ARIZONA CENTER FOR DISABILITY LAW
SPECIAL EDUCATION - Sample letters

1. Initial Evaluation Request
2. School Policies and Procedures Request
3. Evaluation Reports Request Before Eligibility Meeting 
4. Annual IEP Meeting Request
5. Records Request Before an IEP Meeting
6. Educational Records Request
7. Re-evaluation Request
8. IEP Review Request
9. Peer-reviewed Research Request Regarding Special Education Services
10.  Information on Teacher Qualifications Request
11. Procedural Safeguards Request
12. Written Notice Request
13. Independent Educational Evaluation Request
Please Note:  Letters contain areas where you need to fill-in information or make decisions on what to say.  These areas are shown in brackets [  ] and are underlined.  For example:  [Name of School District or Charter School].  Here you would insert the name of the School District or Charter School, but remember to remove the brackets and underlines.  They are simply to remind you what needs to be completed in the letter.
1. SAMPLE LETTER REQUESTING AN INITIAL EVALUATION

[Special Education Parent Name/Contact Information]

[Date]

_[Name]__, Director of Special Education

[School District or Charter School]

Re: Request for Initial Evaluation
Dear _[Name of Director of Special Education]__:
I am writing to request that the __[Name of School District or Charter School]__
conduct a full initial evaluation to determine whether __[Name of Student]__, for whom I am the parent as that term is defined in 34 C.F.R. §300.30, is eligible for special education and to determine his/her educational needs.
[OPTIONAL – Here, you might want to describe what the student’s disability is or may be, or what kind of evaluation(s) you believe are necessary. An example: “The student has been diagnosed with ADHD, and I suspect he may also have a speech disorder.”]

In the evaluation process, please consider whether the student is a “child with a disability” as defined by IDEA 2004 or Section 504 of the Rehabilitation Act.

This letter constitutes my informed written parental consent to conduct the evaluation. If you need my signature on any particular forms, please provide those forms to me within 48 hours. I expect the evaluation will be completed without delay and in accordance with the timelines laid out in IDEA 2004 and Ariz. Admin. Code § R7-2-401(E)(3) (2017).

I will look forward to hearing from you regarding the evaluation arrangements. The best way to reach me is _ [by phone and/or e-mail, provide specific number and/or address]_. Thank you.

Sincerely,
_[Your Name]_
2.
SAMPLE LETTER REQUESTING SCHOOL POLICIES 

[Parent Name/Mailing Address] 

[Date]

Custodian of Records

[School District or Charter School] 

Re:  Public Records Request  

Dear Custodian: 

Please provide me with a copy of all policies and procedures of the _[Name of School District or Charter School]_ related to: 

_[Select which topic(s) you want to receive information on and draft letter accordingly 
· The identification and referral of all children with disabilities, aged birth through 21, including children with disabilities attending private schools and home schools. 
· The initial evaluation (and/or re-evaluation) of children to determine eligibility for special education. 
· Preschool programs for children with disabilities, including policies and procedures for children who are transitioning from the Arizona Early Intervention Program to public school preschool programs.
· Children with disabilities who voluntarily attend private schools, including policies and procedures regarding how the school district provides special education and related services to those children.
· The development, implementation, review and revision of IEPs. 
· Procedural safeguards, including information on any dispute resolution mechanisms that are available for parents and/or students attending the [Name of School District or Charter School].

· Suspension and expulsion of students with disabilities. 
· The evaluation and education of children with disabilities under Section 504 of the Rehabilitation Act of 1973 and its regulations, including all policies, procedures and standards for [fill in any particular area of interest – i.e., “initial evaluation of children to determine eligibility under Section 504,” “development and revision of 504 accommodation plans,”  “school district procedures for resolving disputes relating to children with disabilities under Section 504,” etc.].
· Special education.]__ 

Thank you for promptly responding to this public records request in accordance with Arizona law.  If it will take more than a few days to provide these records, please let me know.
Sincerely, 

_[Your name]_
3.
SAMPLE LETTER REQUESTING EVALUATION REPORTS BEFORE AN IEP ELIGIBILITY MEETING 

[Parent Name/Mailing Address]

[Date]

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child]  

Dear _[Name of Director of Special Education]_: 

The _[Name of School District or Charter School]_ has scheduled a meeting to discuss my child’s eligibility for special education on [Date of Meeting].  In order to meaningfully participate in that meeting as a member of my child’s IEP team, I would like to review the results of my child’s evaluation in advance.  Please provide me with a copy of all of my child’s evaluation results, including all tests, procedures, and records regarding my child that will be provided to school personnel attending the meeting, by [insert date]. 

