(Date)

Dear Sir or Madam,
Re: (Child’s name and child’s date of birth)
Request for a change of the school named on a Statement

I am writing as the parent of the above child, who has a Statement of Special Educational Needs and attends .................... school. 
I am writing to request a change of the school named on my child’s Statement. At present his Statement names ................. school. I would like this changed to ................. school.

I understand that you have a legal duty to comply with this request unless you can show that either:

(a) the school I want is unsuitable to my child’s age, ability, aptitude or special educational needs; or 
(b) that my child’s attendance at the school would affect the education of other children; or 
(c) that my child’s attendance at the school would not be an “efficient use of resources.”

I do not believe that any of these is the case and therefore look forward to hearing back that you agree to this change of school. 

Also, I understand that you are required by law to reply within eight weeks of receiving this request and that if you refuse I will be able to appeal to the Special Educational Needs Tribunal. 

Yours sincerely,

(Sign and print your name) 

 
