Sample Letter: Requesting School Evaluation

[Parent’s Address]

[Parent’s Phone Number]

[Date]

[Principal’s Name]

[School]

[School Address]


Re:
[Child’s Name]



[Child’s Date of Birth]

Dear Principal [Name]:

I am the [mother/father] of [child’s name], a [grade] student at your school.  I am writing to express concern about [child’s name]’s development and would like to initiate a Special Education evaluation for [child’s name].  

I understand that a consent form, describing the evaluation procedure, will be provided to me within five (5) school days of this request.  I further understand that the evaluation will be completed within thirty (30) school days and that a team meeting will take place within forty-five (45) school days of my consent to the evaluation.   
Thank you for your attention to this matter. Please contact me at [parent’s phone number] with any questions or concerns.

Very truly yours,

[Parent’s Name]

cc:
[Name], Team Chairperson
