[Your Name]
[Your Address]
[Your Contact Number/Email]
[Date]



Subject: Request for Early Annual Review for [Child’s Full Name]

Dear [Headteacher and Head SENCO],

[bookmark: _Int_1blYAzbl]I am writing to request that an early annual review be arranged for my child, [Child’s Full Name], who is [in Year…].

[bookmark: _Int_fYubPkCn]While we value the support provided to [Child’s First Name], we have concerns about [outline the concerns or progress worries or both] and therefore feel that a review earlier than the scheduled date would be beneficial. This will allow us to discuss current needs, address any emerging challenges, and ensure that the support plan remains appropriate and effective.

I would be grateful if we could schedule this review at a mutually convenient time within the coming weeks. Please let me know what dates and times you have available, and I will do my best to accommodate one of them.

Thank you for your attention to this matter. I look forward to working together to support [Child’s First Name]’s development.

Yours sincerely,

[Your Signature]
[Your Printed Name]
Parent/Guardian of [Child’s Full Name]
