
Writing 

LO: To draft and edit a letter to your new teacher. 

YOUR TASK: 

Your task is to write a letter with the purpose of introducing yourself to your new teachers in secondary school. 

As your future teachers, no matter who they might be or whether you know who it is yet, they will be just as 
interested and excited to get to know you as we were.  

I would recommend making some notes, before you begin writing, about all the different things about yourself you 
would like to talk about. For example; you may want to tell them about your previous schools, your hobbies and 
interests, your achievements, what you hope to achieve in the future, what you enjoy while at school and feel you 
are good at, the areas you would like to improve….  

These notes will help you to structure your letter. 

Think about the letters we have written throughout the year. Each time we have aimed to capture the reader’s 
attention, inform them and pose questions to them. Those same skills can be applied to this letter. 

 

Remember: Letters are usually formal pieces of writing, unless you know the recipient very well, so you should write 
in a formal but friendly tone. For many of you it could be your first impression on your new teacher. 

Your letter should therefore be: informative, personal and polite.  

 

Things you may want to consider: 

 A range of complex, compound and simple sentences – this will allow you to explain the 
areas you would like to cover with detail and clarity. 

 Relative clauses: beginning with a relative pronoun (who, whom, which, whoever, whomever, 
where, whose, whichever, and that). Just as we considered in our school reports; relative clauses 
are helpful devices we can use in order to add some context and detail to our explanations. 

 A range of punctuation – in this piece of writing you could focus on dashes, semi-colons, colons 
and parenthesis (brackets). All of which allow you to insert additional phrases, clauses and 
information into sentences. 

 In addition, think about creating the correct tone through a careful choice of verbs (actions), 
adverbs (how the actions are carried out) and adjectives (descriptive language).  

 You may also consider a variety of ways in which to begin your sentences and paragraphs. 
You may begin with adverbial phrases, subordinate clauses, adverbs or conjunctions rather than 
words such as ‘the’, ‘I’ or ‘then’. 

 Rhetorical questions and devices; one of the purposes of this letter is to begin to get to know 
your new teachers. You should ask rhetorical questions.  
 



 

 

 

  

 



Suggested Structure and Planning Sheet 

This is an idea to help guide you, if you have other ideas please pursue them whilst 
remembering letters do have specific features. This is not a strict number of paragraphs you 

may decide to pursue a different structure. 

South Farnham School,  

Menin Way,  

Farnham,  

Surrey,  

GU9 8DY 

Friday 15th May 2020 

Dear  ,  

 

Paragraph 1: 
This is where you should talk about your purpose for writing and begin to introduce yourself. It is 
an important paragraph as it will set the tone for the rest of the letter that follows. 
 
Paragraph 2: 
In this paragraph you may want to give a short summary about yourself, you should consider any 
personal attributes or qualities (such as your compassion for others). You may also want to tell them a 
small amount about your previous school. 
 
Paragraph 3: 
Consider the things at school you enjoy and feel you are good at and also the areas which you find more 
of a challenge and would like to improve. You should not mention every subject, just the ones you 
deem important for yourself. You should also consider what you would like to achieve in the future. 
 
Paragraph 4: 
Give them some details about your different hobbies and interests so that they can understand what 
kind of person you are in your life outside of school as well. This might include any sports you play, clubs 
you attend, things you enjoy doing such as baking or reading, or any achievements you have had outside 
of school. Expand on these a little to explain why you enjoy them; it should not be a list.  
 
Paragraph 5:  
Think about the things you are looking forward to, or have questions about, when moving to 
secondary school. You may choose to include a rhetorical question asking for their opinion or advice to be 
shared.  
 
Then bring your letter to a close. Often at this point people consider thanking them for the time they 
have taken to read the letter, or state that they are looking forward to meeting them.  
 
Yours sincerely (if you know them)/faithfully (if you do not know them), 
 
 
Your Full Name 


