Sample LEA Notification Letter

 District Letterhead

Dear ___________________________________,
Date ________________

As your child, _______________, approaches the age of three, you will begin preparing for your child to transition from the Birth to 3 Program to school. In Wisconsin, early intervention services for children between birth and three years of age are coordinated by Birth to 3 Programs, and children over the age of three receive special education services provided by the local school district (Local Educational Agency or LEA). Birth to 3 Programs and LEA’s work closely together to support smooth and effective early childhood transitions. The purpose of this letter is to introduce you to that process.  

There are several steps that the Birth to 3 Program will discuss with you to assist in this transition. These steps include discussing your child’s transition from the Birth to 3 Program and developing a plan in your child’s Individualized Family Service Plan (IFSP); making a LEA Notification; and coordinating a Transition Planning Conference (TPC) between your family, the Birth to 3 Program, and the LEA.  
As part of LEA Notification, on ___________the __________ Birth to 3 Program contacted our LEA and provided your child’s name, date of birth, and parent contact information. This process is required under the Individuals with Disabilities Education Act (IDEA) to assure that LEAs are aware of all children that may be eligible for special education services.  

When children transition from the Birth to 3 Program, they are often referred to the LEA to determine eligibility for special education services. Children who are found eligible for special education services have the right to have an individualized education program (IEP) developed and implemented by their third birthday. You may decide with your Birth to 3 Program to make a referral. If you do not make a referral and LEA personnel believe your child may be a child with a disability, they have an ongoing responsibility to refer the child to the LEA for an evaluation for eligibility for special education services. If a referral is made by LEA personnel, you will receive written notification. In addition, you may refer your child to the LEA at any time after your child leaves the Birth to 3 Program to determine if your child is eligible for special education. A parent has the right to refuse to allow an LEA to provide special education services to the child.
In the coming months, you and the Birth to 3 Program will discuss what options are available to meet your child’s needs. [Optional line: Enclosed is more information about our LEA’s special education process.] If you have any questions about the role of the LEA in the early childhood transition process, please call __________________________ at _______________________. We look forward to working with you as partners in your child’s education. We encourage you to attend the Transition Planning Conference so we can meet with you and learn more about your child and any educational concerns you may have. 
Sincerely,

Name and Title of District Contact Person