If you have any questions, the best way to reach me is  ​​[by phone and/or e-mail, - provide specific number and/or address].  Thank you.   

Sincerely, 

_[Your name]_
4.
SAMPLE LETTER REGARDING SCHEDULING OF IEP MEETING 

[Parent Name/Contact Information] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re: [Your Child’s Name and School]  

Dear _[Name of Director of Special Education]_:
I understand that the [Name of School District or Charter School] will be scheduling the annual IEP meeting for my child, [Name of Child], in the near future. To assist your staff in scheduling the meeting for a time when I/we can attend, I am writing to let you know what dates and times are most convenient.  At this point, these dates and times will probably work best: 

[List dates that are open, time frames that are convenient and/or dates and times when you are not available] 

Please let me know as soon as the IEP meeting is scheduled, so I can confirm that I am able to attend.  If you have any questions, the best way to reach me is ​​[by phone and/or e-mail - provide specific number and/or address].  Thank you.   

Sincerely, 

_[Your name]_
5.
SAMPLE LETTER REQUESTING RECORDS BEFORE IEP MEETING 

[Parent Name/Mailing Address] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re: [Your Child’s Name and School]  

Dear _[Name of Director of Special Education]_:
An IEP meeting regarding my child, [Name of Child], a student at [Name of School], is scheduled for [Date and Time of  IEP Meeting].  

As a parent, it is important for me to have a full understanding of my child’s educational needs so that I can meaningfully contribute to the IEP team meeting. In order to prepare for the IEP meeting, I would appreciate it if you would send me copies of the following records: 

_[Select which records you want and draft letter accordingly

· My child’s current IEP.

· My child’s prior IEPs for the last ( ) school years. 
· All special education and regular education progress reports regarding my child for the last ( ) school year(s).  
· Copies of the results of any standardized tests given to my child during the last 

( ) school year(s), including state and district-wide assessments and any reading assessments.  If accommodations were provided to my child during the tests, please provide records identifying the accommodations.  
· Copies of the results of any special education evaluations conducted regarding my child, including all tests, procedures, and records regarding my child that will be provided to school personnel attending the IEP meeting. 
· Policies and procedures for developing, reviewing and implementing IEPs of the [Name of School District or Charter School]. ]_
Please send these records to me at least one week before the IEP meeting so that I have enough time to review them beforehand.  If you have any questions about this request, the best way to reach me is ​​[by phone and/or e-mail - provide specific number and/or address].  Thank you.   

Sincerely, 
_[Your name]_
6.
SAMPLE LETTER REQUESTING EDUCATIONAL RECORDS 

[Parent Name/Mailing Address] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child’s Name and School] 

Dear _[Name of Director of Special Education]_:
I am the parent of [Name of Child], age ___.  My child currently receives special education services and is enrolled in the ___ grade at  [Name of School]. 

[Choose one of these options] 
OPTION #1:  
Please send me copies of these portions of my child’s educational records: 

[Identify what records you want and for what time frame or school years  – i.e., current/prior IEPs, progress reports, standardized test results, evaluation reports, etc.]

I would appreciate receiving these records within a week from today’s date.  If you expect that it will take longer to respond to this request or if there is a fee involved, please let me know right away. 

OPTION #2:  
I would like to inspect all of my child’s educational records, including records maintained by both the school and the district.  Please contact me so we can make the necessary arrangements. 

If you have any questions about this request, the best way to reach me is ​​[by phone and/or e-mail, provide specific number and/or address].  Thank you.   

