



This is a template letter to request a functional behavioral assessment. Send this letter to the Special Education Director by certified mail with a return receipt.  Keep a copy for your records. 
In order to remove the “TEMPLATE” watermark in MS Word, go to the Page Layout tab in the Page Background group and click Watermark.  Select Remove Watermark.
(Date)

(Insert your name)

(Insert your address)

(Insert name of Special Education Director), Special Education Director

(Insert name of county) County Schools

(Insert address)

RE:  Request for a functional behavioral assessment

Dear Mr. or Ms. (Insert Special Education Director’s last name):

I am the parent of (Insert child’s full name), who is in the (Insert child’s grade) grade at (Insert name of child’s school). I am writing to request the school to conduct a functional behavioral assessment of my child. Please consider this letter as written consent for the functional assessment evaluation.
It is my understanding that the first step in this process is to have a team meeting, which includes me. The meeting is to identify target behaviors, the purpose of the behaviors so that IEP goals and objectives can be identified, and interventions and modifications that can be developed and implemented through a Positive Behavioral Support Plan using proactive strategies.  
Please contact me within the next eight (8) days to arrange a team meeting date or provide prior written notice within five (5) days if the LEA is refusing my request.  
Respectfully,

(Sign your name)

(Type your name)

cc: (Insert principal’s full name), Principal
Note:  If a student already has an IEP, the LEA will have sixty (60) days to complete the functional assessment, develop the positive behavioral support plan, and train staff responsible for the plan’s implementation. If the school refuses to do a functional behavioral assessment, write a letter requesting prior written notice explaining why they are refusing to do so. Send the letter by certified mail with a return receipt. Keep a copy for your records.


