
[Your Name]  

[Your Title]  

[Your Institution/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Institution/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to address some 

concerning behavior issues observed in [Student's Name], who is currently 

enrolled in [Grade/Class/Program Name].  

Over the past [duration], we have noticed [specific behavior issues, 

e.g., difficulty in following instructions, social conflicts with peers, 

etc.]. These behaviors have impacted not only [Student's Name]'s learning 

but also the overall classroom environment.  

To support [Student's Name] in addressing these issues, we have 

implemented [specific interventions or strategies put in place], and we 

believe that a collaborative approach will be beneficial. We encourage 

open communication and would like to set up a meeting to discuss how we 

can work together to provide the necessary support for [Student's Name].  

Please let us know your availability for a meeting in the coming weeks. 

We appreciate your attention to this matter and look forward to 

collaborating for [Student's Name]'s success.  

Thank you for your understanding.  

Sincerely,  

[Your Name]  

[Your Title] 


