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Stephanie:

Hey everyone.  My name is  Stephanie and I  am your host and founder here at  the 
intentional  IEP for al l  of  these guest speaker chats for the summer PD series.  I 'm so 
excited to be here today with my fr iend,  Steve,  we're gonna be talking al l  about the 
evaluation request letter.  You have no idea what that is .  I f  you've never set one,  but 
you're curious you're in the r ight place.  But before we get started,  Steve,  wi l l  you 
please share a l i tt le bit  about you,  your teaching experience and your role at  
education,  your role at  education,  your role at  the IEP table too.

Steve:

There,  there we go.  Al l ,  a l l  of  that.  That's  good.  Um, so,  uh,  currently I  work for the 
epi lepsy Al l iance,  Ohio,  and I  work with parents whose chi ldren either need a 5 0 4 
plan or an IEP.  Uh,  and my teaching experience is  I 've been a teacher,  a  principal  
director of  special  education,  uh,  instructional  supervisor,  a  superintendent.  I  
worked as a highly ski l led educator for the Kentucky department of  education,  
helping schools  raise their  student an achievement level .  Uh,  and,  um, I 've,  I 've been 
a presenter at  mult iple local  state regional  and,  uh,  at  national  conferences.  And, 
um, actual ly,  I 'm, I 'm also a proud member of  the master IEP coach,  um, network.  
And,  uh,  I  get lots  of  great ideas from those folks as wel l .

Stephanie :

And that is  how Steve and I  met through the master IEP coach network.  Um, and I 'm 
very excited about this  conversation today because I  personal ly  have never written 
an evaluation request letter that was always handled by l ike the diagnostic ian or the 
art  faci l i tator.  Art  faci l i tator is  the annual  review. I  a lways mess a lot.  I  don't  
remember what the D stands for,  but i t 's  a  Texas thing.  Um, so I 'm very excited to 
talk with you about this  today.  So let 's  just  dive in and get started.  What is  an 
evaluation request letter and when might an IEP,  you need to see one,

Steve:

Uh, the,  the parents that I  work with,  many of  them have been trying for years and,  
and,  and I 've just  come in lately working with them, uh,  asking to be evaluated and 
they've been denied.  And,  and,  and so I  just  f inished working with a who's,  who's  
been trying for seven years to get an IEP for her daughter.  And, and so I ,  I ,  I  can tel l  
you evaluation request letters,  get people's  attention and,  and it  sometimes it 's  the 
yeah.  Yeah.  Uh,  and,  and,  and so what,  i t 's  a  request,  an evaluation request later is  
just  putt ing school  on notice that you as a parent have,  uh,  have suspect that your 
chi ld has,  uh,  uh,  a disabi l i ty.  And you'd l ike to f ind out i f ,  i f  they fact  in fact  do have 
a disabi l i ty,  uh,  you know, parents are,  are entit led to,  to get a,  uh,  a psychological  
and an educational  evaluations.

Steve:

Some wil l  go for a,  what's  cal led a neuropsychological  evaluation,  which is  a l i tt le 
more in depth.  Uh,  sometimes parents have,  uh,  things aren't  going academical ly  wel l  
for  their  k ids.  Sometimes it 's  behavioral  issues.  And,  and here's  an important word,  
two words that parents always have to put in their  letter,  and that is  adverse impact.  
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What is ,  what is ,  or  is  i t  happening? That's  having an adverse impact on your chi ld's  
free and appropriate publ ic  education.  And,  and so sometimes it  helps to,  to put in 
free and appropriate publ ic  education,  adverse impact.  I t  gets people's  attention 
real ly  does.  Uh,  sometimes it 's  about functional  ski l ls  and,  and a lot  of  the cl ients 
that I  work with,  uh,  they have executive functioning defic its .  They,  they,  they have 
trouble gett ing started on a task.  They have trouble going and completing a task.  
They have trouble with organization and planning and,  and response inhibit ion.

Steve:

And, um, sometimes they're short  term memory is ,  is  dysfunctional .  Uh,  and,  and so,  
you know, those APS just,  aren't  only for academics,  they're also for these functional  
ski l ls .  And sometimes parents don't  real ize that.  Um, and,  and what happens is ,  um, 
there's  a,  there's  a,  a  part  in IDE it 's  cal led chi ld f ind.  And every school  is ,  is ,  is  
obl igated to publ ish a chi ld.  F ind notice every year as a principal ,  I  put i t  in  my 
student handbook,  so that,  and parents had to s ign off  that they read the handbook 
so that I  I 'd  have documentation that we publ ished our chi ld f ind notice,  uh,  schools  
usual ly  have,  uh,  what's  cal led a pre-referral  team. And,  uh,  sometimes how they,  
how, how the team wil l  get the letter.  There,  there are couple of  ways that kids could 
be referred for evaluation.  One is  the teachers are usual ly  the f irst  ones that see 
issues.

