	
	Email Template
	Description
	Content

	 Leads
	Lead created by Admin
	The confirmation a person receives when an admin creates a lead enquiry in the system. Admins may choose to skip this communication. 
	
Dear @{Carer1FirstName},

Thank you for your interest.

If you wish to formally register on our waitlist and receive an offer of a place when a vacancy arises, please click here to create your password and login to complete all the required information.

By doing so, you will be able to log in at any time to update your care requirements.

Kind regards    
@{Signature}



	
	Lead created by Lead Form
	The confirmation a person receives when they complete a lead form on a public website. 
	
Dear @{Carer1FirstName},

Thank you for your interest.

If you wish to formally register on our waitlist and receive an offer of a place when a vacancy arises, please click here to create your password and login to complete all the required information.

By doing so, you will be able to log in at any time to update your care requirements.

Kind regards    
@{Signature}

	Waitlists
	Waitlisted created by Admin
	The confirmation a person receives when an admin creates a waitlist on their behalf directly in the system. Admins may choose to skip this communication. 
	Dear @{Carer1FirstName},

You are currently on the Waitlist for @{PreferredCentreNames} and we have just added you to our new online waitlist management system.

Please note that if your required care date is within the next 3 months, you will receive 6 weekly status update emails prompting you to confirm your active status. If you do not confirm your status within 7 days your waitlist will become inactive.
If this happens, you will receive another email confirming your inactive status, with another link to reactivate your waitlist, if you need to.
Should you need to change your waitlist requirements, click on the link below where you will be prompted to register with "Mywaitlist". Your username is the email address that this email was sent to, which will be pre-populated in the registration form. All you need to do is create a password. Once you have logged in you can return to this link to update your requirements at any point in the future.
Review Requirements
We hope this system makes it easier for you to manage your waitlist requirements with @{PreferredCentreNames}.

Kinds Regards,


@{Signature}


	
	Waitlist created by Waitlist Form
	The confirmation a person receives when they complete a waitlist form on a public website. 
	
Dear @{Carer1FirstName},

Thank you for your enquiry regarding care for @{ChildName}.

If you wish to formally register on our waitlist and receive an offers of a place when a vacancy arises, please click here to create your password and login to complete all the required information. By doing so, you will be able to login at any time to update your care requirements.

You will also begin to receive automatic and regular status update reminders where you can simply click on a link to notify us that you still require care.

Kind regards,

@{Signature}

	
	Waitlist Reminder to Confirm Waitlist Status 
	This is a regular reminder email to a parent to keep their child’s waitlist active. If a parent ignores this email, they will be sent a second reminder email advising of their inactive status. These reminder emails are sent closer to a child’s care date.
	
Dear @{Carer1FirstName},

Your child, @{ChildName} is registered on our Waitlist.
@{PreferredCentreNames}
Details of your most recent request are below:

Child Name: @{ChildName}

Required days: @{RequestedDays}

Preferred Start Date: @{CareRequiredDate}

If you still require care, please confirm by clicking on the button below to confirm your active status, otherwise your waitlist will become inactive. When clicking on this link you will be able to edit or delete any individual request with a specific service by navigating to the "Waitlist" icon at the top of right of the page.

Confirm active status or edit requests

Kind Regards,
@{Signature}


	
	Waitlist Reminder of Inactive Status
	This is a second reminder email to a carer to advise they have not kept their child’s waitlist active. If they wish, they can click the link to stay active or keep their waitlist deactivated. 
	
Dear @{Carer1FirstName},

Your child, @{ChildName} is registered on our Waitlist. Your waitlist request registered in the MyWaitlist Parent portal for @{ChildName} at the below centre(s) have become inactive.
@{PreferredCentreNames}
If you still require care, please reactivate your waitlist by clicking on the "Reactivate" link below.
Reactivate

Kind Regards,
@{Signature}


	
	Waitlist created via Long Waitlist Form in the Parent Portal (if applicable)
	Some services may wish families to complete a long waitlist form which requires more extensive information e.g., home address. This form can also be used if the service wishes to collect a waitlist fee. Parents must register for a parent portal account to access this form. Once completing this long form, they will receive this confirmation email. 
	Dear @{Carer1FirstName},

I am pleased to inform you that @{ChildName} has been added to the waitlist for @{PreferredCentreNames}.


Please note you will begin to receive status update emails prompting you to confirm your active status. If you do not confirm your status within 7 days your waitlist will become inactive.
If this happens, you will receive another email confirming your inactive status, with another link to reactivate your waitlist, if you need to.
Should you need to change your waitlist requirements, please click on the link below to login; 
Review Requirements
We hope this system makes it easier for you to manage your waitlist requirements with @{PreferredCentreNames}.

Kinds Regards,

@{CentreDetailsOrSignature}




	Enrolment Offers
	Offer
	The formal letter of offer which details an enrolment position that a family may accept. This email may detail instructions on how to accept the offer i.e., how to complete an enrolment form or pay an enrolment fee.
	Dear @{Carer1FirstName},

Welcome to @{OfferedCentreName}!

