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School Email
Templates

Copy, fill in the brackets, send

Writing emails to your child's school shouldn't feel like drafting
a legal brief. These 12 templates cover the situations you'll hit
most: introductions, IEP requests, accommodation concerns,
bullying, FBA requests, disciplinary disagreements, and the

thank-you that builds the relationship. Lead with collaboration,
be specific, end with a clear next step.

"You don't have to choose between being warm and being
firm. The most effective school emails are both."

spectrumunlocked.com
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G E T T I N G  S TA R T E D

TEMPLATE 1

Introducing Yourself at the Start of the Year
When to use: before the school year begins, addressed to your child's primary teacher and support staff.

Subject: Introducing [Child's Name]: Important Information for This School Year

Dear [Teacher's Name],

My name is [Your Name], parent of [Child's Name], who will be in your [grade/class] this year. I wanted to
reach out before the year gets underway to share information that will help [Child's Name] have a successful
year.

[Child's Name] is a [brief positive description]. They are also autistic, and I want to make sure you have context
from day one.

What helps [Child's Name] succeed:

[Specific support, e.g., advance notice of schedule changes]

[Specific support, e.g., preferential seating]

What can be challenging:

[Specific challenge, e.g., unexpected loud sounds]

Would you be open to a short call or meeting in the first week? I'm available [days/times] and happy to work
around your schedule.

Warm regards,
[Your Name] | [Phone] | [Email]
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TEMPLATE 2

Sharing Your Child's Strengths and Triggers
When to use: early in the school year, when a new staff member joins your child's team, or to update on what's
working.

Subject: [Child's Name]: Strengths, Sensory Needs, and What Works

Dear [Teacher's Name / Team],

A practical snapshot of [Child's Name]:

Strengths and interests: [strong visual memory, deep knowledge of [topic]]

What helps them feel safe and ready to learn: consistent routine; clear, direct language (idioms and
sarcasm taken literally); brief warning before transitions ("five more minutes, then we clean up").

Sensory sensitivities: [e.g., sensitive to unexpected loud sounds; covering ears or leaving the area is a coping
strategy, not defiance]

Early dysregulation signs: [e.g., increased stimming, becoming withdrawn, or unusually silly]

What helps when struggling: [quiet space; even five minutes can reset things]

I update this as [Child's Name] grows. Please let me know if anything seems outdated or if you're seeing
something different in the classroom.

[Your Name] | [Phone / Email]
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I E P - R E L AT E D

TEMPLATE 3

Requesting an Initial Special Education Evaluation
When to use: when you believe your child may have a disability affecting their education and want the school
to evaluate. Under IDEA, you have the right to request in writing.

Subject: Written Request for Special Education Evaluation: [Child's Name]

Dear [Principal / Special Education Director],

I am writing to formally request a comprehensive special education evaluation for my child, [Child's Full
Name], currently enrolled in [grade] at [School Name]. Date of birth: [DOB].

I am requesting this evaluation because I have observed significant challenges with [areas of concern] that
appear to be affecting their ability to access and benefit from their education.

Specifically, I am concerned about:

[Concern 1]

[Concern 2]

I am requesting evaluation in the following areas: [academic achievement, cognitive ability, speech and
language, OT, social/emotional, and any others you deem appropriate].

Under IDEA, the school must respond within [your state's timeline, typically 15 school days] and complete the
evaluation within [typically 60 calendar days] of my written consent. Please confirm receipt and provide prior
written notice and consent forms.

Sincerely,
[Your Name] | Parent/Guardian | [Address, Phone, Email, Date]
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TEMPLATE 4

Requesting an IEP Team Meeting
When to use: between annual reviews, to address a change in needs, a new concern, or goals not being met.

Subject: Request for IEP Team Meeting: [Child's Name]

Dear [Special Education Coordinator / Case Manager],

I am formally requesting an IEP team meeting for my child, [Child's Full Name], currently in [grade] at [School
Name].

Specifically, I would like the team to discuss:

[Topic 1]

[Topic 2]

Under IDEA, parents have the right to request an IEP team meeting at any time. I am available [days/times]
and happy to work around the team's schedule. Please respond with available dates within [10 school days].

Thank you,
[Your Name]
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TEMPLATE 5

Following Up After an IEP Meeting to Confirm Decisions
When to use: within 24 to 48 hours after any IEP meeting. Creates a written record and surfaces
misunderstandings before they become problems.

Subject: Follow-Up: IEP Meeting for [Child's Name] on [Date]

Dear [Case Manager],

Thank you for meeting on [date]. I wanted to follow up in writing to confirm my understanding of the
decisions and next steps.

