	09 November 2018

	

	[HEAD OF EDUCATION NAME]

	[COUNCIL OFFICES ADDRESS]

	[ADDRESS]

	[POSTCODE]


By Recorded Delivery Post

Dear madam/Sir,
[Name of Child] -  Additional Support Needs

[Date of Birth]

[Address]
I am writing to you in respect of my child [Child’s name] He/she is currently a pupil at [Name of Current School].
This letter is an application for the matters outlined below to be referred to mediation in terms of Section 15 of the Education (Additional Support for Learning) (Scotland) Act 2004.

Name and address of child:

Applicant: (Details of parent making application on behalf of child or of young person making application)
Child: (Details of child about whom the application is being made)

The subject matter of the application:

i.e. a failure by the Education Authority to provide, or make arrangements for the provision of, [a suitable provision/the additional support required by the child or young person[.

A summary of the circumstances giving rise to the application:

(Background information illustrating reasons for the application)

The grounds for the application (with references to the relevant parts of the Act):

(Relevant Local Authority) have a duty in terms of Section 4 of the Education (Additional Support for Learning) (Scotland) Act 2004 to make adequate and efficient provision for (pupil’s name) additional support needs. 

(Include information as to how the educational provision is neither adequate nor efficient in meeting the additional support needs of the pupil in question)

Your views on how the dispute could be resolved:

(Information should be included as to views of parent making the application, including what additional support is required by the child.)

[If known, the views of the child on the application:

(Where possible, information as to the views of the child on the matter should be included.  If it is not possible, say so.)]
A copy of any advice, information, requests or decisions which the applicant wishes to be taken into account.

(Include copies of any relevant documents which may be of use to the application.)

I look forward to receiving the Council’s response within 10 working days and notification that, within that same period, that they have made the appropriate reference to the Scottish Ministers.
Yours sincerely,

