PAVE Provides Sample Letters to Support
Families in their Advocacy
An advocate is someone who works toward a cause or goal. Sometimes the hardest part of
advocacy is figuring out what to do next. When a child has unmet needs at school, family
advocates can seek changes to a student’s services by asking for an evaluation, a meeting,
a behavioral assessment, or something else. Putting any request in writing formalizes the
process and holds everyone accountable.
PAVE helps families get started with a collection of sample letters. We’ve bundled links to
those letter templates here for easy reference. Each link takes you to a short article with
key information to help you understand the process of special education and how your
customized letter can move you forward in that process.
Always keep your “why” in mind. Why are you taking action? Because you want something
to improve for your child! PAVE’s short video, Quick Start Your Advocacy in Two Steps,
might help you get ready to craft a letter. The video helps you ask two key questions:
•

What do you want?

•

Who has the power to work with you and make that happen?

As you write your letter, keep those questions and your “why” top of mind. Here are
articles with sample letters to help you begin your next step:
•

Sample Letter to Request Evaluation: Schools are required to evaluate students to
determine eligibility for a Section 504 Plan or an Individualized Education Plan (IEP). A
referral can come from anyone with knowledge of the student and must be in writing.
This article provides a sample letter and a link to an alternative form provided by the
Office of Superintendent of Public Instruction (OSPI).
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•

Sample Letter to Request an IEP Meeting: Family members can request an IEP team
meeting anytime there are concerns about how the IEP is being implemented and
whether a student may have unmet needs. This article includes information about who
is required to attend an IEP meeting and the rights of parents to participate in
educational decision making.

•

Sample Letter to Request a Functional Behavioral Assessment: If a child’s behavior is
getting in the way of their education, the school is responsible to assess the
problematic behaviors and develop a support plan to teach the student what to do
instead. In addition to a sample letter, this article provides a link to a video to help
families and schools work together through this process.

•

Evaluations Part 2: Next Steps if the School Says ‘No’: If the school evaluates a
student and says they aren’t eligible for an IEP or a specific area of service, parents
have steps they can take if they disagree. One option is to request an Independent
Educational Evaluation (IEE) from an outside provider. This article provides a sample
letter for requesting an IEE at school district expense. If the family requests an IEE
because they disagree with the school’s evaluation or its conclusions, then the district
must pay for the IEE or deny the request through Due Process: IEE denials are
evaluated by an Administrative Law Judge.

Families who want individualized assistance can reach out to PAVE by clicking Get
Help and filling out the online request form or by calling 1-800-5-PARENT.
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