[District Name/Number] Department of Speech/Language Pathology

TO:  
[name], Director of Special Services

CC:  
[name], [district name/number] Superintendent

RE:  
Approaching Caseload Limit
DATE:

This letter is being sent to inform you that my current speech/language caseload is approaching the legal limit (i.e. 60 students per SLP, no supervisory responsibilities, or 51 students per SLP, with supervisory responsibilities for one SLP Paraprofessional).  See attached documents for additional information.

According to ISBE 23 ILLINOIS ADMINISTRATIVE CODE 226.735 SUBTITLE A SUBCHAPTER f  Section 226.735  Work Load for Special Educators:

“The number of children served by a speech-language pathologist shall be 

based on the speech-language needs of each child.  The other provisions of this Section notwithstanding, at no time shall the caseload of a speech-language pathologist exceed 60 students.”
I will keep you informed as my caseload reaches 60 students.  When a file for the 61st student is prepared/received, I will send it to the special education office so that appropriate decisions about provision of services can be made.

Sincerely,

[name], MA-CCC/SLP (or MS-CCC/SLP)

Speech/Language Pathologist

[school name, program]

attachments:
Speech/Language Pathologists’ Training, Role and Responsibilities (Illinois School Code)

Comparison Training, Role and Responsibilities, and Supervision of SLPPs and SLPAs 

(Illinois School Code, Illinois Speech/Language Hearing Association)

[District Name/Number] Department of Speech/Language Pathology

TO:  
[name], Director of Special Services

CC:  
[name], [district name/number] Superintendent

RE:  
Caseload Limit Reached
DATE:

This letter is being sent to inform you that my current speech/language caseload has reached the legal limit of 60 students.

According to ISBE 23 ILLINOIS ADMINISTRATIVE CODE 226.735 SUBTITLE A SUBCHAPTER f  Section 226.735  Work Load for Special Educators:

“The number of children served by a speech-language pathologist shall be 

based on the speech-language needs of each child.  The other provisions of this Section notwithstanding, at no time shall the caseload of a speech-language pathologist exceed 60 students.”
The enclosed file represents the 61st student needing a speech/language evaluation and/or therapeutic intervention.  I am forwarding it to the special education office so that appropriate decisions about provision of services can be made.  Additional referrals will be forwarded as needed.

Sincerely,

[name], MA-CCC/SLP (or MS-CCC/SLP)

Speech/Language Pathologist

[school name, program]

attachments:
Speech/Language Pathologists’ Training, Role and Responsibilities (Illinois School Code)

Comparison Training, Role and Responsibilities, and Supervision of SLPPs and SLPAs 

(Illinois School Code, Illinois Speech/Language Hearing Association)

