SPECTRUM UNLOCKED

School Communication Email Templates

Copy, Customize & Send — 5 Templates for Common Situations

How to use these templates: Copy the text, replace the [bracketed items] with your details, and send
via email. Always keep a copy for your records. Written communication creates a paper trail that
protects your child’s rights.

Template 1: Requesting an IEP Meeting

Subj ect: Request for IEP Meeting —[Child’ s Full Nane]

Dear [ Special Education Coordinator],

I amwiting to formally request an I EP neeting for ny child, [full nanme], who is
currently in [grade/class] at [school nane]. | am making this request under ny
parental rights under | DEA.

I would like to discuss [briefly state 1-2 specific concerns].

I am available [list dates/tines], but I amhappy to work with the teanis
availability. Please |et me know the next steps for scheduling.

Thank you for your attention to this matter.

[ Your Nane]
[ Dat €]

Template 2: Following Up After a Meeting
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Subj ect: Follow Up —IEP Meeting [ Date]
Dear [ Team Menbers],

Thank you for nmeeting with us on [date] to discuss [child s nane]’s IEP. | want to
confirm nmy understandi ng of what was di scussed and agreed upon:

e [Agreenment 1]
e [Agreenent 2]

e [Action itemand who is responsi bl €]

Pl ease I et nme know if | have missed anything or if any of the above does not match
your understanding. | |ook forward to receiving the updated | EP docunent.

[ Your Nane]
[ Dat €]

Template 3: Reporting a Concern

Subj ect: Concern Regarding [Specific Issue] —[Child s Nane]
Dear [ Teacher/ Coordi nator],

I wanted to bring to your attention a concern regarding [specific issue]. [Child' s
nane] has been [describe what you have observed or what your child reported].

I would |like to understand what is happening during the school day and di scuss how
we can address this together. Wuld you be available for a brief call or neeting
this week?

Thank you for hel ping me understand the situation.

[ Your Nane]
[ Dat e]

Template 4: Service Not Being Provided
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Subj ect: [Therapy Type] Services —[Child s Nane]
Dear [ Special Education Coordinator],

I amwiting to follow up on [child s name]’s | EP-nandated [therapy type]
services. The current |EP specifies [X sessions per week of Y minutes]. Based on
the therapy log, [child s nanme] has received [actual nunmber] sessions in the past
[tine period].

I understand that scheduling challenges can arise. | would like to work with the
teamto ensure these services are delivered as specified and to discuss a plan for
maeki ng up ni ssed sessions.

Thank you for your attention to this.

[ Your Nane]
[ Dat e]

Template 5: Requesting an Evaluation

Subj ect: Request for Evaluation —[Child' s Full Nane]
Dear [ Special Education Coordinator],

| amwiting to formally request a conprehensive evaluation of nmy child, [full
nane, date of birth], for special education services under the Individuals wth
Di sabilities Educati on Act (I|DEA).

I am concerned about [briefly describe concerns: speech/| anguage devel opnent,
soci al interaction, behavioral challenges, academ c progress, sensory processing,
etc.].

I understand that the school has [state-specific tineline, typically 15-30 school
days] to respond to this request. Please provide witten confirmation of receipt
and the next steps in the eval uation process.

Thank you.

[ Your Nane]
[ Dat e]

Pro Tip

Always follow up verbal conversations with a written email confirming what was discussed. Start with:
“As discussed in our conversation on [date], | am confirming...” This creates a paper trail and
activates legal timelines for formal requests.
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