[Your Name(s)]
 [Your Address]
 [Your Phone Number]
 [Your Email Address]

[Date]
[Principal's Name] (or Director of Special Education) 
[School Name] 
[School Address]

Subject: Request for Initial Special Education Evaluation for [Child's Full Name], DOB: [Child's Date of Birth]
Dear [Principal's Name or Director of Special Education],
I am writing to formally request a comprehensive special education evaluation for my child, [Child's Full Name], who is [Child's Age] years old and is currently in the [Child's Grade Level] grade at [School Name], in [Teacher's Name]'s class. [Child's Name]'s date of birth is [Child's Date of Birth].
I am concerned about [Child's Name]'s educational progress and believe that [he/she/they] may have a disability that is impacting [his/her/their] ability to learn and succeed in the general education environment.
Specifically, I have observed the following concerns:
· Academic Concerns: [Describe specific academic difficulties, e.g., significant struggles with reading fluency and comprehension, consistent difficulty with math concepts, inability to complete written assignments, difficulty following instructions, falling behind peers in specific subjects]. For example, [provide specific examples, e.g., "despite extra help, he still cannot read grade-level texts independently," or "she consistently scores well below average on math assessments"].
· Behavioral Concerns (if applicable): [Describe specific behavioral issues, e.g., frequent disruptions, difficulty staying focused, impulsivity, emotional outbursts, difficulty with transitions]. For example, [provide specific examples, e.g., "he often gets out of his seat during lessons," or "she becomes very upset when asked to switch activities"].
· Social/Emotional Concerns (if applicable): [Describe specific social/emotional difficulties, e.g., difficulty interacting with peers, anxiety in social situations, low self-esteem related to schoolwork]. For example, [provide specific examples, e.g., "he avoids group work," or "she expresses a lot of worry about school every morning"].
· Other Concerns (if applicable): [Mention any other relevant concerns, such as difficulties with organization, fine motor skills, communication, etc.].
I understand that under the Individuals with Disabilities Education Act (IDEA), I have the right to request an evaluation to determine if my child is eligible for special education services. I am requesting a full evaluation in all areas of suspected disability, including but not limited to [suggest specific areas if you have an idea, e.g., academic achievement, cognitive ability, speech and language, social-emotional development, fine motor skills].
Please provide me with a copy of the school district's "Notice of Procedural Safeguards" and any other forms or information necessary to initiate this evaluation process. I understand that the school district has a specific timeframe to respond to this request and to complete the evaluation.
I am available to discuss this matter further and to provide any additional information you may require. You can reach me at [Your Phone Number] or [Your Email Address].
Thank you for your prompt attention to this urgent matter. I look forward to your response and working collaboratively to support [Child's Name]'s educational needs.
Sincerely,
[Your Signature(s)]
 [Your Typed Name(s)]

