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June 25, 2020

Monday 29th June 2020

This week we will be looking at a non fiction text 
type. We will be writing formal letters.

True or False: Non fiction is writing 
that is informative and factual.

What do you think an 
formal letter is?
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Monday 29th June 2020

Let's watch this video to help explain what a formal letter is. 

What were the key points 
from this video?

Write down a definition for 
what a formal letter is.

A formal letter is ...

https://www.bbc.co.uk/bitesize/topics/zv7fqp3/articles/zkq8hbk 

True: Non fiction is writing that is informative and factual.

https://www.bbc.co.uk/bitesize/topics/zv7fqp3/articles/zkq8hbk
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This week, we are going to write a formal letter to Jane Goodall to ask her about 
her work. Some children looked at her last week in guided reading. 

We will be using video clips to help us write our letters but today, we will focus on 
the features of a formal letter. 

Monday 29th June 2020

LI: I am learning to identify the features of an formal letter
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Here is an example of a formal letter.

What do you notice about it?

Can you spot the address of the sender?

Who is the letter to?

Who is the letter from? 

Monday 29th June 2020

LI: I am learning to identify the features of an formal letter
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Features:

- The address of the sender in the top right

- Address of the receiver (who the letter is for) in top 
left

- The date written

- Start with Dear and either first and second name or 
Mr/Miss/Mrs and surname 

- Introductory paragraph to say who is writing and why

- Paragraphs for each key point

- Sign off with Yours Sincerely if you used their name 
or Yours Faithfully if you have not used a name. 

Monday 29th June 2020

LI: I am learning to identify the features of an formal letter
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Features:

- The address of the sender in the top right

- Address of the receiver (who the letter is for) in top 
left

- The date written

- Start with Dear and either first and second name or 
Mr/Miss/Mrs and surname 

- Introductory paragraph to say who is writing and why

- Paragraphs for each key point

- Sign off with Yours Sincerely if you used their name 
or Yours Faithfully if you have not used a name. 

Task: Look through this example of a formal letter and 
identify the features.

You can use the table on the next page to help you. 

Monday 29th June 2020

LI: I am learning to identify the features of an formal letter

Type of car

This means 
the phone 
call was 
ended.
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Monday 29th June 2020

LI: I am learning to identify the features of an formal letter

Success Criteria:

* Features of a formal letter

* Clear notes
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Tuesday 30th June 2020

LI: I am learning to generate questions

Today, we will be learning about who Jane Goodall is. 

She is famous for her work with chimpanzees where 
she studied how they lived and helped protect them. 
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Tuesday 30th June 2020

LI: I am learning to generate questions

Here are some video clips to watch but you 
can also do some additional research yourself. 

Look to answer these key questions.

Who is Jane Goodall?

What is she famous for?

Why is her work important?

https://www.janegoodall.org/ourstory/

https://video.nationalgeographic.com/video/000001440a34d3cba96c7b3d061b0000 

https://www.youtube.com/watch?v=WjY31JY0qIU 

https://www.janegoodall.org/our-story/
https://video.nationalgeographic.com/video/00000144-0a34-d3cb-a96c-7b3d061b0000
https://www.youtube.com/watch?v=WjY31JY0qIU
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Tuesday 30th June 2020

LI: I am learning to generate questions

If you missed it from the video, here are the answers to these questions. 

Who is Jane Goodall?

She is a wildlife enthusiast who is passionate about protecting wildlife especially chimpanzees from 
extinction (no longer exist).

What is she famous for?

Discovering how chimpanzees live and their similarities with humans. She travels the world and 
teaches others about protecting wildlife and the environment.

Why is her work important?

She has set up an institution to protect and care for chimpanzees. She also discovered that 
chimpanzees use tools, make bonds (friendships) and emotional connections with others. 
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Now we know more about who Jane Goodall is and her work, we 
can think about questions we would like to ask. 

Tuesday 30th June 2020

LI: I am learning to generate questions

What is a question?
What punctuation does a 

question have?
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A question is something we ask to someone and expect and 
answer to. Eg: How are you? Reply: I am good, thank you.

Tuesday 30th June 2020

LI: I am learning to generate questions

What words can questions 
start with?
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Task: Create a bank of at least five questions you would like to 
ask Jane Goodall about her work. We will use these in our letter.

