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Sample Letter Requesting an Accommodation Plan
Per Section 504 of the Rehabilitation Act and other letter writing tips

Date

Dear Educators and Administrators,

I am the parent of [student name], who attends [name of school]. [Student name] has recently been diagnosed with 
[disability], which impacts [his/her] educational performance and needs. [Student name] is making little to no progress 
and as a result is experiencing increased stress and frustration. I am especially concerned about [identify the class or 
activity where your child's performance or access is being most impacted].

To address these concerns I am requesting that [student name] be considered for an accommodation plan pursuant to 
Section 504 of the Rehabilitation Act. 

Thank you in advance for your collaborative efforts to provide [student name] with the accommodations [he/she] needs 
to access an appropriate and quality education. I can be reached at [phone or email]. I look forward to your response.

Sincerely, 
Your name 

Under Section 504 of the Rehabilitation Act an individual with a disability is defined as a person who: 1)has a physical or 
mental impairment that substantially limits a major life activity; 2)has a record of such an impairment or 3)is regarded as 
having such an impairment.

In schools, Section 504 takes shape in the form of a plan for how a school will support a student with a disability and 
remove barriers to learning. The goal of a 504 plan is to give the student equal access at school and school activities. 

A parent may request a 504 plan through the school's 504 coordinator or principal. The request must be in writing. A school 
will then hold a meeting with a parent to decide if the child qualifies and what supports are appropriate. The school team 
will look at information from different sources when making that decision and creating a student accommodation plan. 
Sources of information could include a medical diagnosis, student grades, test scores and teacher, parent or related service 
professional recommendations. 

Below is a sample letter a parent may use to request their student be considered for a 504 accommodation plan.

Additional Section 504 Facts: 

• 504 plans are designed to help kids with disabilities learn alongside their peers.

• A 504 plan is not the same as special education or an IEP.

• Accommodations are changes that remove barriers and provide a child with equal access to learning.

• Accommodations don’t change WHAT a student is learning, they change HOW a student is learning.
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ASK Essential Questions 

Ask yourself the following questions and state the answers in your letter: 

 Why am I writing?

 What are my specific concerns?

 What are my questions?

 What would I like the person to do about this situation?

 What sort of response do I want: a letter, a meeting, a phone call, or something else?
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Letter writing tips for parents: 

There are times when you, as a parent, may want to communicate in writing with your child’s school about a problem 

or concern with your child’s education or well-being.  Each letter should include the following basic information: 

 The date (month, day and year) on your letter.

 Your child’s full name and the name of your child’s main teacher.

 Describe what you want, rather than what you don’t want. Keep it simple.

 Your address and a daytime phone number where you can be reached.

 Keep in mind this person may not know you, your child, or your child’s situation. Be clear and include facts.

 Give the facts without letting anger, frustration, blame or other negative emotions creep in.

 After you write your first draft, put the letter aside for a while and look at it again to revise it with fresh eyes.

 Have someone else read your letter. Is your reason for writing clear? Can the reader tell what you are asking for?

Would the reader say “yes” if he or she received this letter?  Can your letter be improved?

 Use spell and grammar check on the computer.

 Always end your letter with a “thank you”.

 Keep a copy for your records!

Related Resources at askresource.org/resources 

Additional Resources: 

https://educateiowa.gov/pk-12/learner-supports/section-504

https://iowaideainformation.org/wp-content/uploads/2020/06/Comparison-of-IDEA-Section-504-and-ADA.pdf
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