed periodically. 
      A parent of a student found to be attending school in violation of District transfer and attendance policies shall be notified in writing and the student shall be withdrawn at the end of the closest grading period. 
     Cases involving questions related to the bona fide residence of a student shall be referred to the Pupil Services Department. 

TRANSFERS - INTRA-DISTRICT (9th-12th grade)
When a student resides within the BISD district and is requesting a campus that is not within his/her attendance zone, the parent receives an intradistrict transfer application request form that must be returned to the Department of Pupil Services, 708 Palm Blvd, for approval and signature. Approval of such a request shall be based on space availability and will follow departmental guidelines (see FDB Local).  An existing transfer request will be handled by the campus. The applications for intradistrict transfers are available May 15th through August 1th of the school year.  
       A parent applying for a student transfer shall provide the following: 1) proof of residence; 2) copy of student’s birth certificate; 2) photo identification card of person submitting the application; and 4) student’ school identification number or state I.D. number (FDB Local).
Only one Intra-District transfer per student per school year shall be approved.
A denial transfer may be appealed to the appropriate cluster Area Assistant Superintendents for the zoned and requested schools (FDB Local).
     Transportation is the responsibility of the parent.
A student who engages in bullying or is a victim of bullying may be transferred to another class or another campus if it’s opened for transfers. As a result, transfer students shall return to the home school. Students should check with their campus principals for additional details.
NOTE:  An intradistrict transfer does not imply eligibility to participate in extracurricular or UIL activities (athletics, band, etc.), special programs at the requested school, transportation, or placement in the student’s present high school ranking at the requested school (see UIL Requirements).

TRANSFERS - INTER-DISTRICT
When a non-resident student, who lives outside Brownsville, desires to transfer to BISD, an Inter-district transfers are available the entire instructional year and may be obtained at the Department of Pupil Services, 708 Palm Blvd. room 123. The Texas Education Code does not allow a district the authority to revoke any transfer mid-year except for nonpayment of tuition.

TRANSFERS – OPEN ENROLLMENT (PK-8th grade)
     Open Enrollment for PK-8th grade application process allows parents to enroll their children at any BISD Elementary campus of their choice throughout the instructional school year provided:
1) Space is available for additional students,
2) Parent will be responsible for providing their own transportation, and
3) Special Services Department approval based upon program availability at the campus.

TRANSFERS - FOSTER CARE SUPPORT SERVICES (FFC Regulation) 
A. Student in Foster Care Educational Best Interest Factors (see form)
A student in foster care may remain at his or her school of origin unless the Department of Family and Protective Services (DFPS) makes a determination that it is not in the child’s best interest.  “School of origin” is defined as the school that the student is attending at the time of the student’s placement in foster care or of a change in placement. This form provides information that will help the DFPS to determine whether it is in the best interest of a student in foster care to remain in the school of origin when there is an initial placement in foster care or a change in residential placement and to evaluate what is best for the student’s education.  This form should be completed by representatives from the student’s school of origin who are knowledgeable about the student and are able to provide feedback on how changing schools would impact the student’s academic, social, and emotional well-being; significant relationship that the student may have formed with staff and peers; and other factors.  These individuals include the student’s teacher, counselor, coach, foster care liaison, and other meaningful person in the student’s life.  This District representative, Mr. Randy Park, Pupil Services Administrator, will complete a separate form.  Completed forms will be provided to the District foster care liaison, Mr. Randy Park, who will share the forms with the student’s educational decision-maker and caseworker. For more information, contact Department of Pupil Services Administrator, Mr. Randy Park, at 708 Palm Blvd., Room 121, call (956) 698-3966, or email at rampark@bisd.us

B. Individual Transportation Plan for Student in Foster Care (see form)
Based on the determination that it is in the student’s best interest to remain in the school of origin, this plan addresses how transportation to the school of origin will be provided, arranged and funded. The goal of this plan is to allow the student to remain in the school of origin without interruption.  In the transportation plan, participants evaluated student safety, cost effectiveness, reliability, and time and distance of the commute.  Efforts were made to avoid or mitigate any additional costs.










TRUANCY
Failure to Comply with Compulsory Attendance
School employees must investigate and report violations of the state compulsory attendance law. A student absent without permission from school; from any class; from required special programs, such as additional special instruction, termed “accelerated instruction” by the state; or from required tutorials will be considered in violation of the compulsory attendance law and subject to disciplinary action.

