
SAMPLE LETTER TO THE PRINCIPAL    
Your Name

Your Address
Your Phone Number

Principal’s Name
Name of Your Child’s School
School Address

Date

Dear Principal ________:

I am the parent of _______, who is in ___ grade.

Paragraph One: Describe the circumstances of the bullying in detail, including date, time, 
place, names, and witnesses.

 My child has been bullied at school and I am requesting an investigation and a prompt 
SFTQPOTF�GSPN�UIF�QSJODJQBM�T�PGmDF�UP�FOTVSF�UIBU�UIF�CVMMZJOH�XJMM�TUPQ��5IF�JODJEFOU�PDDVSSFE�PO�
	%BUF
�BU�BQQSPYJNBUFMZ�	5JNF
�PO�UIF�TDIPPM�CVT��4IPSUMZ�BGUFS�UIF�CVT�MFGU�UIF�QBSLJOH�MPU
�NZ�DIJME�
XBT�BTTBVMUFE�CZ�BOPUIFS�@@��HSBEFS�OBNFE�@@@@@@@
�XIP�DIPLFE�	ZPVS�DIJME�T�OBNF
�CZ�XSBQQJOH�
IJT�IBOET�BSPVOE�IJT�OFDL�BOE�IPMEJOH�IJN�BHBJOTU�UIF�TFBU�CBDL��5IJT�JODJEFOU�XBT�XJUOFTTFE�CZ�
several children, including - __________      (7th grade), __________ (8th grade) and __________ (8th 
grade). 

Paragraph Two: If this is an ongoing situation, inform them of the steps you have already 
WDNHQ�WR�EULQJ�WKH�LVVXH�WR�WKH�VFKRRO·V�DWWHQWLRQ��

� 5IJT�JT�OPU�UIF�mSTU�UJNF�UIJT�IBT�IBQQFOFE�UIJT�ZFBS��	:PVS�DIJME�T�OBNF
�IBT�CFFO�SFQFBUFEMZ�
assaulted both on the bus and in the school building, in the presence of teachers and the bus driver. 
Both he and I have reported the bullying to his teachers; unfortunately, they have been unable to put 
a stop to it.



Paragraph Three: Remind the school of their responsibility to provide a safe learning 
environment for your child and request a time to meet with the principal in person to resolve 
the situation.

 I would like to schedule a meeting with you to discuss this matter further and agree on how 
best to intervene so the bullying stops. It is the school’s responsibility to protect my child on their 
grounds and to provide an environment in which he can learn. As a result of the bullying (your child’s 
name) has endured this year, he has missed school on account of stress-associated stomach illness, 
and has refused to ride the bus out of fear.  

Should you have any questions, please contact me at [insert phone number(s) and/or e-mail 
address].        
       Sincerely, 
       Your Name

Keep a copy of the letter for yourself.  In order to make sure the letter is received, you can 
KDQG�GHOLYHU�LW�WR�WKH�SULQFLSDO�\RXUVHOI��RU�VHQG�LW�E\�FHUWLÀHG�PDLO��UHWXUQ�UHFHLSW�UHTXHVWHG��,W�
is recommended you also send a copy to your superintendent. 


