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

Letter One (“Enquiry 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 considering our School[footnoteRef:3] for the education of your family. We know that the task of selecting a school to partner with you is very important as there are many factors to take into consideration. At Sample Christian School, we are very mindful of our responsibility towards both parents and children. [3:  Replace references to School with College if applicable.] 

I enclose a copy of our enrolment pack. It is important that you read the prospectus carefully to understand what our School stands for and the basic outline of our community. I also encourage you to browse our website and become familiar with our staff, curriculum, programs and facilities. If you would like more information prior to making the important decision of selecting a school, please contact me and I would be happy to assist you further or take you on a tour.
The next steps in our enrolment process are as follows:
1. Book a tour and get a feel for the School.  Please contact me on XXXX XXXX to make arrangements.
2. Complete an Application for Enrolment. There is a copy in the enrolment pack. If you need further applications, please download them from our website, [website URL].  Alternatively, phone us on the number above or, if email suits you better, send your request to [email].  There is also the option to complete an application online here, [website URL].
3. Post, email or deliver your Application for Enrolment with the Application Fee and supporting documents. There is a checklist of items (located on the first page of the form) that must be included when submitting the application. Applications can be handed in at the School, mailed to [postal address] or you can email everything and provide the originals at the interview.
4. An interview may then be scheduled with our Principal, [name], or another member of the School Executive.
5. Our Principal will advise you in due course if the School is able to offer you a place for your child.
6. Offer and Acceptance. If you receive an offer, you may accept it within the time given by signing the acceptance form sent to you and by paying the Enrolment Bond.
[As part of our enrolment process, I request that you provide a reference from the Minister or Elder of the church you are currently attending. Our school seeks to support the Christian home by giving children the kind of preparation for life which only Christian training can give. The whole curriculum is taught from a Godly perspective. We employ Christian teachers who agree with the aims of the school, who seek to be living examples and role models of the Christian life for their students to copy, and who aim to reinforce the influence and uphold the authority of the parents. It is for this reason that the parents of the children in our school must hold to the same values and beliefs as those taught in the school. 
Whilst we recognise that attending a church does not cause a person to be a Christian, the School believes that being part of a church is a very important part of growing in the Christian faith. It is for this reason that we encourage all of our parents to become involved in a local church of their choosing.
If you are not currently attending a church, the enrolment policy allows for parents or caregivers to attend a course explaining the Christian faith and services at Sample Christian Church. This course is called [course name]. If at the conclusion of this course, you agree to support and uphold the Christian values of the school, at the Principal’s discretion, an offer of a place may be made. This will be determined following an interview to be conducted at the completion of the course.  Details of the next course will be provided if applicable.][footnoteRef:4] [4:  Where schools require evidence of involvement in a Christian church and/or attendance of some form of course explaining the Christian faith advice should be sought regarding the applicable State/Territory anti-discrimination/equal opportunity legislation.] 

Please note that there are waiting lists for many year levels and the Application for Enrolment does not guarantee your child a place at the School. If you have any questions, please contact me by phone on XXXX XXXX or by email on [email]
Yours faithfully,



[Name]
REGISTRAR[footnoteRef:5] [5:  The term “Registrar” is used through the Toolkit but should be replaced with the applicable position title within the school.] 