Based on my notes, the team agreed to the following:

Services and supports: [Decision, e.g., speech therapy increases from 30 to 60 minutes weekly beginning
[date]]

Goals: [Goal update or addition]

Accommodations: [New or modified]

Action items: [Who] will [do what] by [date]

If I have misunderstood or missed anything, please let me know. I'll look for the updated IEP within [two
weeks / agreed timeframe].

Thank you,
[Your Name]
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TEMPLATE 6

Requesting an Independent Educational Evaluation (IEE)
When to use: when you disagree with the school's evaluation. Under IDEA, you have the right to an evaluation
by an independent evaluator at the school's expense.

Subject: Request for Independent Educational Evaluation at Public Expense: [Child's Name]

Dear [Special Education Director],

I am formally requesting an Independent Educational Evaluation (IEE) at public expense for my child, [Child's
Full Name].

I am making this request because I disagree with the school's evaluation of [Child's Name] conducted on
[date(s)]. Specifically, [brief explanation, e.g., the evaluation did not adequately assess [specific area]].

Under IDEA (20 U.S.C. § 1415(b)(1)) and 34 C.F.R. § 300.502, I have the right to request an IEE at public
expense when I disagree with the school's evaluation.

I understand the district may either fund the IEE or initiate a due process hearing to defend its evaluation.
Please advise me of the district's IEE criteria (evaluator qualifications, geographic restrictions, cost guidelines)
and your response within [10 school days].

Sincerely,
[Your Name] | Parent/Guardian
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TEMPLATE 7

Reporting IEP Accommodations Not Being Implemented
When to use: when accommodations or services in the IEP are not being consistently provided.

Subject: Concern: IEP Accommodations Not Being Implemented for [Child's Name]

Dear [Principal / Special Education Coordinator],

I am writing to share a concern about the implementation of [Child's Name]'s current IEP. Based on [my
child's reports / recent communication / direct observation on [date]], the following accommodations are not
being consistently provided:

[Accommodation, e.g., extended time on tests]

[Accommodation, e.g., preferential seating]

[Child's Name]'s IEP was last reviewed on [date] and specifies these supports because they are essential to
accessing education on equal footing with peers.

I'd like to schedule a call or brief meeting to understand what has happened and to make a plan to ensure
the IEP is followed consistently going forward. I am available [days/times]. I'm keeping a copy of this
correspondence for my records.

Thank you,
[Your Name]

D AY - TO - D AY  C O N C E R N S
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TEMPLATE 8

Reporting a Bullying Incident
When to use: as soon as possible after a bullying incident is reported to you or witnessed. Prompt written
documentation is critical.

Subject: Bullying Incident Involving [Child's Name] on [Date]

Dear [Principal],

I am formally reporting a bullying incident involving my child, [Child's Full Name], that occurred on [date] at
[location].

Based on what [Child's Name] told me / what I observed: [describe clearly and factually: who, what, who
witnessed].

I am requesting:

A prompt investigation of this incident

Written confirmation of steps the school is taking

A meeting to discuss how to ensure [Child's Name]'s safety going forward

Please respond within [3 to 5 school days] on how the school is proceeding.

[Your Name]
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TEMPLATE 9

Addressing a Classroom Concern
When to use: when something in your child's classroom warrants a conversation but doesn't rise to an IEP
violation.

Subject: Question About [Child's Name]'s Classroom Experience

Dear [Teacher's Name],

I hope you're doing well. I wanted to reach out about something [Child's Name] mentioned, and get your
perspective before drawing conclusions.

[Child's Name] told me that [describe the concern in neutral, factual terms].

I want to make sure I understand the full picture. I know there's a lot I don't see from home. Could we find a
few minutes to talk this week, by phone or email? I'm available [days/times].

I appreciate everything you do for [Child's Name]. Hoping we can address this together.

[Your Name]
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TEMPLATE 10

Requesting a Functional Behavior Assessment (FBA)
When to use: when behavioral challenges at school need systematic assessment rather than punishment-based
responses.

Subject: Written Request for Functional Behavior Assessment: [Child's Name]

Dear [Special Education Coordinator / Principal],

I am formally requesting a Functional Behavior Assessment (FBA) for my child, [Child's Full Name], currently in
[grade] at [School Name].

[Child's Name] has been experiencing recurring behavioral challenges, including [brief description]. I believe
these behaviors are communicating an unmet need, and a systematic FBA is necessary to understand the
function so appropriate supports can be put in place.

