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School request letter

Ask for help in writing, the right way.

DO THIS

1. Email the teacher AND the principal on the same
message.

2. Subject line: Written request — [child's name] — [date].
3. Paragraph 1: what is happening, with two facts.

4. Paragraph 2: exactly what you are requesting.
5

. Paragraph 3: ask for a written reply within ten school
days.

SAY THIS

“l am writing to formally request ...”
“Please confirm receipt of this request in writing.”

1 STOP 2 BREATHE 3 SAY WHAT I NEED
Hands still. Feet still. In through the nose, out slow. Use your words, not your body.

PRACTICE IT ON A CALM DAY

I DO: | show you. | say the 3 steps out loud.
WE DO: We do the 3 steps together, slow.
YOU DO: You try the 3 steps on your own.
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