Steve:

Okay.  And so they can bring it  to the attention of  the administrator who, uh,  is  in 
charge of  the pre-referral  team. Then the administrator contacts,  the parents says,  
Hey,  you know, the teachers are seeing some things with your,  with your student.  Uh,  
and we'd l ike for you to come in for a meeting so that we can discuss possible 
evaluation,  okay.  Or the parent can send the letter.  And, and I  always that when 
parents send this  letter,  I ,  I ,  I ,  I  suggest that they send it  to the principal ,  the 
assistant principal ,  the school  counselor,  uh,  the teachers and the intervention 
special ists,  so that everybody becomes aware that I  suspect that my chi ld has a 
disabi l i ty.  I  a lways l ike to spread around the accountabi l i ty.  Um, and so what,  what 
happens? Um, there's  a meeting.  And i f ,  i f ,  i f  I ,  as  a parent make the,  make the 
request,  uh,  the administrator wi l l  g ive everybody at  the table,  a  copy of  my letter.  
And,  and,  and so,  you know, there's  two things that can happen at  that pre-referral  
meeting either.  They say that the team says,  yep,  we' l l  evaluate.  Or they say,  no,  
we're not going to evaluate.  And then the parent has to f igure out,  you know, what 
they want to do after that.  Cause they do have other recourses,  uh,  when they don't  
agree with the decis ion and,  and that,  so that's  when the team gets to see the letter.

Stephanie :

What do they only do you only send the evaluation request letter for init ial  
el ig ibi l i ty? Or can this  be because from, from my understanding,  please,  correct me if  
I 'm wrong.  So evaluations and reevaluations happen every three years,  but a parent 
can request every year,  a new evaluation,  the school  doesn't  have to do it  every 
s ingle year,  but they can request i t .  Is  this  something that could be used for that or is  
the evaluation request letter only for init ials?
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Steve:

Oh, I ,  I  think,  I  a lways say put things in writ ing document,  document documents,  start  
the paper trai l .  And,  and so for the init ial ,  uh,  evaluation.  Yep.  Uh,  I ,  I  work with 
parents and I  get as much information about the,  I  draft  the letter.  Okay.  And I  get as 
much information from the parent about what their  k iddo is  going through and in al l  
the diff icult ies and everything.  And then I  draft  the letter and send it  back to the 
parent saying,  you know, put,  check this  out,  add or subtract  anything you want.  
That's  f ine.  This  is  your letter.  And, and,  and I  a lways,  uh,  suggest that they,  uh,  
del iver two ways,  one hand del iver the letter and two, send it  through email .  
Sometimes things get lost.  I  don't ,  I 'm sure the us postal  service does a great job.  
Sometimes letters get lost.

Stephanie :

They do get lost  frequently.

Steve:

So I  suggest hand del iver i t  to the secretary and,  and,  and then fol low it  up with an 
email .  We got two sources of  documentation.

Stephanie :

I  think that's  smart.  Cuz emails  also go to spam. Especial ly  i f  you're email ing school  
distr icts.  They have real ly  strong f irewal ls  that put a lot  of  emails  in spam or they 
don't  del iver them at al l .  They just  go,  I  don't  even know where they go.  They just  go 
to l ike email  purgatory or something.  But I  love that you said do it  twice,  l ike send 
the email ,  but also hand del iver i t .

Steve:

And, and I  a lso encourage parents to do,  uh,  a parent input statement,  um, just  to 
preserve their ,  their ,  their  r ights,  their  k iddos r ights.  Um, and,  and,  and to make sure 
everything's  covered.  And, and as you said,  you know, I ,  i t 's  a lways about letters.  I t 's  
a lways about letters.  So anything you want always send a letter.

Stephanie :

Yes.  And i f  you're l ike,  what is  a  parent input statement? How do I  write that? We 
have some other trainings coming up here in the summer PD series,  a l l  about parent 
input statements and beyond par input statements.  So we've got you covered with 
that,  but we're gonna keep talking about the evaluation request letter.  So that letter,  
what needs to be in the letter? L ike,  what are the key points? Are there certain,  l ike,  
I  know you said,  uh,  adverse effects and FA putt ing al l  those buzzwords,  l ike,  are 
there other specif ic  keywords that she be in this  letter or different parts  of  this  
letter,  f i l l  us in,

Steve:

Um, meaningful  progress that,  you know, my, my kids having trouble making 
meaningful  progress here at  your school.  Uh,  and,  and so here,  here's  what I  say,  i t 's  

https://www.rev.com/transcript-editor/Edit?token=fPlK4OSCOFIED8uzcScdkiZeKEomFpJahVPlW-6P55mGIttOVfat-DtQ_r97_NYffAMpfyy7IZLNvWifWZOa0yW7RsU&loadFrom=DocumentHeaderDeepLink
https://www.rev.com/


This transcript was exported on May 04, 2022 - view latest version here.

