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Disclaimer 

 

This publication has been written having regard to the training and experience of the 

author.  Whilst every care has been taken in its preparation and the author anticipates 

that readers will find the publication to be of use, the author does not accept any 

liability whatsoever for any injury, loss or damage allegedly arising from the use of, 

application or reliance upon this publication or its content, in whole or in parts.  Any 

person or body making use of this publication does so with the knowledge of and 

subject to this disclaimer.  
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Writing Letters Requested by Clients  

 
In the training that I run on Case Notes and Record Keeping, Report 
Writing and Coping with Cross-Examination, Preparing to Go to Court 
and Giving Evidence in Court, I am often asked about writing letters 
requested by clients. 
 
This brief document covers some of the important issues to consider 
before writing a client-requested letter. 
 
These letters are sometimes referred to as letters of support.  However, 
the term “letters requested by clients” is used here as the letters 
provided may not always support the client. 
 
Workers may be called upon to write letters in many different 
circumstances, including, but not limited to:   

1. to a school where a client is seeking an extension for an 
assignment or exam due to mental illness 

2. where a client is at risk of being expelled from school and is 
receiving assistance aimed at improving their ability to participate 
at school 

3. responding to a request from a parole officer to give a progress 
report on a client 

4. responding to a request from the state government body 
responsible for child protection regarding the progress of a parent 
in relation to a child protection matter 

5. supporting a client’s request for housing assistance 

6. providing a letter when a client is appearing in court in relation to a 
criminal matter 

7. writing a letter to Centrelink for a person who is seeking more time 
away from their job-seeking responsibilities 

8. writing a letter to a TAFE or university when a student wants to 
withdraw from a course 

 

 

 



3 
 

David Cherry and Associates Pty. Ltd. 
Psychologists and Training Consultants 

 

Before Writing a Letter 
 

Ask yourself whether it is reasonable for you to write the letter that has 
been requested in view of: your qualifications and expertise; your role 
with the client; and the nature and amount of contact with the client. 
 
For example, if you have seen a client for relationship counselling, it may 
be hard (or impossible) to offer an informed opinion about their parenting 
capacity. 
 
Make sure that you are clear about what the client or their legal 
practitioner (or other party) is asking to be put in the letter and that you 
know how the letter is going to be used.   
 
If you are unclear about what is being asked or where and how the letter 
may be used, seek clarification, preferably in writing, before writing the 
letter. 
 
Follow your organisation’s policies and procedures as well as the 
Federal Privacy Principles before giving any information to any outside 
party. 
 
Make sure that you have consent from all the parties about whom 
information may be divulged in the letter.  
 
I recommend that you always get signed, written consent from the client 
and other relevant parties. 
 
Always get a written request from a client’s legal practitioner when asked 
by them to write a letter and make sure that the written request sets out: 
the issues that they would like addressed in the letter and the forum in 
which it is going to be used. 
 
The written request that comes from the legal practitioner should be 
accompanied by documents giving the client or clients’ consent for the 
letter to be written. 
 
Be clear with all the parties involved, which may include the client’s legal 
practitioner, before writing the letter about what you can and cannot put 
in the letter that has been requested and the issues that you can 
address in the letter. 
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Record in the client’s file the request for the letter and keep a copy of the 
letter in the client’s file. 
 

When not to Write a Letter Requested by a Client 
 

Consider not writing a letter when: 
 

• you are being asked to give an opinion that is beyond your role or 
beyond your expertise 

• when you may not be able to have any view or opinion on the 
matters being canvassed in the light of the nature or extent of 
contact with the client 

• the request is vague and/or you are not sure how the letter may be 
used 

• when you think that the letter may be used in a forum other than 
the one for which it was written, for example a letter that was 
originally intended to assist a parent in a Family Court matter may 
be used later in a Child Protection matter when the parent’s 
circumstances have considerably changed 

• when you have requested clarification from the client and/or their 
legal practitioner, and they are unable to tell you how the letter 
may be used 

• when you have sought a written request from the client and/or their 
legal practitioner for the letter, and this has not been supplied 

• when what you write in a letter may not be in the client’s interests, 

and there is no compelling reason why the material that you would 

put in the letter needs to be brought to the attention of the school, 

court, administrative body or other agency. 

General Considerations when Writing a Letter  

The letter must be brief or else it may not be read. 

The letter should be balanced and written in a manner that is as 

objective as possible.  A letter that omits important information about a 

client and their progress or lack of progress may be of no use at all to 

the client and/or the body or persons to which it is being submitted.   
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Further, individuals or agencies who gain a reputation for not writing in a 

balanced way may lose professional credibility.     

Generally, the letter will provide a summary of contact and an overview 

of the client’s progress and suggestions, recommendations or an 

expression of concerns but will not include detailed observations of the 

client.   

Make sure that the letter is dated and written on your letterhead or the 

letterhead of the agency for whom you work.   

Use simple language. 

Make sure that the font is big enough to be easily read (12-point font at a 

minimum).  

