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[Date]


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

Re:  Proposed Disciplinary Alternative Education Program (DAEP) Placement of [student name] 

Dear Mr./Ms. :

As we discussed by telephone on [date], it has been recommended that your student, [student name], be placed in Manor Independent School District (MISD)’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] in violation of [refer to appropriate provisions of the Student Code of Conduct, local policy, and the Texas Education Code].  A conference to discuss this matter will be held on [day], [month] [date], [year], at [time] at the [location] located at [address].  At the conference, your student will be given an opportunity to tell [his/her] side of the story before a final decision is made about the disciplinary recommendation.  

If you plan to have an attorney present at the conference, please notify me at least twenty-four hours prior to the conference so that MISD can make appropriate arrangements with its legal counsel.

Until the conference is held on [month] [date], your student is [temporary placement pending conference] as an interim measure.  Unless you request and are granted a postponement, you and your student are expected to appear at the stated time and place of the conference.  If you do not attend the conference, a decision regarding DAEP placement may be made based on the available information and without the benefit of hearing your student’s account of events.  

Please contact me if you have any questions.

Sincerely,


[administrator name], [administrator title]
Manor Independent School District
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