A court of law may also impose penalties against both the student and his or her parents if a school-aged student is deliberately not attending school. A complaint against the parent may be filed in court if the student:
     Notices to Parents - Warning of Absences
· A student is truant if he/she is absent 3 or more days or parts of days (cumulative), or if he/she 
	is absent 10 or more days or parts of days (cumulative) without proper excuse in the school year.
· The campus will notify a student’s parent with a warning notice letter if the student is absent 
	from school, without excuses, after three or more days (cumulative).
· After the 5th absence, parent conference will be held to implement Truancy Prevention
	Measures: Student Attendance Plan, counseling, attendance contract and extended day program. 
· Then a court warning notice letter will be given to the student’s parent after the student has been 
	absent 10 or more days without excuses (cumulative) in the same school year.
· As per state law, (1), it is the parent’s duty to monitor the student’s attendance and require 
	the student to attend school. (2) Failure to comply will subject parents to legal prosecution. 
	(3) Parents are required to schedule a conference with school officials to discuss excessive 
	absences (FEA Legal).
A court of law may impose penalties against a student’s parent if a criminal complaint is filed after the student’s tenth unexcused absence (Ed Code 25.0951).  If a student age 12 through age 18 and violates the compulsory attendance law, the student could be charged with a civil offense. [See policy FEA Legal]

TARDINESS
According to the Texas Education Agency Student Attendance Accounting Handbook, "Tardies" do not exist. However, locally-designed codes may be implemented which indicate (1) a student arrived late to class before official roll call and was counted present for ADA and FSP purposes, or (2) a student arrived late to class after official roll call and was counted absent for ADA and FSP purposes. A teacher, principal, nurse, or counselor of the school in which a student is enrolled may excuse the temporary absence of the student for any reason they deem acceptable with adequate documentation (See policy FEA LEGAL).  Tardiness does not equal an unexcused absence as per (op. Texas Attorney General, DM -2000 (1993). Tardiness is a discipline matter that should be handled through the Campus Discipline Rules.

WITHDRAWAL FROM SCHOOL
State law requires all children between the ages of 6-18 years to be enrolled in school. In addition, once a child is enrolled in pre-kindergarten or kindergarten, he/she is required by state law to attend. This also applies to tutorials and/or extended year service programs (EYS) which a student is required to attend.
Minor students, ages 6 through ages 18, may withdraw from school by presenting a request signed by the student’s parent/guardian and stating the reason for the withdrawal, but the student must re-enroll in another public/private school within a 5 day period. Students 18 or older may request withdrawal without parent/guardian signature. The principal must be notified immediately when withdrawal procedures are initiated. A student who has applied for a transfer, or who anticipates moving to the residence of a person other than the parent or legal guardian, should not withdraw from school unless he/she has obtained a transfer approval.
Students who are moving out of the District when schools are not in operation should contact the campus to withdraw from school. This ensures that a student is not counted as a “dropout.”


HEALTH CARE APPOINTMENTS
Whenever possible, doctor appointments should be scheduled outside the school day. However, the student who has a documented appointment with a health care professional during school hours may be excused and shall be counted as having attended for purposes of calculating the average daily attendance in the district (MED), provided the following conditions are in place:
1) commences classes or returns to school on the same day of the appointment,
2) brings back a note from the health professional from the U.S., 
3) makes up work within a reasonable time. 
        According to HB 192/TEC 25.087, students diagnosed with autism spectrum disorder must be excused on a day when they have an appointment for any generally recognized service for persons with ASD. This includes behavior analysis, speech therapy and occupational therapy. Service must be provided by a health care practitioner. Only district staff and district contracted services staff personnel are allowed to provide services to students at or on any district properties.
Private Lessons during the school day are not allowed (FEF Local). 


3. Admissions Guidelines, Procedures and Forms
Power of Attorney

The following requirements must be met in order to apply for a General Power of Attorney Letter:
· Parent does not reside within the BISD boundaries. 
· Student lives with another adult who resides within the BISD boundaries. 
· General Power of Attorney letter is obtained from BISD Department of Pupil Services at 708 Palm
         Blvd., Room #121.
· Both parties (parent and person accepting responsibility) will have to appear before the Notary 
         Public for the letter to be notarized.
When the General Power of Attorney letter is notarized:
       Both parties will have to appear before the BISD Department of Pupil Services and provide personal identification and proof of residence with one of the following documents in their name or that of their spouse:
1. Current gas, water or light bill in parent’s name (i.e. Southern Union Gas Co., P.U.B., Magic
         Valley Corp., or C.P & L); or 
2. Utility deposit receipt; or service connection contract or 
3. Official valid rent/lease receipt with the following information:
· Name, address and telephone number of manager/owners of property that the parent resides,
· Name and address of parent residing at this residence
· Time period of lease agreement
· Amount paid by tenant (i.e. must state if utilities are included)
        Note: The General Power of Attorney letter is only valid for the current school year. In the event the parent returns to live within the Brownsville ISD boundaries, the child’s attendance zone is determined by the parent’s physical address. 
       A parent may voluntarily revoke in writing a General Power of Attorney at any time. The parent may secure instructions and a form from the BISD Department of Pupil Services for that purpose. A notarized copy of the revoked General Power of Attorney will be submitted to the BISD Department of Pupil Services at 708 Palm Blvd., Room #121, and a notarized copy will be also be submitted to the campus where the student is enrolled within five school days of revocation.
     Power of Attorney forms are only provided at the Department of Pupil Services, 708 Palm Blvd. 