Tuesday 30th June 2020

LI: I am learning to generate questions

Why did you decide to study 
chimpanzees?

Success Criteria:

* Variety of question words

* Correct punctuation
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Wednesday 1st July 2020

LI: I am learning to plan a formal letter

Today, we will plan our letters for Jane Goodall asking about her work. 

We are going to be using formal language in our writing so lets find out more from this video. 

https://www.bbc.co.uk/bitesize/articles/zmnvgwx 

Formal language means we do not use familiar language (hi, love 
from) or words like can't. We would use their standard English form 
like dear, Yours faithfully and can not.

We write formal letters to people we do not know personally 
(teachers, head teacher, the council or government etc)

https://www.bbc.co.uk/bitesize/articles/zmnvgwx
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Short task: Sort these words and phrases according to 
whether they are formal or informal language. 

Formal                           Informal

Wednesday 1st July 2020

LI: I am learning to plan a formal letter

didn't

To mum

Are you OK?

Love from

I am writing to ...

Dear Mr/Mrs ...

did not

Yours Faithfully
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Short task: Sort these words and phrases according to 
whether they are formal or informal language. 

Formal                           Informal

Wednesday 1st July 2020

LI: I am learning to plan a formal letter

didn't
To mum

Are you OK?
Love from

I am writing to ...

Dear Mr/Mrs ...

did not

Yours Faithfully
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Success Criteria:

* Clear notes

* Use evidence from research

* Features of a letter

** Key vocabulary

Wednesday 1st July 2020

LI: I am learning to plan a formal letter

Think about which questions 
you want to ask Jane Goodall.

Can you make any links with 
your own interests and 

experiences? 



English wc 29.06 I need extra help.notebook

18

June 25, 2020

Success Criteria:

* Clear notes

* Use evidence from research

* Features of a letter

** Key vocabulary

Wednesday 1st July 2020

LI: I am learning to plan a formal letter

Here is my example 
plan for you to look at. 
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Success Criteria:

* Clear notes

* Use evidence from research

* Features of a letter

** Key vocabulary

Wednesday 1st July 2020

LI: I am learning to plan a formal letter

Here is a blank 
template to help you 
structure your plan. 

You can use this 
address for Jane 

Goodall

You can use this 
address as your 

sender's address.

Will you say Dear Jane 
Goodall or Dear Mrs 

Goodall?
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Thursday 2nd July 2020

LI: I am learning to write a formal letter using precise vocabulary

1: Starter: Read through and check your plan

Is there anything you want to add or change?
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We are going to be writing 
over two days. Today and 
tomorrow.

Today, try to write up to 
and including your first key 
point. 

Thursday 2nd July 2020

LI: I am learning to write a formal letter using precise vocabulary
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Success Criteria:

* Features of a formal letter

* Full sentences using plan

* Precise vocabulary (LI)

Thursday 2nd July 2020

LI: I am learning to write a formal letter using precise vocabulary

Sender's address on 
the right with date 

below

Receiver's address on 
the left

Letter opening

Introductory 
paragraph

First point
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Success Criteria:

* Features of a formal letter

* Full sentences using plan

* Precise vocabulary (LI)

Thursday 2nd July 2020

LI: I am learning to write a formal letter using precise vocabulary

Sender's address on 
the right with date 

below

Receiver's address on 
the left

Letter opening

Introductory 
paragraph

First point
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We are going to finish writing our formal letters. Today you 
should be writing your second point and summary of your letter.

Before you carry on writing, proof read what you have written 
so far.

Check:

- Punctuation

- Spelling

- Sentence lengths

The next page will give you an example for how to write your final paragraph. 

Success Criteria:

* Features of a formal letter

* Precise vocabulary

* Sentence starters

** Proof reading for punctuation 
and spelling

Friday 3rd July 2020

LI: I am learning to write a formal letter using precise vocabulary
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Success Criteria:

* Features of a formal letter

* Precise vocabulary

* Sentence starters

** Proof reading for punctuation 
and spelling

Friday 3rd July 2020

LI: I am learning to write a formal letter using precise vocabulary

Your second key point 
and question.

Sum up your letter.

Sign off your letter.
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