DRAFT LETTER FOR PARENTS/GUARDIANS – IN THE EVENT OF A MANDATED CLOSURE
[INSERT CENTRE LETTERHEAD]

Dear Parents, 

The purpose of this letter is to inform you that as of [INSERT DATE], our centre will be closed until further notice.
As part of the [Insert State/Federal] Government’s efforts to protect the Australian/Victorian community from the spread of the Coronavirus (COVID-19), the [Insert State/Australian Regulatory body] has directed all [state/Australian] early learning services to close.
This does not mean that anyone in our centre has contracted the Coronavirus – it simply means that we are complying with a mandatory requirement which forms part of a broader strategy to minimise social contact at every level to help stop the spread of the Coronavirus (COVID-19). 
At this stage the time frame for the mandatory closure is undetermined, but we will keep you informed as soon as we have more information.
In the meantime we apologise for any inconvenience, and we look forward to opening our doors again soon. 
If you have any questions or concerns regarding this subject, please don’t hesitate to contact me. 
You can find out more information about the mandatory closure direction at [Insert website]. 

Regards, 
[bookmark: _GoBack][insert Centre Director name]
