Sample Letter: Requesting an Initial Evaluation – School Age (5+)
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]
[Street 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 [Principal's or Administrator's name],

I am writing to request that the school district evaluate my child, [name of child], for special education eligibility and services.  I am worried that [child's name] is not doing well in school and I believe [he/she] may need special services in order to learn.
I am concerned about my child's progress in school.  
[Briefly describe the problems that your child is experiencing.  You can mention your own observations, such as "When I work with Lisa or her homework at night, I notice that she does not seem to be able to sound out the words."  Or "my son seems to be very unhappy in school and tells me that he can't keep up in the math class."  Or "Mrs. Smith, Mary's language arts teacher, tells me my daughter is falling behind in her class work and has trouble paying attention in class."]
We have tried the following to help (child's name): 

[Also briefly describe anything extra you or the school have done to help your child learn and make progress]. 

I understand that the evaluation will be performed in the manner required by the Individuals with Disabilities Education Act (2004) and the related federal regulations, as well as Indiana-specific special education laws.  I also 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.      

If you have any questions about this request, please feel free to call or email me. Thank you for your prompt attention to my request. 

Sincerely,

[Your name]
cc: 
[your child's principal (if letter is addressed to an administrator)]
[your child's teacher(s)]
