Dear Parent,  

I am delighted to be able to offer your son the opportunity to take part in an exchange visit to _________ in ______________.  An exchange is an invaluable opportunity for your son/daughter to put his/her existing language skills into practice and to gain an improved understanding of the language and culture s/he has been studying. _____________ is a medium-sized town in the East of the country and is known for its watch-making and world champion donkey polo team. During the stay, pupils spend school days participating in cultural trips in the region with their English classmates before returning home with their exchange partner each evening and at the weekend to experience life in a __________ family. Excursions last year included a visit to the obligatory cheese factory and an active volcano.
Our partner school, the _______________________ has an excellent reputation and all involved in the exchange are keen to make this venture a success.   This is the nth year that the exchange has run. The ___________ party will visit us between _______ and ___________ 20XX and we plan to make our visit to ______from _______________ 20XX.  I anticipate that the trip will cost between £__________.  This will cover the cost of travel to ________ by train/plane/moped and the cost of excursions made by the pupils during their visit.  

The _____________________ is a mixed school for pupils aged between ________ and ____________ years old.  Some of the pupils are boarders at the school during the week, and it may be that your son will find himself doing the same if his exchange partner is a boarder.  There are staffed boys’ and girls’ residences.  All boarders return to their families at the weekend.  All boarders and non-boarders participate in excursions together (or suitable similar text).
The issue of pupils being cared for by other adults is clearly much in the news.  There are significant limitations – both practical and legal - in the extent to which we can carry out checks on the suitability of host families.  Our view is that this is an issue of mutual trust between two families and in the same way you will do your best to care for the return visitor, the ___________ families will use their best endeavours to care for your son/daughter.  The ​​​​​​​​______________, which has been our exchange partner school for _________ years and with which we completed a very successful exchange last year, knows its families extremely well, and I will have several conversations with my ___________ colleagues, trying to match suitable partners and explaining the expectations that we have of the care of our pupils while in _____________. I shall make arrangements to ensure that you or your son/daughter can quickly contact me or a senior member of staff at ______ if s/he becomes concerned about his/her welfare during the exchange.

If you would like your son/daughter to participate in the exchange, please read the attached code of conduct and return the signed consent form together with a cheque for £​​_______ made payable to _______ to me by ______________________ 20XX. A definite commitment is required as any late withdrawals can cause huge problems in accommodating the visiting party. A precise itinerary and cost for the trip – together will contact details in the event that a safeguarding issue arises - will be issued as soon as I know how many of us will be travelling.  Should you require any further information, please do not hesitate to contact me using the telephone number or email address given below.
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - -  

To:

Mr ______________ 
Name:
___________________________________________

Form:
___________________

	PRIVATE 
	I wish my son/daughter to participate in the Exchange Visit to ________________ and agree to accommodate one French pupil from __________________ 

	
	

	
	I do not wish my son/daughter to participate but would be interested in accommodating one ___________ pupil from ________________

	
	

	
	Please indicate whether it would be at all possible for you to accommodate two visiting pupils



Signed:    _______________________________________


Date:    _______________________________________
Yours sincerely,

