
JJAEP 
INFORMATION

& 
SAMPLE JJAEP 

PACKET



Discipline Referral report  (Required 
Document) (If SPED student- ARD will 
be held after Placement Conference.

Gather All Evidence and Write Up 
Statements

Notify Parents of Infraction and 
Possible Placement Conference at the 

Department of Pupil Services

Inform folder teacher if a  
student is IDEA or 504.

If the student receives  IDEA or 
504 services  follow disciplinary  
procedures found on pages 42-
43 of the Discipline guidelines.

Deliver Notice & Petition 
to Parents

Placement Removal

Write Up Petition

Contact Depart. of Pupil 
Services to Set 

Placement Conference 
Date

Hold Placement Conference to  
Determine Outcome.

Discipline Referral Report
(Required)

Call police & file report. POLICE REPORT MUST BE SENT 
TO PUPIL SERVICES TO DETERMINE IF INFRACTION 
WARRANTS POSSIBLE PLACEMENT CONFERENCE 

BEFORE PROCEEDING ANY FURTHER. 

Infraction 
Warrants  
Possible 

Placement

Have Board Secretary 
Notarize Confirmation 

Notice

Placement Conference

Placement Order to 
BAC or JJAEP

Determine if Removal is 
Appropriate

Hold Conference on 
Campus

Removal to BAC

Other

Hold Conference

Establish Outcome and 
Implement RTI 
Interventions

FLOWCART FOR POSSIBLE PLACEMENT TO JJAEP



Once the campus has determined that placement to JJAEP is in the
best interest for the student and has contacted Pupil Services to
initiate proceedings, the blank fillable documents can be found in
the Pupil Services website.

The resources are located via Campus Resources -> Discipline
Information & Forms -> JJAEP Recommendation Packet Conference
Forms  or by visiting the link below directly.

https://www.bisd.us/departments/business-and-operations/pupil-
services/campus-resources/discipline-information-forms

For questions please contact Pupil Services, 956-544-3966.

For new or as a refresher this PowerPoint is an example of a Packet 
for a fictional student that can be used as a guide. There is also a 
video training on the Pupil Services website for those that may have 
missed the web training. 

The Placement Packet is available in English and Spanish depending 
on the language the parent prefers. Once completed the packets 
MUST turned in two days in advance to V. Avila for review. They can 
be turned in in-person or via email.

The Brownsville Independent School District
Department of Pupil Services

708 Palm Blvd., #121 Brownsville Texas 78520
956-544-3699

Placement to JJAEP Sample Packet





• Cover Sheet optional

Student Name: Augustus May Who
Student ID#: 1234567
Grade: 11th

Address: 123 Candy Cane Lane
Parents: Mr. & Mrs. May Who
Date of Birth: 12/24/1224
Violation: 
Date/Time of Conference:



TAB 1: DUE  PROCESS
1. Extension Letter
2. Notice of Conference
3. Notice of Representation by an Adult at the Conference
4. Conference Procedures
5. Confirmation of Notice (Notarized)
6. Petition for Placement Form
7. Verification of Non-Protection Under IDEA/504
8. Consideration Form



Parent/guardian signature







This page must be notarized prior 
to packet being turned in to Pupil 
Services. Notary for BISD JJAEP 
Packets is at Main Office – with the 
Superintendent’s office.









TAB 2: Violation of SCoC
1. Current Year Student Code of Conduct – ideally signed by both Parent and 

Student 

2. Discipline Referral (must be signed by student)
3. Administrator’s Statement (Time, Place, Facts)
4. Witness(es) Statement(s), if applicable
5. Police Report (Required)
6. Nurse's Report, if applicable



EXAMPLE



The Administrator
would describe 
the incident in 

detail and sign the
document, which 

would go here.



These forms can be obtained through media services, as well.

EXAMPLE



POLICE 
REPORT 
MUST BE 

INCLUDED & 
GOES HERE



Nurse’s 
Report if 

applicable, 
will go here!



TAB 3: JJAEP Program Document Request
1. Absence Report – print out of student attendance report

2. Withdrawal Grades – print out of progress report summary

3. Transcript
4. Course Credit Checklist (Include completed credits and pending)

5. Achievement Test Scores
6. Immunization Record
7. Discipline Records
8. Special Programs Identification (If yes provide documents

accordingly)















7.If Student has past discipline 
records place them here



8. If student has IDEA/or 504 records 
place them here.


