<<This is a sample letter to advise families that their child is accessing a place at a funded kindergarten program. This letter can be printed onto service provider letterhead. Delete before sending>>
Service provider letterhead

[Date] 

[Parent/guardian name]

[Enter Address]

[Enter Suburb/State/Postcode]

Dear [Parent/guardian name]

Important information regarding [Child’s Name] kindergarten year

The Victorian Government provides funding to support children to access a kindergarten program in the year before they start school. The funding is a contribution towards meeting the cost of the kindergarten program and is based on the number of children enrolled in the program at [Name of Service]. 

In [year] [Child’s first name] will be/is attending our kindergarten program and will be counted as an eligible child when we submit our data as part of reporting requirements to the Department of Education and Early Childhood Development.

[Child’s first name] can attend only one funded kindergarten program in a single year.  If [Child’s first name] is currently attending another children’s service that offers a kindergarten program please draw this to the attention of the other service.

The [name of service] kindergarten program will operate at the following times: [insert relevant day and time details]

Yours sincerely

[Name of person authorised to sign]

[Position]
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