Evaluation Reports

· Case manager sends entire Prior Written Notice to Megan
· Write the name of the template needed at the top of the report

· Write the name of the psychologist at the top
· Ensure the date the ER is due is written on the consent page
· Send the PWN to Megan at FAX 507-238-2361 or the SPEC Office via intercampus mail

· Evaluators

· If you need a template for an evaluation you are giving, contact Megan to ask for the template. If you have any idea if this is an “academic” template or a “behavior” template – etc…this is helpful. 
· When you have completed the write-up for the evaluation, email the completed report to Megan. Be sure the report has a date.

· If you have any specific guidance as to where to put the information in the report, that would be helpful to include in the body of the email.
· All information should be submitted in Times New Roman 10 point font.

· Only send new information to Megan. 

Megan Heller

mheller@fairmont.k12.mn.us
507-235-4301

Fax: 507-238-2361
