CONFIDENTIAL

[DATE]

The Manager

Freedom of Information and Privacy Unit

[ADDRESS]

Dear [NAME OF MANAGER]

STUDENT NAME

I am the [CHOOSE: parent/guardian/caregiver] of [STUDENT NAME].  I am writing to request documents in relation to [STUDENT NAME]'s education under the Freedom of Information Act.  I therefore seek access to the following:

1. Any and all records kept by [SCHOOL NAME] and the Department of Education  [INSERT DISTRICT OFFICE] regarding [STUDENT NAME]'s education, including by not limited to application forms, discipline records, special education records, teachers and principal notes, correspondence between school staff and the Department or other school staff members and correspondence to [STUDENT NAME]’s [CHOOSE: parent/guardian/caregiver].

[IF STUDENT ATTENDED ANOTHER SCHOOL]

2. Any and all records kept by [OTHER SCHOOL NAME] including but not limited to application forms, discipline records, special education records, teachers and principal notes, correspondence between school staff and the Department or other school staff members and correspondence to [STUDENT NAME]’s [CHOOSE: parent/guardian/caregiver].

3. Any other records that relate to [STUDENT NAME]'s educational programs or special education needs.

4. Copies of the Department of Education [INSERT DISTRICT OFFICE]’s and the [SCHOOL NAME]’s policies in the following areas:

[INSERT RELEVANT POLICIES] [FOR EXAMPLE, THESE COULD INCLUDE THE POLICY 

· Suspensions and expulsions

· Bullying

· Out of area placements

To assist you with locating the relevant information [STUDENT NAME] was born on [INSERT BIRTHDATE] and has attended [INSERT SCHOOLS STUDENT HAS ATTENDED IN LAST THREE YEARS].  [STUDENT NAME] currently lives at [INSERT ADDRESS].

I would ask that your copying fees be waived.  It is in the public interest for these documents to be released and I am requesting these documents on behalf of a child under the age of 18. 

I look forward to receiving these documents as soon as possible.  I can be contacted on [NUMBER] if you would like to discuss this further

Yours faithfully

[YOUR NAME]
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