Admissions Guidelines, Procedures and Forms
Residence Clearance Procedures

A parent must provide proof of residence in the parent’s name by showing one of the following documents: a current utility bill (light, gas, or water bill for the current month), receipt of utility deposit, deed, unexpired lease, District tax statement, Homestead exemption, or rent receipt with landlord’s name, address, and telephone number.

The Residence Clearance letter assists as proof of residence when two families live in the same address within the Brownsville Independent School District boundaries, but whereby only one family has the proof of residence.  In a case where the parent cannot meet these standards and does not qualify as homeless, the parent must come to the Pupil Services Department, 708 Palm Blvd., Suite 121, and request the Residence Clearance letter.  

The following are the procedures needed to obtain the Residence Clearance letter when the parent/guardian does not have the needed documents and does not qualify as homeless under the McKinney-Vento act, which is also known as Title X, Part C, of the No Child Left Behind Act.  Since there are occasions where a family is living with another family or for some other reason (i.e. recently moved to town and staying with family/friend, caring for another, in a relationship, pending home construction, saving money…), and therefore cannot meet district requirements for proof of residence. Even so, the family may be legitimately residing in BISD and the district is obligated to enroll the family’s child. In such situations where families cannot show proof of residency, the parent may enroll the child by completing the Residence Clearance letter by completing the following steps.
1) The parent must provide valid proof of photo identification with the residence address. If parent ID does not have the residence address, then parent must update their ID to match the residence address.  If unable to provide parent ID with the residence address, then the parent must provide proof of current mail received at that address with their name (i.e. federal assistance letter) to the Pupil Service Department.
2) The parent must also provide the homeowner/resident’s valid photo ID and proof of residency in their name to the Department of Pupil Services.
3) Pupil Services Department employees provide the Residence Clearance letter making it an official document after making copies of the needed information and signing the letter.
4) Parent will receive the Residence Clearance letter and take to the campus as proof of residence for the campus to keep.  
5) A copy of the Residence Clearance letter will be kept at the Pupil Services Department and the attendance liaison will verify the parent’s address residence information within 30 days.
6) Verification of Residence form will be provided to the campus by the Pupil Services Attendance Liaison for campus signature. 

The Residence Clearance letter clearly states that there is a penalty for falsifying information. This form is only valid for one school year and must be renewed annually.
Within 30 days, Pupil Services Department Liaisons will conduct a home visit to ensure that the family in question does in fact live with the Brownsville resident at the address given.  Yet, the campus attendance liaison is also expected to conduct periodic home visits throughout the instructional year to ensure that the students address is current and valid.

It is recommended that during the second semester, the campus personnel generate a report of all students with Residence Clearance letters to assure that the parent family still reside at the specified address.  Prior to the time that choice slips are issued and pre-registration is scheduled, schools are required to remind parents in writing to renew their Residence Clearance letter annually.

In addition, as per BISD policy (FD Local), parents must submit proof of residence to campus administration at the beginning of each academic school year in order to confirm residency. 
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4.  Transfer Guidelines, Procedures and Forms
Intra-District Transfer, Inter-District Transfer, PEG Transfer, Revoking Transfers, 
Requests for Student Transfer, Safety Transfer,
Open Enrollment Transfer, and Foster-Care Transfer 
Intra-District Application Procedures for Grades 9th-12th
Timelines
        Intra-district transfers involve parents residing within Brownsville I.S.D. who request that their child be granted permission to attend a school outside their attendance zone. Intra-district transfer applications become available May 15th through August 1st of each school year at the Department of Pupil Services at 708 Palm Blvd. 

