Cerebra LEaP Project template letter


This letter applies to Scotland
Letter to ask the council/health body to confirm something in writing

Please change or delete the green text as appropriate.
[Your name]
[Address] 

[Tel]
[E-mail]
[Date]

[Name]
[Address]
Dear [Name]
My son / daughter: [name]

Date of birth: [e.g. 12th March 2007]


I refer to my previous correspondence with your [authority / trust] concerning the additional support needs of / care and support needs of [child’s name] and of my needs as a parent carer [and the needs of] [names of any other person e.g. your other children or partner].

I am troubled by something that was said today, and seek your urgent clarification on this question.
At [time / date/ place] I was informed by [name of person] who is I believe a [give the

person’s job title] in your [authority / trust] that [here include statement].

It may be that I misheard what [name of person] said – and it is for this reason that I am seeking urgent clarification of this issue. If it is indeed the policy of your [authority / trust] that [here repeat what was said], then I understand that this constitutes maladministration and indeed a breach of public law.
I ask for urgent clarification on this question. If, however, I have not received a response in writing by close of business on [date], I will have no option but to assume that this is indeed the policy of your [authority / trust] and so seek the appropriate remedy.
Yours sincerely 
