Letter asking for Advance NOTICE OF IEP TEAM MEMBER ABSENCE

PARENT NAME

ADDRESS

CITY, STATE ZIP CODE

TELEPHONE NUMBER

Date

(Name of Special Education Director)

(Name of School District)

(Address of School)

Dear (Name of Special Education Director):

I am the parent of child’s name, whose IEP Team meeting has been set for date.  Please send me a letter informing me of which IEP Team members, if any, are not expected to attend this scheduled IEP Team Meeting.  Please also provide me with that Team member’s written comments and recommendations so that I may make an informed decision as to whether or not to excuse that member from attending the scheduled meeting.  

I know absences can arise with short or no notice.  Please inform me of any other potential Team member absences as soon as you know of them so that I am not caught unaware at the meeting.  I expect notice virtually equal to yours in order to exercise my rights under law regarding these late arising absences.  

Please call me if you have questions or need more information.

Sincerely,

(Your name)