I am requesting that the FBA:

Identify the specific behaviors of concern

Analyze antecedents (what happens before) and consequences (what happens after)

Determine the function the behavior serves

Result in a Behavior Intervention Plan (BIP) based on positive behavioral supports

Please provide written confirmation of this request and a timeline for completion.

Sincerely,
[Your Name]
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TEMPLATE 11

Responding to a Disciplinary Action You Disagree With
When to use: when a suspension or disciplinary consequence was inappropriate, disproportionate, or failed to
account for disability-related behavior.

Subject: Concern Regarding Disciplinary Action for [Child's Name] on [Date]

Dear [Principal],

I am writing regarding the disciplinary action taken against my child, [Child's Full Name], on [date]:
[description, e.g., one-day out-of-school suspension for [behavior]].

I have several concerns:

1. Disability-related behavior: The behavior may be related to [Child's Name]'s disability. Under IDEA, for
students with IEPs, schools are required to conduct a Manifestation Determination Review (MDR) for
suspensions of more than 10 cumulative school days. [If applicable: I am requesting that an MDR be
conducted.]

2. IEP compliance: [Child's Name]'s IEP includes [specific supports, e.g., a Behavior Intervention Plan]. I am
concerned these supports were not in place at the time of the incident.

3. Proportionality: [Optional: briefly describe why the consequence was disproportionate.]

I'm requesting a meeting with you and the relevant team to discuss this incident, review the circumstances,
and ensure [Child's Name] has the supports they need going forward. I am available [days/times].

I'm raising these concerns because I want to work collaboratively, not adversarially.

[Your Name]

P O S I T I V E  C O M M U N I C AT I O N
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TEMPLATE 12

Thanking a Teacher or Staff Member
When to use: anytime, especially when someone goes above and beyond, when a strategy worked, or at end of
year. Positive feedback builds the relationship.

Subject: Thank You, [Teacher's Name]

Dear [Teacher's Name],

I wanted to take a moment to say thank you.

[Specific, genuine reason, e.g., when [Child's Name] had such a hard week in early October, you didn't escalate
or give up. You got curious and tried something different. That made a real difference, both to them and to me.]

Raising a child with a disability means spending a lot of time advocating, worrying, and problem-solving. It
means so much when a member of the school team genuinely sees my child and goes the extra mile. [Child's
Name] [talks about you / lights up when your name comes up / has grown so much this year], and I know
that's in no small part because of your care.

I wanted you to know that it doesn't go unnoticed.

With gratitude,
[Your Name]
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Documentation tips

Keeping good records doesn't have to be complicated, but it matters enormously if you ever need to escalate.

Email habits that protect you
Send important requests by email, even after a phone conversation. A follow-up note ("I wanted to
confirm our conversation today...") creates a written record.

CC yourself on every important email. Some parents use a separate email address just for school.

Specific subject lines including child's name and topic make searching easy later.

Note when you sent each email and when you got a response (or didn't).

Building a paper trail
Save important emails as PDFs periodically. Email providers change.

Keep a simple log: date, who you contacted, what you asked, what they said, what's next.

If a conversation happens in person or by phone, send a follow-up email summarizing what was discussed.

If you don't get a response
Wait 3 to 5 school days, then follow up referencing your original email.

If a second follow-up goes unanswered, send to both teacher and principal, copying yourself.

For time-sensitive legal requests (evaluation, IEE), consider certified mail in addition to email.

Tone and timing
Write when you're calm, not in the immediate aftermath of an upsetting incident. Draft, sleep on it, send.

Lead with collaboration. Most school staff genuinely want to help; starting adversarially makes your job
harder.

Be specific. "Things aren't going well" is hard to act on; "four meltdowns this week he says are triggered by
cafeteria noise" is.

Save your firmest language for when it's truly needed. Escalating too quickly leaves nowhere to escalate
to.
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Skip the blank page
Beacon's School Email Generator (free first generation, paid after) drafts the email for you in your
voice, using what it already knows about your child. It picks the right tone (collaborative, escalated, or
formal-legal) based on what you ask for.

→ beacon.spectrumunlocked.com/workshop

https://beacon.spectrumunlocked.com/workshop
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Documented
is protected

Schools work in writing. Phone calls disappear; emails don't. Send the
email, save the email, follow up if you don't hear back, and lead with
collaboration. Most of the time, you'll get a partner. The rest of the

time, you'll have a record.

"You can be warm and firm at the same time. The best
emails always are."

Visit spectrumunlocked.com for free tools, guides, and community.

Follow us @spectrum_unlocked

Unlock what's possible.


