Letter Requesting Postponement and Records
VIA FACSIMILE 

DATE
RE:
Request for Postponement of Expulsion Hearing & Request for Records for [Student’s Name]

Dear Pupil Services:

Please accept this letter as a formal written request for postponement of the [Scheduled hearing date] expulsion hearing scheduled for [Student]. I will be representing [Student] in this matter and will contact you in the next few days to reschedule the hearing. 

In addition, I am writing to request copies of all documents to be used at [Student]’s expulsion hearing. I would like copies of all witness statements, including but not limited to, statements made by the victims, statements made by [Student], statements made by any school staff, and any statements made by administrators regarding the incident. I also request any and all investigative reports made about the incident, [Student] ’s disciplinary records, and any other documents or evidence that [Student’s School] has regarding the incident and/or any evidence [Student’s School] intends to present at [Student]’s expulsion hearing.

Please fax materials to me at XXX-XXX-XXXX. You may contact me at XXX-XXX-XXXX should you have any questions or require additional information.

Sincerely,

Attorney

Cc: Principal at School