Steve EvaluationRequestLetter AUDIO (Completed  04/19/22)
Transcript by Rev.com

Page 4 of 8

al l  about the data.  You know, what,  i f  you don't  have data,  you're just  another 
person with an opinion.  And,  and so I ,  I ,  I  encourage the parents to give me as much 
data as they have so that I  can,  I  can make sure it  gets in the letter.  Other,  the,  the 
data that I  asked the parents for is ,  did they save their ,  their  k iddos student work? It  
comes home those worksheets.  Cause,  cause,  and,  and,  and I ,  I  was able to,  uh,  help 
a parent who had these,  al l  of  these papers and,  and,  and,  and the kid was in passing.  
And so we used that as,  as part  of  our,  our,  or  letter distr ict  assessment scores,  
whether those be formal,  l ike,  uh,  the,  uh,  measurement of  academic progress or 
map test ing,  or  sometimes,  uh,  distr icts  wi l l  do their  own kind of,  uh,  test ing checkup 
to see how the,  the kids are making progress.

Steve:

I  look at  state assessment scores now, when, when, when we're talking scores and 
things,  sometimes that doesn't  parents don't  have the background to analyze the 
scores and,  and,  and what al l  of  the,  uh,  the scores mean. So that's  where I  come in 
and I  help them. And I  ask them, I ,  I  need that.  Give me give,  gimme that information.  
Uh,  I ,  I  tel l  them, I  want al l  your notes from school  and I  want your emails  that 
teachers have sent you cause that that's  data.  Okay.  Um, and,  um, then I ,  I  look at  
behavioral  referrals.  Okay.  Maybe it 's  a  behavior issue.  I  wanna know. I  wanna know 
how many t imes they've been referred to the off ice.  I  wanna know the days they've 
been referred.  I  wanna know the t imes and I  wanna know the locations cuz that helps 
me to,  uh,  show the need.  Okay.  Um, probably,  and I  a lso ask the parents,  do you 
have anything from the school  counselor? Have you had to meet with the school  
counselor? Okay.  Um, and by the way,  I  a lways suggest whenever you have a 
conversation with anybody at  school,  a lways do a fol low up,  uh,  email  that just  says,  
thanks for,  uh,  talking with me about my, my chi ld and their ,  um, and their  suspected 
disabi l i ty  or their  diff iculty here at  school.

Stephanie :

And teachings can even do that as wel l .  Yeah.  Send the fol low up email  to,  to 
conversations and conferences or phone cal ls  that you have with,  with,  with parents.  
I  think that also involves parents in the IEP process,  but I  love that.

Steve:

Yeah.  Memories degrade over t ime. Yes

Stephanie :

They

Steve:

Do.  And, and i f  i t 's  in writ ing it ,  i t 's  in writ ing,  let  me, let  me rephrase that.  I f  i t  not 
in writ ing,  i t  never happened and it  was never discussed or agreed upon. So,  so that's  
important and here is  one other special ,  uh,  place where you can get real ly,  uh,  good 
data.  And I  think a lot  of  people overlooked this,  the school  nurse.

Stephanie :
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Yes.

Steve:

How many t imes has my kid come to you? And,  and,  and do you think it 's  real  or 
imaginary? Is  i t ,  is  i t  that,  do they have a temperature and you know, and,  and so you 
can,  you can get a lot  of  information just  by talking to,  to the school  nurse cuz they 
see everybody in the bui lding and they,  they,  they pretty much know when, when 
kids are,  are having issues.  And so that,  that's  an important thing I ,  I  would capital ize 
on.

Stephanie :

I  love that.  You mentioned that cuz when I  taught at  the high school,  um, I ,  at  the 
high school  level ,  I ,  I  was an IST faci l i tator in the state of  Delaware instructional  
support team faci l i tator.  And I  worked with students who were not identif ied as 
special  ed.  They didn't  qual i fy,  but they st i l l  needed that extra help.  And one of  the 
processes to have that student,  l ike on my caseload was sending out al l  of  this  
paperwork and I  had a nurse form and it  was purple.  I  color coded my paperwork.  Of 
course I  did.  But I  a lways,  and the data,  the information that they would share,  l ike,  
wow. So I 'm glad that you brought that up because yes,  the nurse is  golden.

