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3.4 Withdrawal Procedures 
Your district should withdraw a student from the attendance accounting system on the date your 
district becomes aware the student is no longer a member of the district. With proof of enrollment in a 
different district or campus, retroactive withdrawals are permitted to the day a student enrolled in 
another school. Your district must update all attendance accounting records affected by such a change. 
(See also 3.3.5 Entry and Reentry Dates.) 

If a student withdraws before attendance is taken, the withdrawal date is that day. If a student 
withdraws after attendance is taken, the withdrawal date is the next school day. A student is not in 
membership on the withdrawal date. 

3.4.1 Students 19 Years of Age or Older 
Your district may withdraw a student who is at least 19 years old and is voluntarily enrolled in school 
when he or she accumulates more than five unexcused absences in a semester. Your district may revoke 
the enrollment of such a student for the remainder of the school year, except that a district may not 
revoke enrollment on a day on which the student is physically present at school.58 A student who is 
removed from school under this provision will be considered a dropout for accountability purposes 
unless the student returns to school during the school-start window the following fall. See the 
Secondary School Completion and Dropouts in Texas Public Schools annual publication for the current 
definition of “dropout.” (See also 3.5 Compulsory Attendance.) 

This authority to revoke enrollment does not override your district’s responsibility to provide a free 
appropriate public education to a student who is eligible for special education services. 

58 TEC, §25.085(e) 

http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.25.htm#25.085
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3.4.2 Temporary Absences and Withdrawal 
Your district must not withdraw a student who is temporarily absent (for example, as a result of illness 
or suspension) but still a member of your district. 

3.4.3 Students Whose Whereabouts Are Unknown 
Your district should decide the withdrawal date for a student who never officially withdrew from school, 
but whose whereabouts can no longer be determined, according to applicable local policies. For 
example, local policy may state that a student is withdrawn 10 days after he or she last attended if his or 
her whereabouts are unknown. Once withdrawn, a student in grades 7 through 12 must be reported as 
a school leaver on a 203 Record and will possibly be considered a dropout according to Section 2 of the 
PEIMS Data Standards. 

3.4.4 Information and Record Transfer 
When a student moves from one Texas public school district or charter school to another, the student 
record must be transferred via the TREx within 10 working days of receiving a request. The student 
record must include the following information at a minimum59: 

 Texas Unique Student ID

 Social Security number or state-approved alternative ID last reported through PEIMS

 first, middle, and last name and generation code, if applicable

 date of birth

 gender

 ethnicity and race

 current grade level

 immunization information60

 receipt of special education services and individual education plan, if applicable

 academic year

 course completion

 final grade average

 teachers of record

 assessment instrument results

 district ID

 campus ID

 campus name

 campus phone number

59 For a complete list of data elements that are able to be sent through the TREx, see Appendix A of the current-year TREx Data 
Standards, available at http://tea.texas.gov/index4.aspx?id=3412.  
60 TEC, §25.002(a)(3) 

http://tea.texas.gov/index4.aspx?id=3412
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.25.htm#25.002
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For a high school student transferring from one Texas public school district or charter school to 
another, the following additional information is required to be sent via the TREx for the student’s 
high school transcript: 

 student’s address, including city, state, and zip code

 district name

 either exit level Texas Assessment of Knowledge and Skills assessment and date the exit
level requirement was met or State of Texas Assessments of Academic Readiness end-of-
course assessment information

 advanced measures completed for the distinguished graduation program, if applicable

 Texas Grant indicator code required by the end of the student’s junior year

 graduation program type required by the end of the student’s junior year

 College Board campus code

 certification of coursework completion date, if applicable

 current and previous coursework, including the following:
o academic year
o session type
o campus awarding credit
o course category, name, number, abbreviation, semester, grades and credit
o course grade average, final grade average, or both
o special explanation codes, if applicable
o pass/fail credit indicator codes, if applicable

By law, each district is required to transfer student records within 10 working days of receipt of a 
request by the receiving district.61 Enrollment by a student in another school district constitutes 
authority for your district to release the education records of that student, regardless of whether 
parental authority has been received.62 Also, the requirement to transfer records within  
10 working days of a request applies regardless of whether a student or student’s parent has failed to 
pay for a lost textbook, including an electronic textbook. 

For purposes of transferring records through the TREx, a working day does not include a day that the 
campus receiving the records request is closed or a day that the district’s administrative office is closed. 

3.4.5 Students 21 Years of Age or Older and Placement in a Disciplinary 
Alternative Education Program (DAEP) or JJAEP 
A student who is 21 years of age or older who is admitted for the purpose of completing the 
requirements of a high school diploma is not eligible for placement in a DAEP or JJAEP if he or she 
engages in conduct that would require or authorize such placement for a student under the age of 21. If 
a student engages in conduct that would otherwise require such placement, your district must revoke 
admission of the student into the public schools of the district.63  

61 TEC, §25.002(a-1) 
62 Family Education Rights and Privacy Act (FERPA) 34 CFR, §99.31(a)(2) and §99.34 
63 TEC, §25.001(b-1) 

http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.25.htm#25.002
http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.25.htm#25.001
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Students in violation of the compulsory attendance law shall be re-

ported to the District attendance officer, who may institute court 

action as provided by law. 

