Enrollment Appointment Cue Sheet

Hello, my name is ___________and I’m calling from Head Start, may I speak with 




Your name

_________please? I am calling to schedule an enrollment appointment for __________. Parent/Guardian 








      Child’s name

Is he/she excited to start school?  We have a couple of dates and times available, would

 ___________ or ___________work for you?  This will take place at ______________. 
     Date/Time
            Date/Time

  We will be meeting in the _______________, please look for us there.    





Place of meeting

Please bring ____(child)______with you so we can get acquainted and take some pictures. It would be helpful however if you left siblings with someone else. 
I have a short list of information I need for you to bring to enrollment.  Do you have a pen and paper, so you can write this down?  We need:
· Confirm Information on Acceptance Letter 
· Date and name of Doctor of WCE and Dentist appt., either from the recent past or upcoming (if this information hasn’t already been used). 
· Daycare information (name, ph.#, address, schedule)

· Child’s updated immunization record (we will need to make a copy of it)
· Health and dental insurance information (OHP)
· Names, phone #’s and addresses of emergency contacts, as well as anyone who you think might need to pick up your child from the school or bus stop this year.

· Prescription bottle for any medication or inhaler child will be taking at school.

· Food substitution information (additional form may need to be filled out by Dr.)

Verify pick up and drop off address with family before hanging up. 
If you need to change or cancel your appointment date, please call as soon as possible 

at 673-6306.  We look forward to meeting you and your family on 

        Phone #

__________at _______. Thank You, have a terrific day! 

         Date 

     Time

2-26-07






