SAMPLE LETTER BASED ON FAIRFAX COUNTY PUBLIC SCHOOLS

MEMORANDUM

To:

Fairfax County Public Schools 2005 Students and Parents

From:

Ginny Brennan, Coordinator, Career and Transition Services

Subject:
Annual Survey of Special Education Students

We are preparing to contact students who exited during 2005/2006. FCPS staff will be calling you during an evening or weekend in April or early May to ask you questions about your high school experience, what you are currently doing, and suggestions you may have for FCPS. Our teachers prefer to talk to you, the student, if at all possible, but if you are away at school or unable to respond to the questions, we hope a parent/guardian or other family member will respond for you.

The information shared is confidential and will be coded with all student responses. The student’s name will not be used in reporting any data. 

The survey takes about 10 minutes. Your 10 minutes is invaluable to FCPS because the information you provide will help us to continue to improve and expand our services to meet the needs of students and ensure that they are prepared for life. At the same time, if you have questions or need some information about services, the staff contacting you can help or connect you to someone who can help.

Attached is a list of the FCPS teachers who will be calling students. When you get a call, you will know that the person with whom you are speaking works for FCPS and has been trained in conducting the survey. If you have any questions or concerns, you may contact Ginny Brennan, Coordinator of Career and Transition Services, at 703- 246-8116 prior to our office move on April 21, 2006. The new office number after April 21 is 571-423-4150.

We wish you success in all your future endeavors and we’re proud you are an FCPS student. We appreciate your participation in our survey!  

Enclosure

