SAMPLE LETTER

REQUEST FOR EVALUATION OF CHILD





(Be sure to keep a copy for your records)

(Date)

(Name of SPED Director)

1234 School Rd
Shreveport, LA 71105
RE: Request for evaluation for special education services

Dear (Name of Coordinator)

I would like my child (name of child) to be evaluated for special education services.  (Describe reasons you believe the child may need special education. See example below.)

It is my understanding that the parish will evaluate (name of child) at no charge to me, within sixty calendar days of receiving my consent to the evaluation.  Please forward any necessary forms to me within ten working days, and I will complete and return them as soon as possible.  If you need any further information, or would like to meet with me, please let me know.  My telephone number is (telephone number).
Sincerely,

(Parent’s name, address, and telephone number)

Example:

Jane is three years old, and is very slow in developing speech and language.  She speaks like a two year old.  This has been observed and commented on by her day care providers who deal with a lot of children of these age groups.  Except for her speech problems, she seems very bright.  Her pediatrician has also expressed some concerns, and has suggested that we have her evaluated for speech and language problems so that she can get any needed services as early as possible.