In addition to excused absences required by law, the District shall 

excuse absences for the following purposes. 

The District shall excuse a student for up to two days during the 

student’s junior year and up to two days during the student’s senior 

year to visit an accredited institution of higher education.  A student 

shall be required to submit verification of such visits in accordance 

with administrative regulations. 

The District shall excuse a student for up to two days per school 

year to serve as an early voting or election clerk.  A student shall 

be required to submit verification of service in accordance with 

administrative regulations. 

[For extracurricular activity absences, see FM.] 

The District may initiate withdrawal of a student under the age of 

19 for nonattendance under the following conditions: 

1. The student has been absent ten consecutive school days; 

and 

2. Repeated efforts by the attendance officer and/or principal to 

locate the student have been unsuccessful. 

[For District-initiated withdrawal of students 19 or older, see 

FEA(LEGAL).] 

When the District becomes aware that a student is being or will be 

homeschooled, the Superintendent or designee may request in 

writing a letter of notification from the parents of their intention to 

homeschool using a curriculum designed to meet basic education 

goals of reading, spelling, grammar, mathematics, and a study of 

good citizenship. 

If the parents refuse to submit a letter of notification or if the District 

has evidence that the school-age child is not being homeschooled 

within legal requirements, the District may investigate further and, if 

warranted, shall pursue legal action to enforce the compulsory at-

tendance law. 
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The District shall not admit into its public schools any person age 

21 or over unless otherwise required by law. 

The student’s parent, legal guardian, or other person having lawful 

control shall annually complete registration forms.  A student who 

has reached age 18 shall be permitted to complete these forms. 

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 Su-

perintendent.  The District may investigate stated residency as 

necessary.   

A minor student residing in the District but whose parent, guardian, 

or other person having lawful control under a court order does not 

reside in the District shall present a power of attorney or an author-

ization agreement as provided in Chapter 34 of the Family Code 

assigning responsibility for the student in all school-related matters 

to an adult resident of the District. 

A minor student living apart who has engaged in misconduct that 

results in any of the consequences found in Education Code 

25.001(d) shall not be permitted to attend a District school. 

Based on an individual student’s circumstance, the Superintendent 

shall have authority to grant exceptions to the requirement for a 

power of attorney or authorization agreement and to the exclusion 

for misconduct. 

The Superintendent shall determine whether a minor student living 

apart is present in the District for the primary purpose of participat-

ing in extracurricular activities. 

The parent and grandparent of a nonresident student requesting 

admission under Education Code 25.001(b)(9) shall provide to the 

Superintendent the required information on the grandparent’s resi-

dency and complete a form provided by the District describing the 

extent of after-school care to be provided by the grandparent. 

The Superintendent shall have authority to approve or deny such 

admissions requests in accordance with criteria approved by the 

Board. 

The District shall admit a student who is younger than five years of 

age if the student performs satisfactorily on the state assessment 

instrument administered to third-graders, in accordance with law.  

[See FD(LEGAL)] 
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For the purposes of this policy, “accredited” shall be defined as ac-

creditation by TEA, an equivalent agency from another state, or an 

accrediting association recognized by the commissioner of educa-

tion. 

The parent, guardian, or other person having lawful control of a 

student enrolling in a District school from an accredited public, pri-

vate, or parochial school shall provide evidence of the prior school-

ing outside the District.  The student shall be placed initially at the 

grade level reached elsewhere, pending observation by the class-

room teacher, guidance personnel, and the principal.  On the basis 

of these observations and results of tests that may be administered 

by appropriate District personnel, the principal shall determine the 

final grade placement. 

A student enrolling in a District school from a nonaccredited public, 

private, or parochial school, including a homeschool, shall be 

placed initially at the discretion of the principal, pending observa-

tion by classroom teachers, guidance personnel, and the principal.  

Criteria for placement may include:  

1. Scores on achievement tests, which may be administered by 

appropriate District personnel. 

2. Recommendation of the sending school. 

3. Prior academic record. 

4. Chronological age and social and emotional development of 

the student. 

5. Other criteria deemed appropriate by the principal. 

Credit toward state graduation requirements earned in an accredit-

ed public school district in Texas shall be transferable and recog-

nized by the District.  

Before recognizing credit in a course earned in an accredited non-

public school, an accredited school outside of Texas, or a nonac-

credited school, appropriate personnel shall evaluate a student’s 

records and transcript.  The District may require the student to 

demonstrate mastery of the content or use alternative methods to 

verify course content for the award of credit.  [See EI] 

A parent or guardian wishing to withdraw a minor student shall pre-

sent a signed statement that includes the reason for the withdraw-

al.  A student who is 18 or older may submit a withdrawal statement 

without a parent’s or guardian’s signature. 

[For District withdrawal of students no longer in attendance, see 

FEA(LOCAL).] 
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