LETTER REQUESTING AN INITIAL EVALUATION BY THE SCHOOL DISTRICT

Note to Parents:  
The letter written below is for parents whose child is having difficulty in school and who has not yet been evaluated by the school district. Within it are mentioned several types of testing such as physical, occupational and speech therapy, math and reading.  Your child may not need all this testing in which case you should delete the part that doesn’t apply.  On the other hand, if there are other types of evaluations you would like for your child, include those as well.  
After you have edited and printed the letter below, print a copy of the letter marked OSEP Memo Evaluations and RtI.  It is in a separate .pdf file on my website (TheIEPAdvocate.com) under “letters and forms.”  It is important that you print and send this second letter with your evaluation request because many school personnel are confused about when to do evaluations that parents request.  As a result, many parents are told evaluations cannot be done, or Response to Intervention must be done first, or any number of other excuses, and the evaluations do not get done.  This is wrong, and the second letter clarifies this for school personnel.  

Send the letters to the principal of your child’s school; the teacher has no authority over the evaluation process.  You can also send a copy to the person in your school district who is responsible for evaluations.  You can email the letter, but I always recommend sending the letter through regular mail, certified mail and return receipt requested, because then you have proof of the date of delivery.   If you have any questions, please feel free to contact me.  I wish you all the best.

Pam Lindemann, TheIEPadvocate@hotmail.com

407-342-9836
www.TheIEPadvocate.com
Encouraging, Educating and Empowering

Families of Children With Special Needs
[Date]
[Name of Principal]
[Name of School]
[Street Address]

[City, State  Zip]

Dear [Mr./Ms. Principal’s Name],

RE:  [Insert Your Child’s Name Here]

I am hereby requesting that [Insert Name of County] School District conduct a complete and thorough Intellectual Assessment, Cognitive Processing Assessment, and Academic Assessment, as well as emotional/behavioral testing [parents: only if this is an area of concern] for my child.  In addition, I am requesting [occupational therapy evaluation, speech/language evaluation and/or a physical therapy] evaluations.  Please note:  I am requesting full evaluations, NOT screenings.  These are some of the areas I see that my child is struggling: 
[Parents:  choose all that apply, delete those that don’t, feel free to add others not listed]
Reading

Math

Inability to do writing projects

Behavioral problems in the classroom

Inability to pay attention

Cannot transition between activities

Forgets to bring papers, books and homework home

Forgets to turn in homework

Very disorganized

Very anxious about going to school; doesn’t like school


Poor social skills:  does not have friends, or only has a few friends


Doesn’t know how to appropriately interact with peers


Other areas: __________________________________________________________


____________________________________________________________________

I understand the school district has 60 school days, from the date of my consent, within which to complete these evaluations.  Please accept this letter as my full consent to conduct the testing. If the school district does not complete the evaluations within 60 school days, I will then exercise my rights under IDEA and will request an Independent Education Evaluation (IEE), to be conducted by the evaluator of my choice, at school district expense.  Unless I hear from the school district in writing within the next two weeks, I will assume my child will be scheduled for the above evaluations accordingly.  If there is any question as to whether or not the district must complete these evaluations, please refer to the attached letter from the United States Department of Education, Office of Special Education and Rehabilitative Services.
Finally, if a Response to Intervention (RtI) program needs to be initiated to help my child overcome these difficulties, I am requesting an RtI meeting be held as soon as possible to initiate the intervention plan.  I want to participate in this planning session.

If an RtI plan is already underway, please provide me with a written copy – within 10 days of this letter - of the intervention plan currently being implemented.  I understand that I have the right to know the problem area(s) you have identified, the specific intervention(s) you are using to help my child, the person(s) responsible for implementing the plan, and a summary of the progress (or lack of progress) my child is making with the intervention so far.  I also understand that under RtI guidelines, this data should be presented to me in charts and/or graphs for ease of understanding.
Thank you for your attention to this matter and for helping my child receive a free appropriate public education.
Sincerely,

[Parent’s Name]

[Parent’s Phone Number]

[Parent’s Street Address]

[City, State, Zip]