Campus Assignment
      As per policy FDB (Local), a student shall be assigned to attend the school that serves the student’s attendance zone.  Exceptions shall be considered as follows: requesting an intra-district transfer shall be:
1) A district employee transfer to the cluster school of employment, or closest to their place of 
	work, if space is available.  An out of District employee may request that his/her child be 
	transferred to a cluster school where the parent is employed, or closest to their place of work.  If 
	the employee leaves the District, the child may remain enrolled and retains UIL eligibility, if 
	he/she has been enrolled for a full calendar year. 
2) Home construction must occupy a residence within 45 calendar days. If the family does not 
	reside in the attendance area for that school within 45 calendar days, the student shall be 
	withdrawn at the end of the current grading period until a residence is established within that 
	attendance area. 
3) Student change of address into another zone within district during the school year. When 
	extenuating circumstances occur, the principal may approve an extension until the end of the 
	semester or year, provided space is available. 
4) A sibling of a student who is currently attending a school on an approved transfer shall be 
	allowed to transfer to that same school if space is available. 

Criteria 
      Approval of such requests shall be based on space availability and will follow departmental guidelines.  As per policy FDB (Local), when requesting an intradistrict transfer, a student shall:
· Have passed all required sections of the state-mandated assessment or an alternative test 
   (special education exemptions may apply),
· Have met attendance goal (exclude excused absences), and
· Not have been removed or placed in OSS, BAC or JJAEP.
						
Procedures 
	As per policy FDB (Local), first time and new intradistrict transfer applications shall be issued from first business day of May 15th until August1st of each year at the Department of Pupil Services.  Existing transfer requests will be handled by campuses.  A parent applying for a student transfer shall provide the following documents:      
· Proof of residence,
· Copy of student’s birth certificate,
· Photo identification card of each person submitting the application, and
· Student’s school identification number or state I.D. number.

    	





Special Notes: Approval of an intra-district transfer does not imply eligibility to participate in extra-curricular or UIL activities, special programs at the requested school, transportation, or being placed in the student's present high school ranking at the requested high school. Any student who plans to participate in the University Interscholastic League should check the rules set forth by District Executive Committee concerning eligibility requirements for transfer students. A copy of the UIL constitution and contest rules are available for review at the BISD Athletics office, Fine Arts or at the UIL website: www.uiltexas.org/athletics.

Decision
	Only one intradistrict transfer per student per school year shall be approved.  A student already on an approved transfer shall not be eligible to apply for an additional transfer until the following school year. All transfer requests are valid for one school year only. Intra-district transfer request applications for Special Education students need the signature from Special Services Administrator to determine if the service and space is available at the requested campus.   
	If a school is officially classified as overcrowded, intra-district transfer requests for that school will not be issued.

Space Availability
	The student transfer request will be approved or denied based on the availability of space at the requested campus and grade level. School assignments are made in order to balance enrollments.

Conditions 
	Parents and students must assume responsibility for the following as outlined in the intra-district transfer application: 
· Meet District’s attendance goals of high school- 96%, middle school-97% (exclude excused absences),
· Pass all classes with a grade no lower than 70 (Semester Average),  
· Follow campus/district discipline rules, 
· Cooperate with the school staff at the transfer school, and
· Provide transportation for their son/daughter to the requested school, ensuring child arrives on time to
     class and is promptly picked up.

Revocation
· ONLY at the request of Parent/Guardian.
· ONLY the Superintendent has the authority to overturn and revoke transfer.

Address Changes
       As per Policy FDB (Local), a student who moves into another attendance zone within the District during the school year may remain at the campus associated with his or her previous attendance zone until the end of the six-week grading period.  The student’s parent shall provide acceptable documentation to prove that the student started the school year while living in the previous attendance zone.  When extenuating circumstances occur, the principal may approve an extension until the end of the semester or year, provided space is available.  









Notes:
1) Sending principals are required to call and communicate with the receiving principals, in all of the above situations, with regards to any student moving to another campus and receiving special services so that a continuum of services is ensured.
2) Campuses may not withdraw students without first ensuring that the student has registered and been enrolled at the zoned campus.
3) Principals are responsible for ensuring that all staff members understand these guidelines and do not inadvertently misdirect parents with regards to the change of addresses and/or revoking of intra-district transfer administrative guidelines.  



Open Enrollment Procedures for Grades PK- 8th 
Open Enrollment for Elementary grades PK-8th application process allows parents to enroll their children at any BISD elementary campus throughout the instructional school year provided:
1) Space is available for additional students at the requested campus,
2) Parent will be responsible for providing their own transportation for students who attend 
	elementary school schools other than their zoned campuses, and Special Services Department 
	approval will be done by the campus diagnostician based upon program availability and 
	enrollment at the requested campus.
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