Sample Christian School[footnoteRef:1] [1:  The phrase “Sample Christian School” can be replaced with the school name by a search and replace.] 

Letter Two (“Acknowledgment Letter”)[footnoteRef:2] [2:  This letter should be used as a template, with all footnotes removed, and printed on school letterhead.] 


Dear [names of parents/guardians]
Thank you for completing and returning an Application for Enrolment for:

	Name
	Year Level
	Year of Entry

	
	
	


(Please note: if applications were made for more than one child you may receive separate offers for each child)
We would like you to come to an interview on [date] at [time] with [position, name] to discuss your Application.  [Please ensure that you bring [insert details if applicable] to the interview]
Please note that neither your completion of the Application for Enrolment or your attendance at the interview guarantee your child a place at the School.[footnoteRef:3] The enrolment process is that, after the interview, the School may send you a written letter of offer. You may then secure a place for your child by signing an acceptance form and paying the applicable fees. [3:  Replace references to School with College if applicable.] 

OR
Unfortunately, the Year Level for your desired Year of Entry is currently full. However, the School maintains a waiting list because positions may become available throughout the school year. Should a place become available, I will contact you to arrange an interview.
At the interview, I will need current supporting documentation.  You can either provide that when an interview becomes available or, if it is easier, you can forward me copies of reports and other updated supporting information as they become available. Please email me at [email] and I will keep them with your Application 
If a place does not become available for your desired Year of Entry, your child will automatically remain on the waiting list for possible entry at a different Year Level. Please let me know as soon as possible if you would like your child to be considered for entry into an earlier Year Level. As there is no guarantee that a place will become available in future years, I recommend that you do consider entry into an earlier Year Level (if available) to maximise the opportunity for your child to be offered a place. Please also let me know if you would prefer your child's name to be removed from the waiting list.
There are waiting lists for many Year Levels and the Application for Enrolment or attending an Enrolment Interview do not guarantee your child a place at the School. The enrolment process is that, if a place becomes available, the School will send you a written letter of offer. You may then secure a place for your child by signing an acceptance form and paying the applicable fees.
Should there be any further changes to your contact details in the interim, please keep me informed.
[bookmark: _GoBack]Yours faithfully,



[Name]
REGISTRAR[footnoteRef:4] [4:  The term “Registrar” is used through the Toolkit but should be replaced with the applicable position title within the school.] 

