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Records request letter
Get your child's full file.

DO THIS

1. Address it to the school and the district records office.

2. Ask for the complete educational record, including
behavior logs.

3. Ask for emails about your child too.

4. Give a delivery method: email PDF or pick up.

5. Note the date. Most states must answer within 45 days.

SAY THIS

“I request a complete copy of my child's educational
records.”

1  STOP
Hands still. Feet still.

2  BREATHE
In through the nose, out slow.

3  SAY WHAT I NEED
Use your words, not your body.

PRACTICE IT ON A CALM DAY
I DO: I show you. I 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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