Email Template for Districts After Receiving System Denials

Who this email is for: All teachers in the district
When this email may be sent: After the district receives data validation results. Best practice is by end of March. 
Dear [Name],
We regret to inform you that [District Name]’s local designation system was not approved to award teacher designations for the [school year]. This outcome is based on results of a comprehensive data validation process, which evaluates our district data from [school year] and proposed designations. 
We understand that this may disappoint many teachers. Our district will review the data we have to improve [insert district goals]. We are working with the Texas Education Agency to further align our system implementation to ensure that our data for next year’s submission is valid and reliable. 
If anyone has any questions, we ask that you reach out to [insert TIA POC]. 
For more information on next steps, please read below.
[Insert closing and email signature]

Next Data Submission Date
We plan to submit [school year] teacher performance data and new proposed designations again next fall. Teachers must meet the district’s local designation system requirements and remain in a teaching position for the [school year] to qualify for designation. You can find [District Name]’s requirements at [insert location of system requirements or insert requirements below].
 Our district will provide more information in the coming months.








Who this email is for: Teachers with an existing designation 
When this email may be sent: February-March
Dear [Name], 
We appreciate your continued work in [District Name] as a designated teacher.  
[Insert any district celebratory remarks/appreciations/alignment with goals.] 
Allotments are contingent upon meeting statewide eligibility requirements: 
· You must be employed by [District Name] as a teacher in a student-facing instructional role as of February 28, [year]. 
· You must meet TEA’s creditable year of service requirement and be compensated by [District Name] for 90+ days at 100% of the day or 180+ days at 50% of the day.  
Based on these criteria, you are expected/not expected to generate allotment funds. [Additional details for teachers who do not meet eligibility criteria or may not meet the creditable year of service requirement]. 
TEA will process allotments in late April. If you meet the eligibility criteria above, [District Name] will receive an allotment. You may expect a follow-up email in May confirming the amount you are expected to receive. Please see below for additional details around [District Name]’s TIA spending plan. 
District TIA Spending Plan 
[description of local spending plan, including percentage breakdown to designated teacher vs. other teachers on campus, district usage of 10%, estimated payout date, and policy for teachers who separate from the district prior to the payout date]. 
  
District TIA Contact 
If you have any questions about the local designation system or the district spending plan, please contact [insert POC information]. 
[Insert closing and email signature] 
 

