Instructions for Use of Form 
CS- 0746, Meeting Notification
1. Date the correspondence 

2. Complete letter recipient’s name and address information
3. Complete the sender’s name, address 

4. Identify each child invited to the meeting. 
5.  Ensure the child(ren’s) name(s) are added to the document in the required spaces.
6. Identify all individuals who have been invited to the meeting and plan to attend.  
7. Add the meeting location, date and time.
8. Check appropriate box to identify the meeting type.  Fill in Special/Other blank if meeting type is not listed.

9. Read notes regarding exceptions to permanency hearings and IEP meetings.

10. For IEP meetings, provide parents with a copy of their Parental Rights (attached).
11. Enter a contact number for the sender of the notification to provide a source for questions regarding the meeting.

12. Place a copy of each Meeting Notification sent in the child’s case file.
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	Tennessee Department of Children’s Services

Meeting Notification


	
	Date:
	     


	Recipient's Name
	
	Sender's Name

	Street Address
	
	Street Address

	City, State and Zip Code
	
	City, State and Zip Code


	Re:
	Child(ren)'s Name(s)


A meeting has been scheduled to discuss Enter Child(ren)'s Name(s) individual needs and progress.  Your input is very important and you are asked to attend this meeting.  If you cannot participate in person, we may be able to have you participate by telephone.  You may send a written statement containing all the facts, concerns, and pertinent comments you wish to share regarding Enter Child(ren)'s Name.  
Your input is very important and you are asked to attend this meeting. The other persons present at the meeting will be the appropriate professionals necessary to plan a treatment program for your child.  The following people have been notified and plan to attend: 

​​​​​​​​​​​​​​​​​​​​​

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     


If you cannot attend, please notify me as soon as possible.  If you plan to send a letter, please allow sufficient time for your letter to arrive.  We may be able to arrange for you to participate by telephone provided there is enough notice.
All children/youth are encouraged to attend, provided they are comfortable attending (See exception below regarding Permanency Hearings). Please keep in mind the meeting may be lengthy and we are unable to provide any babysitting services.
The meeting will be held at Enter Meeting Address/Location on Enter Meeting Date at Enter Meeting Time.

Please call Enter Contact Number to confirm, prior to the meeting to ensure there have been no changes.  

The meeting type is:



 FORMCHECKBOX 
 Permanency Plan Hearing


 FORMCHECKBOX 
 Judicial/Court Review



 FORMCHECKBOX 
 Child and Family Team Meeting

 FORMCHECKBOX 
 Foster Care Review Board



 FORMCHECKBOX 
 Classification



 FORMCHECKBOX 
 Reclassification



 FORMCHECKBOX 
 Individual Program Planning (IPP)

 FORMCHECKBOX 
 Program



 FORMCHECKBOX 
 IPP Review




 FORMCHECKBOX 
 Quarterly Review



 FORMCHECKBOX 
 Release/Discharge



 FORMCHECKBOX 
 Individual Education Planning (IEP)




 FORMCHECKBOX 
 Staffing




 FORMCHECKBOX 
 Special/Other (Specify):       
Note: 

· Children are required to attend permanency hearings unless they reside out of state.  All children placed within the state must still attend permanency hearings unless they are under a doctor’s care.  A doctor’s note is to be provided to the court to justify the child’s absence (TCA 37-2-409).

· In cases of IEP meetings to discuss special education services, you will find a list of your rights attached.

I thank you in advance for your participation and ask that you contact me at Enter Contact Number if you have any questions.

Sincerely,

Sender's Name
Sender's Title
Parental Rights- IEP Meetings Only
13. You have access to all school records, files, and reports pertaining to your child, including results of the formal assessment and how the findings are used.  You can request that records be amended.

14. You have the option to give or refuse educational program recommendations for your child. 

15. You have the option to get an outside evaluation of your child if you are not satisfied with the results of our assessment.

16. You have the right to request that this educational program be reviewed by appropriate school administrators if you do not agree with the program. 

17. You have the right to request that the recommended educational program be reviewed by appropriate school administrators if you do not agree with the program.

18. You have the right to an interpreter/translator if you do not speak English.

19. You have the right to a hearing if efforts to resolve a difference of opinion regarding the education of your child cannot be resolved in informal meetings.  After a hearing, you can have a verbatim record of the hearing and written findings and decisions.  If you disagree with the results, you may take the matter to court. 
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