
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization/School Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to you regarding [Child's 

Name], who is in [grade/class] at [school's name]. As [his/her/their] 

[parent/guardian], I want to ensure that [he/she/they] receives the 

necessary support for [his/her/their] emotional and special needs. 

[Child's Name] has been navigating challenges associated with [specific 

condition/challenges], and it is crucial for [his/her/their] well-being 

that [he/she/they] has access to appropriate emotional support and 

resources within the school environment. I would like to discuss 

potential accommodations and strategies that can be implemented to assist 

[him/her/them] during this time.  

Some areas I believe could be beneficial include:  

1. [Specific support suggestion 1]  

2. [Specific support suggestion 2]  

3. [Specific support suggestion 3]  

I appreciate your attention to this important matter, and I am hopeful we 

can work together to create a supportive environment for [Child's Name]. 

I would welcome an opportunity to meet and discuss this further. Please 

feel free to contact me at [your phone number] or [your email address] to 

arrange a meeting at your earliest convenience. 

Thank you for your understanding and support. 

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