Sincerely, 

_[Your name]_ 

7.
SAMPLE LETTER REQUESTING A RE-EVALUATION

[Parent Name/Contact Information] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child’s Name and School]
Dear _[Name of Director of Special Education]_:

I am the parent of [Name of Child],  age ___, who attends [Name of School].  My child receives special education services because of his/her [Type of Disability]. 

I am writing to request that the [Name of School District or Charter School] conduct a comprehensive re-evaluation of my child in accordance with IDEA 2004 and its regulations. 

[If appropriate, add one or both of the following sentences (as modified)]: 
· I believe a re-evaluation is needed to gain a better understanding of my child’s current abilities and deficits, so that the IEP team can plan appropriate goals and services for my child going forward. 

· I believe my child is receiving special education under the wrong eligibility category, and would like my child to be re-evaluated for possible eligibility under the category of _[state one of the 13 IDEA eligibility categories that you think is more appropriate]_.

· I believe a re-evaluation is needed to determine if my child would benefit from assistive technology.  Specifically, I understand that [Assistive Technology Device or Service] can improve functioning for children with  [Your Child’s Type of Disability]. 

· I believe a re-evaluation is needed to determine if my child requires a related service that my child is not currently receiving through their IEP, _[state the related service, such as speech therapy or occupational therapy]_.

The best way to reach me is ​​[by phone and/or e-mail, provide specific number and/or address].  Thank you.   

Sincerely, 

_[Your Name]_
8.
SAMPLE LETTER REQUESTING A REVIEW OF AN IEP
[Parent Name/Contact Information] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child’s Name and School]
Dear _[Name of Director of Special Education]_:

I am the parent of [Name of Child],  age ___, who attends [Name of School].  My child receives special education services because of his/her [Type of Disability]. 

I am writing to request that the [Name of School District or Charter School]  schedule an IEP team meeting in order to review my child’s current IEP and revise it if appropriate. 

My understanding is that Arizona rules require that this IEP review meeting be held within 45 school days from the date you receive this request. However, I would request that the meeting be scheduled for as soon as possible to ensure my child’s IEP is reasonably calculated to allow him/her to make progress in light of his/her circumstances. To help with the scheduling, here are the dates and times that I expect to be available in the next few weeks: 

[List dates and times that you available, or specify dates/times when you are not available to attend a meeting] 

If you have any questions, the best way to reach me is  [by phone and/or e-mail - provide specific number and/or address].  Thank you.   

Sincerely, 

_[Your Name]_

9.
SAMPLE LETTER REQUESTING PEER-REVIEWED RESEARCH

[Parent Name/Contact Information] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child’s Name and School]
Dear _[Name of Director of Special Education]_: 

I am the parent of [Name of Child],  age ___, who attends [Name of School].  My child receives special education services because of his/her [Type of Disability].   

At the last IEP meeting, school personnel proposed  [identify specific type of special education program, methodology  or related service]   for my child.  I understand that IDEA 2004 requires schools to provide special education and related services that are based on peer-reviewed research to the extent practicable.  

This letter is to request that you provide me with copies of the peer-reviewed research that supports the school’s proposal for my child.  Please include copies of all peer-reviewed research articles that apply, and if copies of the articles themselves are not available, citations to the journals or resources where the peer-reviewed research can be located. 

If no peer-reviewed research supports the school’s proposal for my child, please let me know.  Thank you.  

Sincerely, 

_[Your Name]_

10.
SAMPLE LETTER REQUESTING INFORMATION ON TEACHER 
QUALIFICATIONS
[Parent Name/Contact Information] 

[Date] 

___________, Principal/Building Administrator 

[School or Charter School]

Re:  [Name of Teacher]
Dear _[Principal/Administrator]_: 

I am the parent of _[Name of Child]_, who is in the ___ grade at _[Name of School]_.  