Always use language that is moderate, sober and calm.  

Consider referring to yourself in the letter as “the writer” rather than “I” as 

this may be seen as more professional and objective.   

Do not go beyond your role or beyond your expertise in anything that 

you may write in the letter.  

Recognise that any letter to a court or administrative body that appears 

to be directing them in strong, unequivocal terms towards a particular 

outcome may not be well received. 

Be as specific as possible in the letter about the dates of contact with the 

client or clients.  For example, writing that “John Chan has been seen by 

the writer on a weekly basis since 15.6.25.” 

Do not present what the client has told you as if it is a fact. Make it clear 

that you are reporting what the client has told you.    

Make sure that any opinion or concern that you express or any 

recommendation that you make can be justified in view of all the 

information available to you ie from what the client has told you, what 

you have observed about the client and information gained from other 

sources.    
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Discuss the content of the letter with the client. (Please note that this 

may not be appropriate in all circumstances.  In some situations, there 

may be safety concerns for the worker, or, in the case of a child the 

client may not be the person who gives consent for the letter to be 

written).   

Understand that the letter could end up being read by almost anyone at 

some time in the future.   

A Suggested Structure for Writing a Letter Requested by a Client 

The example paragraphs given below are provided to give the reader a 

guide to what may be put in a letter and to illustrate a style of writing that 

should be adopted when writing a letter. The examples given should not 

be seen as comprising a full letter. A letter requested by a client may be 

longer than the four example paragraphs given for the eight scenarios 

given below.     

Heading 

Where possible, seek advice from someone who is experienced in 

writing letters to the particular body that you will be writing the letter to as 

there are many possible ways that the letter could be set out.  

Where you cannot get specific advice about how to begin the letter 

consider beginning the letter with “To Whom it May Concern”.   

Alternatively, the letter may be headed with the client’s name, for 

example Re: Ms Jane Kowalski. 

Purpose 

The body of the letter should begin with the purpose of the letter.   

For example: 

a. I am writing in regard to the request by John Chan for an extension 

of time to complete the assignments that were due on….. 

 



7 
 

David Cherry and Associates Pty. Ltd. 
Psychologists and Training Consultants 

b. I am writing in regard to the concerns expressed by (name of 

teacher or principal) at (name of school) in relation to Amanda 

Jones recent behaviour at school.   
 

c. I am writing regarding Mr James Epstein’s progress in counselling 

following a request from his parole officer Ms Georgina Wise.  
 

d. I am writing in relation to the Child Protection Application taken out 

on the Green children Emily, aged 9 and Luke aged 7.    
 

e. I am writing in support of Ms Jane Kowalski’s request for housing 

assistance.  
 

f. I am writing to assist the (City or Town) Magistrate’s Court 

regarding Mr Jim Black’s recent assault charge.  
 

g. I am writing in regard to Ms Joan Cruz’s recent request to 

Centrelink to have her time away from job-seeking responsibilities 

to be extended for 3 months.   
 

h. I am writing in regard to Mr Blake Jones’ request to withdraw from 

his TAFE course.    

Follow with a brief description of your contact with client and the 

nature and purpose of that contact.   

For example: 

a. John Chan has been attending twice weekly sessions with the 

writer following his referral to me on (date) following concerns 

expressed by his parents and the school that he was depressed 

and anxious.   

 

b. Amanda has been attending weekly individual counselling 

sessions with the writer since her referral on (date) as well as 

taking part in a weekly social skills training group at school.  
 

c. Mr James Epstein has met with the writer on 6 occasions since he 

was referred on (date).  The purpose of these sessions was to 
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assist Mr Epstein in reducing his alcohol use, manage his anger 

and increase his capacity to manage his impulses when angry.   
 

d. Emily and Luke’s mother, Ms Rose Green, has attended weekly 

counselling sessions with the writer since being referred on (date).  

The purpose of these sessions was to assist Ms Green in 

managing her depression and to improve her skills in parenting her 

children, in particular in providing adequate supervision.   
 

e. Jane Kowalski has been seeing the writer on a weekly basis since 

(date) to assist her with problems associated with depression and 

anxiety.   
 

f. Mr Owen Black was seen by the writer on four occasions following 

his separation from his partner in October 2024.  The purpose of 

these sessions, which ran from (date) to (date) was to assist him in 

managing his distress associated with the breakup.  

 

g. Ms Joan Cruz has been seen by the writer on a weekly basis on 

10 occasions commencing on (date).   

 

h. Mr Blake Jones has been seen once a week since (date) to 

provide assistance with problems associated with anxiety and 

depression.   

The next section should include a brief description of the client’s 

progress during the course of your contact.  

a. John has made good progress during his session with me.  John 

has reported that his mood has improved, his sleep is less 

disturbed, and he is far more able to concentrate on his study.  At 

the same time, however, John remains behind with some of his 

assignments because of the problems he experienced earlier in 

the year.   

