Address 
Date 
Dear *pre-school / nursery manager - find out their name if you can*
Re. *name of child and date of birth*
I am writing to let you know that I am xx’s childminder and will be continuing to work with him/her when s/he starts at your pre-school / nursery from *date. 

S/he has been coming to me for xx days a week since xx and we love having him/her here! 
I talk about the types of activities the child has done with us recently and witter on about anything we are currently working on - in a very positive way.

Permission - we have permission from xx’s parents to share learning and development information with you to ensure s/he has a complementary learning experience in all provisions.
Parent signature .......................................

Date ...............................

Collecting xx - please note that xx will normally be delivered and collected by me, but might be delivered and collected by xx (my assistant / co-childminder).
We look forward to our continued working relationship (I have worked with this setting before). 
If we can contribute in any way to xx’s learning and development experience while s/he is with you please let me know.
All the best,

**my name**
