Parent Letter Template
(School Letterhead) 

Date: ____________
Dear Parent/Guardian,
We are excited to announce that (Student’s Name) has enrolled in the (Name of Program) and will gain real-world work experience through our Simulated Workplace initiative. This program models a professional work environment, helping students learn workplace skills such as professionalism, teamwork, safety, and customer service.
Students will follow workplace routines, including clocking in and out, attending classes regularly, and following program policies. They will take on various roles, complete hands-on projects, and engage in academic tasks like reading, writing, and math. Successful completion of these activities builds work-ready skills and may lead to industry-recognized certifications.
Our goal is to prepare students for the real workplace by encouraging accountability and responsibility. We look forward to supporting your child’s academic and career growth.
If you have any questions, please contact me.
Sincerely,
Instructor’s Name
Program Name
School Name
Phone Number or Email Address
Parent/Guardian Acknowledgement:
Parent/Guardian Name (Printed): __________________________
Parent/Guardian Signature: _______________________________
Date Returned: _____________________ (File a copy in student file)