  

b. Amanda has made good progress in our individual counselling 

sessions in developing her social skills, improving her ability to 

manage her occasional angry outbursts and to develop her 

capacity to remain in class without engaging in disruptive  
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behaviour.  Mr Edward Brook, one of Amanda’s teachers who runs 

the social skills training at (name of school), told the writer that 

Amanda has also made good progress in the social skills group.   
 

However, Mr Brook and the writer remain concerned about 

Amanda’s ability to function well in the school setting without 

considerable ongoing support.   
 

c. Mr Epstein has made some progress during his sessions with the 

writer.  Mr Epstein told the writer when he was first seen that he 

was not sure why he was referred to me and when this was 

explained became quite angry and said that he did not have any 

problems with alcohol use, anger or managing his behaviour when 

angry.  However, in the last two sessions Mr Epstein agreed that 

he did need help in these areas and a detailed plan has been 

worked out with the writer to begin to address these issues.  
 

d. Ms Green has made significant progress during the course of our 

sessions.  Ms Green has reported that her mood has improved 

and that she now has more energy to devote to looking after her 

children.  Indeed, on the two occasions that she was seen with her 

children in my office, in each case over the course of an hour, she 

was more active and involved with them than previously and 

provided a sufficient level of supervision to keep them safe.   

 

e. Ms Jane Kowalski has worked hard in our counselling sessions to 

learn the skills she needs to assist her in overcoming her 

depression.  However, in the writer’s opinion Ms Kowalski remains 

seriously depressed. It is the writer’s view that one of the 

significant contributing factors to Ms Kowalski’s depression is the 

crowding she reports in her present accommodation where she 

says she and her three children share with five adults and 10 

children in a home with four bedrooms and a very small kitchen.  
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f. Mr Black was mildly depressed when first seen by the writer 

immediately following the breakup of his relationship.  However, 

through the course of the sessions he became much more settled 

and reported at the end of our sessions feeling optimistic about the 

future.  

g. Ms Cruz was referred by her General Practitioner, Dr Andrew 

Sloan of the Winterton Medical Clinic for assistance with managing 

her anxiety which, at the time of first referral, was so severe that 

she reported great difficulty leaving her home.  Over the course of 

our sessions, Ms Field has improved markedly but reports still 

experiencing considerable anxiety when with people she does not 

know well.   
 

h. Mr Blake Jones has improved to some degree through the course 

of our contact.  However, it is the writer’s view that his levels of 

anxiety and depression are still very high, making it very hard to 

him to attend classes and study effectively.  

Express your concerns or give your opinion about the client’s 

situation and finish the letter with a request, suggestion or 

recommendation. 

Make sure that this part of the letter has a respectful tone and do not 

demand anything of the individual, body or court that you are writing the 

letter for. Also, do not report anything that the client may have told you 

as a fact.  

a. It is the writer’s view that John’s apparent continuing improvement 

will be assisted by him being given a further extension of time to 

complete his assignments and that his present level of focus and 

study habits put him in a good position to complete his  

assignments within the timeframe that he has requested.  

  

b. While there are still concerns about many aspects Amanda’s 

behaviour and how she relates to others she has made 

improvements in some areas.  The writer has concerns that if 

Amanda is expelled the recent gains may be lost.  Further, the 

writer has concerns that being expelled may have a significant  
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impact on her long-term adjustment, particularly in view of the lack 

of other educational opportunities available to her at this time.   

   

c. The writer cannot offer any view as to whether a change in Mr 

Epstein’s parole conditions should be considered at this time as it 

is not possible to know whether the gains noted in the final two of 

our counselling sessions will be consolidated over time.   
 

d. While Ms Green has made considerable progress during our 

counselling sessions it is the writer’s view that she is likely to need 

considerable support for a period of at least 6 months to ensure 

that she is able to effectively parent her two children.   
 

e. It is respectfully requested that Ms Kowalski be given suitable 

housing for herself and her children in the very near future as this 

is likely to be in her interests as well as in the interests of her 

children.   
 

f. The writer understands that the recent assault charge, to which I 

am informed Mr Black is pleading guilty, is the first time that he has 

been before the court and ask that this be considered in 

sentencing.  
 

g. Ms Cruz has made substantial gains during our contact.  However, 

her anxiety is still at a level that, in my view, it would be hard for 

her to participate in job interviews without experiencing great 

personal distress. It is also my view that Ms Cruz’s long-term 

interests, including her ability to be part of the workforce, would 

best be served by her being able to have at least three more 

months where she is not required to actively seek work.  
 

h. Indeed, it is the writer’s opinion that Mr Jones depression and 

anxiety are so severe that he cannot continue at the present time 

in the course in which he is enrolled.    
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Disclaimer 

This publication has been written having regard to the training and experience 

of the author.  Whilst every care has been taken in its preparation and the 

author anticipates that readers will find the publication to be of use, the author 

does not accept any liability whatsoever for any injury, loss or damage 

allegedly arising from the use of, application or reliance upon this publication 

or its content, in whole or in parts.  Any person or body making use of this 

publication does so with the knowledge of and subject to this disclaimer.  