Steve:

Golden's  a,  sometimes their  information can be the turning point.

Stephanie :

Yeah.

Steve:

So,  um, but yeah,  there's  uh,  and as you write this  letter,  keep the staff  out of  i t .  You 
know, this  is  not a place to complain it 's  as I  say,  i t 's  just  about the facts.  Just  put 
the,  just  gimme the facts and,  and,  and you can editorial ize al l  you want later,  but,  
but,  but r ight now we just  need the facts.  And um, so no opinions in the,  in the 
letter,

Stephanie :

I  think that i t 's  important for teachers that are l istening to this  train,  to just  be 
aware of  how we can take this  information and use it  to help parents,  whether we're 
a gen ed teacher or a special  ed teacher,  maybe the parent wants addit ional  test ing 
because they suspect the chi ld has a different disabi l i ty or they're now ex l ike they're 
now seeing maybe the chi ld has dyslexia or dyscalcul ia or something.  And, um, as 
teachers,  we know that we walk a very f ine l ine between, um, keeping our job and 
advocating for our students.  So having this  training in your back pocket and knowing 
what to say and how to col laborate and team up with the parents so that they can do 
the,  a legwork.  So you don't  get f ired.  Um, you're also bui lding that rapport,  but I  
think this  is  great.  Just  information to keep in mind when it  comes to evaluation 
request letters and even just  any request letters in general .  Um, I  think that's  
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important to remember,  wel l ,  why is  i t  important? I  know you keep saying,  put the 
letter in writ ing,  put the letter in writ ing,  and I  know you probably already answered 
this  question,  but I  k ind of  want you to repeat your answer because I  think it 's  real ly  
important.  Why is  i t  important for the letter to be in writ ing and not just  a verbal  
request?

Steve:

Um, the,  the parent request letter tr iggers,  I  D a t imel ines and again,  i t 's ,  there's,  
there's  schools  have so many days to act  on,  on,  on,  on requests.  And, um, so,  so that 
that's  important.  You gotta get those t imel ines tr iggered.  Um, and then,  um, again,  i t  
goes back to document,  document document,  you,  you know, in real  estate they say 
that three most important things are location,  location,  location,  three most 
important things in special  education document,  document dot

Stephanie :

That's  so accurate.

Steve:

Ah, you just  gotta have it .  And again,  i f  i t ,  i f  i t ,  i f  i t 's  not written down, i t  was never 
said,  okay,  so,  so that's  the,  uh,  thing and it ,  conversations are nice,  but people may 
forget is ,  is  your parent.  You walk through the hal lway,  you say,  oh,  Hey,  my kids 
having trouble,  you know, can,  can you do something? Can you help me? And, and,  
and so it  was never written down that you asked for help.  Okay.  So i f  you do talk with 
folks,  you send that fol low up email .  Okay.  Uh,  with that.  And so again,  i t ,  i t ,  i t  just  
starts  the paper trai l .

Stephanie :

Yes.  So,  so important.

Steve:

And, and,  and one of  the things I ,  I  stress to my parents is  you gotta have an IEP 
binder.  You gotta have this  folder.  You gotta be organized.  When you walk into an IEP 
meeting with this  binder,  i t  shows that you're an IEP meeting us l ike a business 
meeting.  You come dressed for the business meeting,  you come prepared for the 
business meeting.  And,  and,  and,  and,  and so when you walk through with,  and you're 
not fumbling around looking for documents during any kind of,  uh,  special  ed 
meeting,  you,  you look you're prepared.

Stephanie :

Absolutely.  And I  have,  um, I 've created,  um, at  our s ister s ite,  Mrs.  D's  corner.  I  
have a parent binder that I  created that you can share with parents.  I ' l l  l ink that 
below. And I  a lso have a teacher one because I  there's  so much paperwork that 
teachers go through and that we have to deal  with.  I t 's  important to keep al l  of  the 
IEP things organized.  So I ' l l  l ink both of  those below this  video so that you have them 
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just  in your teach your toolkit  as wel l ,  um, for when it  comes to evaluation request 
letters,  but also organization and just  al l  of  the special  ed paperwork.

Steve:

And just  to let  you know, I  do have your,  uh,  I  E  P organization binder.

Stephanie :

Oh goodness.  That's  awesome. Oh,

Steve:

It 's ,  i t 's  real ly  good.  It 's  real ly  good.  You know. Well ,  thank you.

