REFERRAL REQUEST:  

SAMPLE MEMORANDUM TO NEWSPAPER EDITORS

AND PRESS RELEASE -  CHILD FIND ARTICLE 
To: 
Editor Addressed

From:
[ INSERT NAME OF  PERSON], Child Find Contact


[INSERT YOUR PROGRAM NAME]

Re:
Child Find Assistance Request

Date:
[INSERT CURRENT DATE]

[INSERT YOUR PROGRAM NAME HERE is] [and its member districts are] responsible for identifying, locating, and evaluating any children with known or suspected disabilities who reside within the school districtÕs boundaries to determine whether a need for special education and related services exists.  All referrals are considered confidential, and services are provided at no cost.  The parent, legal guardian, or surrogate parent retains the right to refuse services and are provided other procedural safeguards under federal and state law.  

We would like to request your assistance in locating eligible children by helping to  make the public aware of the services that we offer.  We ask that you please place the enclosed press release in the appropriate section of your newspaper.

I would also like to request a copy of the newspaper for the date in which the article is published, as we are required by federal law to track our Child Find efforts.  Please mail the paper to my attention at the address on our letterhead.  If a fee is required for sending the newspaper, please contact me at [INSERT PHONE NUMBER]. 

Thank you so much for your assistance in this matter.  If you have questions, comments, or concerns, please do not hesitate to contact us.

[INSERT PAGE BREAK IN THIS DOCUMENT

 FOR PRESS RELEASE/ARTICLE BELOW]

PRESS RELESE

FOR IMMEDIATE (AND REPEATED) PUBLICATION

[INSERT PROGRAM NAME} Announces ÒChild FindÓ Efforts
[INSERT PROGRAM NAME and its member districts] offer[s] comprehensive special education services to eligible students ages three through 21 years and to children from birth through age 21 years who have a hearing or visual impairment.  Children from birth to age three  with other disabilities will be referred to appropriate agencies for services.  All referrals are considered confidential, and services are provided at no cost.  The parent, legal guardian, or surrogate parent retains the right to refuse services and are provided other procedural safeguards under federal and state law.  

Public school services include screening in areas of suspected disabilities, such as vision, hearing, motor skills, speech, language, and general development.  Evaluations in the schools are provided for several areas of suspected disabilities, including learning disabilities, speech and language development, physical impairments, vision or hearing problems, mental retardation, emotional disturbances, autism/pervasive developmental disorders, health impairments, or traumatic brain injuries.  

A free, appropriate, public education with a full continuum of services is available.   For more information concerning eligibility criteria and referral procedures, contact the principal or counselor of your local school or call the [INSERT PROGRAM NAME] at [INSERT PHONE NUMBER OR ADDRESS].
