DISTRICT LETTER HEAD

DATE

Dear Mr. & Mrs.;

Our District has previously sent letters of invitation to you regarding meetings to discuss your student’s

Individualized Educational Program (IEP) on  ___________.  A telephone call was made on ___________in an attempt to make further arrangements to meet with you regarding your son’s/daughter’s IEP.  As our District has not received any response from you regarding whether or not you will attend the IEP meeting, another Individualized Education Program (IEP) Team Meeting is being arranged to discuss educational planning for your student. The following members of the IEP team have been invited: 

It is very important that parents be involved with the educational decisions of their student. In order for our District to remain in compliance with California Education Codes 56381 and 56345, we must hold the IEP within the timelines described by law. Your student’s annual review is over due. We would greatly appreciate your attendance at one of the following meetings:

1st 

2nd 

3rd  

Please circle one of the above dates and mail this letter back using the self-addressed envelope enclosed or you can call ___________ (special education secretary) to confirm the meeting date and time.  If you are unable to attend any of these meeting, please call __________ at ____-____ ext ____ to reschedule.  The IEP meeting for your son will need to be as soon as possible. If no parent or legal guardian attends either one of the first two meetings listed above and no contacts have been made to reschedule, the IEP meeting for your son/daughter will be held on the 3rd date listed above with or without parent/guardian attendance.  In order to provide the student with a Free Appropriate Public Education (FAPE), further action may be necessary in order to get a parent/guardian response. 

Thank you in advance for your timely response.

Sincerely,

____________, 

Vice Principal

Special Education Administrator

________ High School

____ - ____ ext ___