_[Name of Teacher]_  is one of my child’s teachers.  I am writing to learn more about the professional qualifications of _[Name of Teacher]_ and whether s/he meets the standards for “highly qualified” teachers as described in federal law.   _[Describe what type of instruction the teacher provides, i.e.,  “Ms. Brown teaches in the self-contained classroom for children with emotional disabilities,” “Mr. Hatch is the 2nd grade resource teacher, ” or “Ms. Smith teachers 10th grade math”]. 

Please answer the following questions:

1. Is   _[Name of Teacher]_ highly qualified to teach _[Type of Instruction]_? 
2. If not, will _[Name of Teacher]_ meet those standards by the end of the school year?

3. If _[Name of Teacher]_ is not highly qualified at this time, when do you expect the teacher to meet the highly qualified standard for the type of instruction the teacher provides? What additional training or coursework is needed?  

4. What are the professional qualifications of _[Name of Teacher]_ to teach _[Type of Instruction]_? Please describe the type of teaching certificate(s) and/or endorsements held by the teacher as well as the teacher’s educational background (including bachelor’s major, graduate coursework or graduate degrees).  Please describe any other State qualifications the teacher has met for the type of instruction the teacher provides. 
5. Is _[Name of Teacher]_ teaching under an emergency teaching certificate?  
If you expect that it will take longer than a week to answer these questions, please let me know.  The best way to reach me is _[by phone and/or e-mail -  provide specific number and/or address]_. Thank you. 
Sincerely, 
_[Your Name]_ 

11.
SAMPLE LETTER REQUESTING PROCEDURAL SAFEGUARDS NOTICE

[Parent Name/Contact Information] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child’s Name and School]
Dear _[Name of Director of Special Education]_: 

I am the parent of _[Name of Child]_, age ___, who attends _[Name of School]_.  

This letter is to request a copy of the procedural safeguards notice of the _[Name of School District or Charter School]_ explaining the rights of parents and students with disabilities under IDEA 2004.  Please provide me with the procedural safeguards notice within three business days of the date of this letter.  

Thank you.  

Sincerely,

_[Your Name]_ 

12.
SAMPLE LETTER REQUESTING WRITTEN NOTICE
[Parent Name/Contact Information] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child’s Name and School]
Dear _[Name of Director of Special Education]_: 

I am the parent of _[Name of Child]_, age ___, who attends _[Name of School]_.  An IEP meeting regarding my child was held on _[Date]_. 

At the IEP meeting, school personnel proposed/refused [state what was proposed or refused during the IEP meeting, i.e.— inclusion in a regular education class, additional supports in the classroom, assistive technology device, a related service such as occupational therapy, etc.]_.  

Please provide me with written notice regarding this proposed/refused change before it is implemented, as required by IDEA 2004 and its regulations, as well as Arizona state law.

Thank you. 

Sincerely,

_[Your Name]_ 

13.
SAMPLE LETTER REQUESTING INDEPENDENT EDUCATIONAL 
EVALUATION

[Parent Name/Contact Information] 

[Date] 

___________, Director of Special Education

[School District or Charter School]

Re:  [Your Child’s Name and School]

Dear ______________: 

I am the parent of _[Name of Child]_, age ___, who attends _[Name of School]_.  

_[Name of School District or Charter School]_ recently conducted a special education evaluation of my child. I disagree with this evaluation and the decisions the IEP team has made based on the evaluation results.  This letter is to request that _[Name of School District or Charter School]_ provide an independent educational evaluation for my child at public expense, as required by IDEA 2004 and its regulations.  

Please provide me with the necessary information about the next steps for scheduling the independent educational evaluation, including a copy of your agency criteria and a list of private evaluators in my area.  If you have any questions, the best way to reach me is ​​[by phone and/or e-mail - provide specific number and/or address].  Thank you.   

Sincerely,

_[Your Name]_ 

5025 East Washington Street, Suite 202


177 North Church Avenue, Suite 800

Phoenix, Arizona 85034-7437



Tucson, Arizona  85701-1119

(602) 274-6287 (Voice) – (602) 274-6779 (Fax)

(520) 327-9547 (Voice) – (520) 884-0992 (Fax)

www.azdisabilitylaw.org
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