Sample Justification Letter
Dear [supervisor’s name],
I am requesting approval to attend the 2026 International Early Childhood Inclusion Institute, held in May 2026 in Chapel Hill, North Carolina, with the theme “Powerful Partnerships: Strengthening Inclusion with Families, Communities, and Change-Makers.”
The Inclusion Institute is widely recognized as one of the nation’s leading professional development events focused on inclusive practices for young children birth through age 8. The sessions and networking opportunities at this conference directly support our program’s goals to strengthen access, quality, and outcomes for children and families through inclusive early learning environments.
Attendance aligns with our responsibilities under federal and state guidance (including the Individuals with Disabilities Education Act [IDEA Parts C and B 619] and related quality standards) to ensure services and supports are provided in natural or least restrictive environments to the greatest extent possible. The Inclusion Institute’s sessions feature national experts, state leaders, and practitioners who share evidence-based practices, implementation tools, and real-world examples of effective inclusion.
By participating, I will:
· gain research-based strategies for improving inclusive practices across early learning settings, including community child care, preschool, and early intervention programs;
· learn practical approaches for building partnerships among families, service providers, and community programs that strengthen inclusion;
· access new tools and resources that can be applied to our local work immediately following the conference; and
· network with colleagues from across the country who are addressing similar challenges and successes in implementing inclusive practices.
Attending the Inclusion Institute represents a valuable professional development opportunity that will directly support our efforts to improve outcomes for children and families, strengthen our workforce capacity, and meet program expectations for continuous quality improvement.
Upon return, I plan to share key learnings and resources with our team through a [brief presentation / in-service session / staff meeting update], ensuring that the benefits of attendance extend across our program.
Thank you for considering my request for approval to attend the Inclusion Institute. I am confident that participation will provide a strong return on investment for our program and our staff.
Sincerely,
