(membrete del centro)

Dear Sir / Madam
I would like to welcome you to our school and inform you of the student’s registration procedure. In order to register your child at this school, the following documentation must be provided:

· A completed School Registration Form, available through the school office.

· Proof of Residency (which you can apply for at the Town Hall)

· Child’s Record of Immunization ( if you do not have one, you should visit your nearest Health Centre)

· Two photographs of the child

· Photocopy of your child’s passport or residency card

School opening hours are from ______ in the morning to ______ in the afternoon.

Afternoon timetable is from ________ to ________, on the following days: ________________

(1)The school offers free food service for those users of the school transportation service. Your child must be at  this school bus stop __________________ , at ________ hours in the morning.

(2)This Centre offers school food service for which you must pay a fee of _______ Euros a day.

Your child has been enrolled in the level _______, so you should purchase, as soon as possible, the textbooks and materials required for classes, of which you will be informed by your child’s tutor. We also inform you that the Education Department awards financial help to purchase textbooks ( as well as to cover for school food service, transportation and boarding fees). Information on these is also available through the School Office.

We encourage and expect parents to contact their child’s tutor regularly, you can set up an appointment in the following hours: _________________

You will also receive a copy of the School Rules and Regulations. We kindly request you to cooperate with the school staff so that your child has the opportunity to exercise their rights within the limitations set by the law and regulations, and to understand their responsibilities.

Parents are asked to ensure that their children arrive at school on time, come to classes clean and neat, and make good use of their rights and duties, especially those regarding mutual respect among students and staff.

Extracurricular activities are available at the school during the afternoons. Attending these activities may improve your child’s integration with his/her peers.

This school has joined the “Plan de Familia de la Consejería de Educación” ( this means that the school offers several services such as children supervision from 7.30 in the morning). We do encourage you to contact the school for further information.

We would like to remind you, as well, of the Parents’ Association (A.M.P.A.). We suggest that you should contact the President and sign up for a membership. 

President’s name: ______________________________________________ . Contact phone number: _______________________

We reiterate our  warmest welcome and look forward to your cooperation.

Yours faithfully,

THE HEADTEACHER

Traducción: Escuela Oficial de Idiomas. Almería. Noviembre de 2003
