Wait List Letter Guidance
Policy: Families that are still on the waitlist for Head Start and GSRP should receive a wait list letter in the mail prior to September 1 so families can make different arrangements if needed.  

Families are encouraged to contact the Family Engagement Specialist to inquire about their placement on the waiting list.  Families should know that throughout the school year, FES’ will include the families in Family Engagement Activities and newsletter mailings, to be updated on any resources and activities happening in the area.  
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1. Staff will use ChildPlus LiveMessage to send a wait list letter.  Click on number 1024 Wait List Letter.  



2. Use Advanced Setup to send letters to multiple sites at one time.  Be sure to use GSRP Pre-Kindergarten 22-23 and Head Start 22-23.  
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3. Click ok.  This will bring you to back to the original screen.  You will want to click waitlisted and drop/wait.  Click then on the Individual Tab.  
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4. [image: Text

Description automatically generated]Under the individual tab you can select the children that are on the current waitlist with a completed application.  Returning children without a completed application may show up on the list so it is important to have your 2025 wait list to compare to.  
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Description automatically generated]Click Preview.  All your letters will come up, you can now print them off.  Each letter will have the parents name, child’s name and the classroom their child is on the wait list for.  
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Dear Samartha Winchester,
At this tirme, your child Jaxiyn Winchester, has been placed on the Alanson Child
Development waitlist If space is available, children that are overincome or have
3 birthdate between Septermber] and Decernberl may be accepted after
Septemberl

4svacandes occur duringthe program year, wewill be filling those spots from the
waitlist according to mandated priofities

Ifyou have enrolled your child into a different program, please | etus know so that
we can remove then from our wait list

Fease contacme ifyou have anyquestions,

Sincerely,
Alicia Temple

ERSEA and Health Manager
NMCAA Child and Farrily Developmert Programs

E-mail: atempl e@nmasanet
Phone: 231-409-3468
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