Stephanie :

Thank you.  Well ,  what is  your best piece of  advice for helping parents request an 
evaluation?

Steve:

Number one it 's ,  i t 's ,  i t 's  easy to say probably sometimes tough to do,  but you gotta 
have letter writ ing et iquette.  Uh,  you know, again,  i t 's  just  the facts.  Um, keep your 
letter focused on the chi ld,  not the staff  here are the issues my chi ld is  having just  
the facts.  Ma'am just  the facts.  You always remember this  after you've messed up,  
but always double check spel l ing and crap,

Steve:

Be clear,  concise,  and profess be professional  above al l .  Okay.  Just  be professional .  
I t 's  I ,  IEP meetings are stressful  enough.  Uh,  and,  and I ,  and I  think by being 
professional ,  uh,  we can take the stress out out of  the,  out of,  out of  the meeting.  
And again,  keep your language professional .  That,  that,  that's  just  real ly  important.  
I t ,  i t ,  to me, i t 's  about,  i f  I  g ive respect,  I  get backpack just  l ike a mirror.  Boom. Give 
it  whatever you give out.  You're gonna give back that that's  true.  Always keep being 
professional .  Um, avoid belaboring your point.  I ,  I  can,  I  can tel l  you just,  i f ,  i f  I  had 
to read a letter and,  and it  might be three or four pages long,  I  don't  know. But,  but 
once I  get into al l  of  the negative stuff  and,  and al l  that,  I  k ind of  quit  reading.  Um, 
it ,  i t  just,  i t  i t 's  just,  you know, we' l l ,  we' l l  go from there.

Steve:

Um, always,  always,  always use the t it le of  the people from the school  that you're 
working with.  Okay.  Is  i t ,  is  i t ,  is  i t  Dr.  Dr.  Johnson? Is  i t  Ms.  Jones,  Mr.  Jones,  Ms.  
White,  uh,  i t 's  a lways important to use their  t i t les.  Okay.  It 's  again,  i t 's  just  a show of 
respect,  um, letters avoid being casual  again,  because it  is  a  business letter.  Uh,  and 
I  can't  say it  enough,  just  the facts,  just  the fact,  just  the data,  just  the data.  Um, and 
again,  after,  after you,  uh,  uh,  send the,  before you send the letter,  let  one,  your 
fr iends read over it ,  they' l l  p ick up things that you may have missed.  Cause you 
you've,  you,  I  don't  know how many parents rewrite those letters a lot.  And 
sometimes they're so used to it  that they might miss things.  And, and so it 's  always 
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good to let  others read your letter and see i f  i t  makes sense.  How's the tone and,  
and,  uh,  you know, try to clear up any mistakes that you may have made.

Stephanie :

I  let  my husband read emails  f ive to send emails  and I  have to be stern.  Is  that the 
word I  let  him read them to make sure that I 'm not being a jerk,  but I 'm gett ing my 
point of,  um, so I  think that's  important just  to remember,  even for teachers that we 
need to make sure al l  of  those things apply to anything that we send out as wel l .

Steve:

Absolutely.  I ,  I  read and reread everything that I  send down

Stephanie :

So important.  Well ,  I  have loved this  conversation about evaluation request letters.  I  
think that this  is  great information,  not only for teachers,  but also as for parents as 
wel l .  Wel l ,  i t  was for parents,  but vice versa.  I t  was great for parents,  but also great 
for teachers.  Well ,  to hear al l  of  this  information,  so we know how to help parents 
when they want to go through with requesting something.  I  think that's  real ly  
important.  So thank you so much for being here,  Steven sharing al l  of  that 
information.  Um, where can we f ind you or how can we connect with you outside of  
this  training?

Steve:

You can connect with me through email  at  RS hu H U T D O N 0 9 5.  Gmail  do com 
again,  that's  RS hu nine f ive gmai l .com.

Stephanie :

Awesome. And I  wi l l  l ink Steve's  email  below this  training,  so you can cl ick and go 
and I ' l l  l ink al l  of  the other things we talked about below this  v ideo as wel l .  So i f  you 
wanna do addit ional  learning,  um, or watch a training on something else that's  
related to this,  you have that at  your f ingert ips to just  c l ick and go.  Thank you again,  
Steve so much for being here today,  I  have enjoyed our t ime talking about 
evaluation,  request letters,  um, something new to me. So you were teaching me as 
wel l .  And thank y'al l  for being here to learn more about how we can help as teachers 
support our parents and gett ing students the supports that they need and to serve.  
So thank y'al l  a l l  for being here.  We wil l  see you al l  in the next chat.
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