Fill in the yellow bits, change anything that doesn’t sound like you, then copy it into an email and send it from your own inbox.
Subject: Diverse Learners Leadership Summit, 2 to 5 March – OK to go?

Hi [name],
I’ve found a summit I think would really help us with our neurodivergent students, and I wanted to run it past you.
It’s the Diverse Learners Leadership Summit, run by The Leadership Institute. It’s built for school leaders, and most of the speakers are principals and leaders from schools that are already getting good results for autistic, ADHD and dyslexic students.
In my role I’m responsible for [learning support / wellbeing / our inclusion plan], and I’d like to come back with practical ways to [support our students and staff better, and reduce the pressure on our classroom teachers].
The details:
When: [Wednesday 3 and Thursday 4 March 2027, plus the workshop on (day)]
Where: Rydges Sydney Central, Surry Hills [or live online]
Cost: [$1,799] + GST at the Schools rate

When I’m back, I’m happy to [share what I learned with staff and use it in our planning for Term 2].
The price goes up after 18 December, and the rate is set when we register, so if it’s a yes I’d like to book soon. The full programme is here: theleadershipinstitute.com.au/diverse-learners-leadership-summit
Happy to chat about it if that’s easier.
Thanks,
[Your name]
