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To write a letter 
 
Today you are going to write a 
letter to a Year 2 child who will be 
joining in the Junior School in 
September.  
 
What are the features of a letter?  

See if you can name at least 3 before you watch the clip below:  

Watch: https://www.youtube.com/watch?v=y2d-0dIimgY to be reminded of some of the 
features of a letter? 
 
Task 1: Find the features on the letter below 
 
Features to find: 

 Address 

 Date 

 Greeting 

 Who it is from 

 Paragraphs 

 Informal language 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.youtube.com/watch?v=y2d-0dIimgY
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Task 2- Think about what you would like to tell the Year 2 children in your letter. 

 
Plan your letter to a Year 2 child using the planning template below: 
     

Paragraph 

1 

Introduce yourself e.g. My name is… I enjoy…  

 

 

Paragraph 

2 

Talk about your first important point e.g. The timetable is very busy. Every day 

we have…  

 

 

Paragraph 

3 

Talk about your second important point e.g. We have golden time. This 

happens on… This is when… 

 

 

 

Paragraph 

4 

Talk about your third important point e.g. Every child is put into a house. I am 

in… Houses are… 

 

 

Paragraph 

5 

Conclude your letter with a personal message. E.g. I hope you have a good 

summer break. I look forward to…  
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Task 3 – Use the plan to write your letter to a year 2 child using the Steps to Success. There 

is a word bank below to help you with spellings. 

 

Mild – Use the writing frame on the next page to help you. 

Spicy – Write your letter and tick off your points from the plan 

Hot – Write in an informal style whilst still using ambitious vocabulary. Include adverbs 

from the list below. 

 
 
Success criteria for writing a letter: 

 First person   
Include…

 Address 

 Date 

 Greeting 

 Who it is from 

 Paragraphs 

 Informal language 
 
 
Word bank 

Golden Time rules bus stop Learning Powers 
lunch Library lessons PSHE / R.E. 

assembly Spanish Music smelly stickers 

homework play time teachers Junior School 

 

Adverbs of Time 

yesterday regularly always later 

usually often   
 
Adverbs of place 

here upstairs everywhere there 

inside    
 
Adverbs of manner 

cheerfully quickly courageously happily 

expertly truthfully   
 

Task 4 – Proofread your work 
 
Using a different coloured pen, edit your work checking for the 
following: 

 Accurate spelling 

 Accurate punctuation  

 Accurate grammar 
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Mild letter template 

 

                                                                                                Garden Suburb Junior School 

                                                                                                Year 3 

                                                                                                Childs Way 

                                                                                                London 

                                                                                                NW11 6XU 

                                                                                                Wednesday 15th July 2020 

 

Dear new Year 3 pupil, 

My name is _____________ and I am in _______. I enjoy ________________________________ 

_____________________________________________________________________________________. 

The timetable is very busy. Every day we have ______________ and ______________. The other lessons 

are ________________________________. My favourite lesson is _________________________ because 

_______________________________________________________________________________. 

We have Golden Time. This happens on _______________________.  This is when __________________ 

______________________________________________________________________________________. 

My favourite activity during Golden Time is ______________________ because ______________________ 

_______________________________________________________________________________________. 

Every child is put into a house. I am in ______________________________.  Houses are ______________ 

______________________________________________________________________________________. 

I hope you have a good summer break. I look forward to ________________________________________  

 

From, ________________________ 


