SAMPLE LETTER –Request for an Initial Evaluation for
Early childhood Special Education & Related Services
Created by About Special Kids, Sept 2011

A request or “referral” should be made in writing to “Licensed Personnel”(principal, teacher, social worker, psychologist, or administrators) at the public school district in which the child resides.   It should be dated, and you should keep a copy for your files.  Feel free to modify letter with additional information or wording of your comfort level.
--------------------------------------------------------------------------------------------------------------------

[Today's Date (include month, day, and year)]
[Your Name]
[treet Address ]
[City, State, Zip Code]
[Daytime telephone number]
[Email Address]
[Name of Principal or Special Education Administrator (or title)]
[Name of School]
[Street Address]
[City, State, Zip Code]

RE: Request and Parental Consent for a Special Education Evaluation 
      [Child's Name] 
      DOB: [fill in birthdate]
      [School Name and Grade] 

Dear [Name of person, or their title, that you are directing letter to],

I am writing regarding concerns I have with the development of my child, [child’s name], who is [input your child’s age, between 3 and 5] years old.  [Child’s name] currently attends [name of daycare, nursery school, home].  I am concerned because my child is not able to [list what your concerns are: focusing, general development, speaking, motor skills, social skills, etc.]. 

 [If another professional, such as a teacher or caregiver at your child’s preschool or day care center, has mentioned concerns about your child’s development or rate of progress, note those details here as well].
I am therefore requesting that my child be evaluated to determine if [he/she] has a disability and is eligible for special education and related services under IDEA.  I am available to discuss my concerns in more detail and can be reached by phone at [enter your phone number] or email at [enter your email address here].  I understand that I can expect to have a Written Notice response to my request within 10 instructional days of your receipt of this letter and that I will be required to give my written consent for the evaluation.  I look forward to receiving your written notice response and the consent form so that we can proceed as quickly as possible.
Thank you for your prompt attention to my request. 
Sincerely,
[Your name]


Copies to:
Child’s record
School Administrators

