THE JACKIE PROJECT · FAMILY ADVOCACY TEMPLATES · SCHOOLS
Request an IEP Meeting
A formal letter triggering the school's legal obligation to respond within 10 school days.

	
	You have the right to request an IEP meeting at any time. The school is legally required to respond. This letter starts that clock.



BEFORE YOU SEND THIS LETTER
Gather the following before you write your letter:
1. Your child's most recent IEP document (if one exists)
1. Any recent reports, evaluations, or communications from the school
1. Notes on specific incidents or concerns you want addressed
1. The name of your child's case manager or special education coordinator

YOUR LETTER

	Fill in the bracketed fields before sending. Keep a copy for your records.



	Date:
	_______________________________



	Your Name:
	_______________________________



	Your Address:
	_______________________________



	School Name:
	_______________________________



	Principal / SpEd Coordinator:
	_______________________________



Dear [Principal/Special Education Coordinator Name],

I am writing to formally request an Individualized Education Program (IEP) meeting for my child, [Child's Full Name], who is currently enrolled in [Grade] at [School Name].

I am requesting this meeting because [briefly describe your concern — for example: my child's current placement is not meeting their needs / I have concerns about recent disciplinary actions / I believe my child requires additional evaluation / I want to review and revise the current IEP goals].

Under the Individuals with Disabilities Education Act (IDEA), 20 U.S.C. § 1414(d)(1)(B), I understand that as a parent I have the right to request an IEP meeting at any time. I am requesting that this meeting be scheduled within 10 school days of your receipt of this letter.

I would like the following individuals to be present at this meeting:
1. My child's general education teacher(s)
1. My child's special education teacher or case manager
1. A school administrator with authority to make placement decisions
1. Any relevant related service providers (speech, OT, counselor, etc.)
1. [Any additional person you are bringing — advocate, family member, interpreter]

Please confirm receipt of this request and provide me with at least three proposed meeting dates and times. I am available [insert your general availability].

If you have any questions, you may reach me at [phone number] or [email address].

Respectfully,

[Your Signature]

[Your Printed Name]

[Relationship to Child]

AFTER YOU SEND IT
1. Send by email AND certified mail — you want a paper trail with timestamps.
1. Write down the date you sent it. The 10-school-day clock starts that day.
1. If you don't hear back within 5 school days, follow up in writing.
1. If the school refuses or ignores your request, contact Disability Law Colorado (DisabilityLawCO.org) or your state's Parent Training and Information Center.

YOUR RIGHTS UNDER IDEA
IDEA guarantees parents the right to: participate in all IEP meetings, request evaluations, review all educational records, obtain an Independent Educational Evaluation (IEE) at public expense if you disagree with the school's evaluation, and file a State Complaint or request a Due Process Hearing if you believe your child's rights have been violated.

	
	You already know your child. This letter makes the system hear that.



This template was prepared by The Jackie Project. It is intended as a starting point — adapt it to your specific situation. For legal advice, contact Disability Law Colorado or your local legal aid organization.
The Jackie Project  ·  jackieproject.org  ·  Ashle@becomingagoat.org  ·  720-788-1348