We are thrilled to offer @{ChildName} a place as follows;

Start Date: @{CareRequiredDate}

Days: @{OfferedDays}
In order to secure your place we require a bond payment and administration fee which totals  @{BondAmount} and is due by @{OfferExpiryDate}.
If you have any questions or require any further information, please feel free to call the centre on @{OfferedCentrePhone} or email @{OfferedCentreEmail}

If you would like to bring @{ChildFirstName} in for an orientation, please let me know and I will arrange this for you.
Kind regards,
@{Signature}


	
	Offer Expired
	This email is triggered if an admin does not mark an offer as ‘confirmed’ before the offer expiry date. This email notifies the family that their offer is no longer valid as they did not respond in time.
	Dear @{Carer1FirstName},

Your offer of a place at @{OfferedCentreName} has expired as your bond was not received by the due date. You have been placed back onto the waitlist. Please contact us on @{OfferedCentrePhone} as soon as possible to discuss your care requirements.
Yours sincerely,
@{Signature}


	
	Offer Updated
	This email can be sent if details of an offer is changed i.e., start date, enrolment days, teaching room etc.
	Dear @{Carers},

Your offer has been updated for @{ChildName} at @{OfferedCentreName} on the following days @{OfferedDays} commencing on @{CareRequiredDate}.

In order to accept the offer and confirm your place, a bond of @{BondAmount} will need to be made within @{BondPeriod} days.

Please click on the link below to make a secure payment.
Make Payment

Thank you and I look forward to welcoming you and your family to @{OfferedCentreName}.

@{Signature}

	
	Confirmation of Offer
	This email is sent to a family to advise their offer has been confirmed and their child is ready to formally start at the centre. It may include details about orientation and future parent communication. 
	Dear @{Carer1FirstName},

We are thrilled to advise you that @{ChildName} has a confirmed place at @{OfferedCentreName} on the following day:
@{OfferedDays} commencing
on @{CareRequiredDate}
If you have any questions or require any further information, please feel free to call the centre on @{OfferedCentrePhone} or email @{OfferedCentreEmail} 
Welcome to @{OfferedCentreName}.

Kind Regards,
@{Signature}




	Tours
	Tour Confirmation
	This email confirms the date and time of a tour appointment. It includes directions to the service and a link reschedule/cancel. 
	Dear @{Carer1FirstName},

Your appointment for a tour at @{TourCentre} on @{TourDate} at @{TourTime} has been successfully scheduled. To view your appointment details please click here.

We have added your care requirements to our waitlist and we will notify you as soon as a vacancy becomes available.

Kind Regards,
@{Signature}

	
	Tour Reminder
	This email reminds families of an upcoming tour. You can set this reminder to trigger 1, 2 or 3 days prior to a tour. 
	Dear @{Carer1FirstName},

This is a reminder for your tour at @{TourCentre} on @{TourDate}, @{TourTime}

To view, cancel or reschedule your appointment details please login at the below link.

Tour Url

Kind Regards,
@{Signature}

	
	Tour Completed & Thank you Note
	This email is sent once a tour is marked is complete. It includes a Tour Feedback Survey. 
	Dear @{Carer1FirstName},

Thank you for taking the time to come and visit us at our @{TourCentre}. I hope that your tour of the centre was helpful and answered all of your questions.

To help us improve, I would be very grateful if you could take a few moments to rate your experience by clicking on the link below.

Tour Feedback Url

If you need to update your care requirements at any point you can always login at the link below. If you are yet to create a password you will be prompted to do so.

Edit Requirements

If there is anything else I can help you with please do not hesitate to call me directly on @{TourCentrePhone}.

Kind Regards,
@{Signature}

	
	Tour Reschedule
	This email confirms the rescheduled date and time of a tour appointment. It includes directions to the service and a link to reschedule/cancel.
	Dear @{Carer1FirstName},

This is a confirmation that your tour at @{TourCentre} has been rescheduled to @{TourDate}, @{TourTime}

To view, cancel or reschedule your appointment details please visit @{TourUrl}.

Kind Regards,
@{Signature}

	
	Tour Cancelled
	This email confirms that a tour is cancelled. It includes a link on how to reschedule their tour time. Admins can cancel tours, as well as families. 
	Dear @{Carer1FirstName},

This is a confirmation that your tour at @{TourCentre} on @{TourDate}, @{TourTime} has been cancelled.

Kind Regards,
@{Signature}


	
	Tour No-Show
	This email confirms that a family did not show for their appointment. It includes a link to reschedule. Admins mark tours as ‘no-shows’. 
	Dear @{Carer1FirstName},

Sorry we didn't get to meet you at your booked tour at @{TourCentre} on @{TourDate}, @{TourTime}

Not to worry, you can always book a new tour here.

Kind regards,
@{Signature}
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