Ref:

Enquiries to: 

Email: 

Telephone:

Date: 

[Insert here: Full name and address of practitioner who is visiting your setting]

Dear  MACROBUTTON NoMacro [click and type the visitors name] 
EYFS Key Practitioner Visit to:  
Setting name:

Date of visit:    
I am writing to confirm the arrangements for your visit. I enclose a map and directions, and some information about my setting.  



Arrive at:………….……………………………… am/pm

Focus of visit:
…………………………………



Discussion time ………………………………… am/pm



Leave at:………………………………………….am/pm

On arrival, please ask for  MACROBUTTON NoMacro [click and type where you want the person to report to on arrival] 
The purpose of the Key Practitioner scheme is to share good practice. This visit will give you the opportunity to have some time away from your setting, to take a fresh look at your role and think about how you can take your work forward.

I look forward to meeting you.

Yours sincerely,

MACROBUTTON NoMacro [Click and type your name]
MACROBUTTON NoMacro [Click and type your job title]

