
Letter Writing 
Clinicians are often asked write letters for for court proceedings, immigration, custody, IEP, 

probation, scholarships, community resource referrals, etc. It is DCYHC policy not to provide 

any letters to a client until post-assessment or 30 days of working with the client.  

First, obtain an ROI to share information related to the client (if you give the letter directly to 

the client no release is needed).  Stay mindful of confidentiality and only disclose what is 

necessary for the purpose of the letter.  State the facts, do not include opinions (this includes 

making statements like, "the trauma experienced by the client caused their symptoms of 

anxiety." Your supervisor must review and sign off on your letter.   

Please use the agency letterhead for all correspondence. The  sample letters linked here are 

meant as guides.  When writing your own, include information specific to your client’s needs 

remembering the “minimum necessary” rule. Always involve your supervisor in the 

letter-writing process and get their approval before sending. Most clinical letters require a 

licensed person to sign off; be sure you confirm this and get the correct signatures before 

sending. 

Samples 

Letterhead 

School Introduction Letter 

Emotional Support Animal Letter & Emotional Support Animal FAQ 

Court Letter - Immigration 

Court Letter - Parent Engagement 

Court Letter - Therapy Recommendation 

https://docs.google.com/document/d/1Jx4aMK3NMxg7QuhjLTEzK5Co2yZwq3Zc/edit
https://docs.google.com/document/d/1bmAVAeuk7GbvLDAe0P0KspmlCKeRT709/edit?usp=sharing&ouid=114069064621252872980&rtpof=true&sd=true
https://docs.google.com/document/d/16cFS986Fb2ZJGuRugtKPP7nxmeK3Sq4-/edit?usp=sharing&ouid=102595630640967969993&rtpof=true&sd=true
https://docs.google.com/document/d/16VdQ4hMbW0EdlR4sSGTLpmRFMaF_kn6t/edit?usp=sharing&ouid=102595630640967969993&rtpof=true&sd=true
https://www.smchealth.org/sites/main/files/file-attachments/emotionalsupportanimalfaq.pdf?1650990379
https://docs.google.com/document/d/1H17tjLILDu4qPxPSLT5nLhB9Aecbb2YH/edit?usp=sharing&ouid=102595630640967969993&rtpof=true&sd=true
https://docs.google.com/document/d/16_wOaOLdS-hI1VehryMoju4cZIHcZVYg/edit?usp=sharing&ouid=102595630640967969993&rtpof=true&sd=true
https://docs.google.com/document/d/1tsgc2blnKD6R4OQGRbiZeluvNv60fr0d/edit?usp=drive_web&ouid=102595630640967969993&rtpof=true


IEP & 504 Request Letter 

 

https://docs.google.com/document/d/1hvnHIdEmDivB7hmwj8zoJtwpz_Kv2zi1/edit
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