	<Parent Name>
<Parent Address>
	 
<School Name>

<School Address>

  <School Email>

                                      <Date>



Dear <Parent Name>
Admission to <School Name>
Pupil Name:  <Pupil Forename> <Pupil Surname>
Applying for Yr group: < Yr>
I am writing to offer a school place for <Pupil Forename> at <School Name> in Year <Year Group>. You placed their name on the waiting list for our school and a place has now become available.

Please inform us whether you wish to accept or refuse this place in writing or by email to <school email address> within 10 school days. If the school does not hear from you, you may lose your place and it could be offered to another child. If you refuse the place, your name will be removed from the waiting list. If you wish for your child’s name to remain on the waiting list, you must request this in writing to the school.
If you accept the offer, we will be in contact to organise a date for your child to start as soon as possible. Please be aware we will request evidence that supports the address supplied in your application. For example, this could be a copy of a utility bill, bank or credit card statement, your child benefit statement or appointment letter from your GP or hospital.

                            . 

Yours sincerely

<Head Teacher Name>
Head Teacher
