	<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>
Further to our recent offer letter, offering a place at <School Name> for <Pupil Forename>. 
As a parent it is your legal responsibility to ensure that your child is receiving full time education and as of today, this office has yet to receive any correspondence from you accepting or refusing the offered place. 

I should be grateful if you would advise me as soon as possible of the decision you have made with regard to your child’s education in writing or by email at <school email address> within the next 5 school days. 
If this is not received, the place that has been offered will be withdrawn and may be offered to another child.  I will also be legally bound to inform the Local Authority of anyone that is without a school place or is not actively seeking one and as such your details will be passed to them.  

                            . 

Yours sincerely

<Head Teacher Name>
Head Teacher
