Improvement Sessions for Letters of Complaint
	
	Suggestions for Improving Letters of Complaint

	Layout and Organisation
	· Look at a range of letters of complaint and repeat checklist of features and layout.  Use a good example from one of the children – examine paragraph structure and what is included within each paragraph.

	Adding Detail to problems identified.
	· Quite often children give a list of problems without really saying why it is a problem.  They need to be shown how to add detail to their writing.  Encourage them to explain each problem by asking themselves questions:

1. What is the problem?

2. Why is it a problem?

3. How would I like this problem to be solved?

	Formal and Informal Writing
	· Children should understand that most letters of complaint are formal.  They need to make the distinction between formal and informal.  A good way to do this is through roleplay by demonstrating how formal writing when spoken is very different from normal speech.  Exaggerate this during the roleplay, it’s fun and a useful learning tool.

	Using Connectives
	· Time connectives are usually quickly grasped as a way of beginning new paragraphs and help children organise their writing.  Show this by looking at an example and making a class list of time connectives.
· Using connectives gives the writing formality which is easily demonstrated by transforming sentences e.g.

I was also very disappointed by the way your staff treated me and I won’t be shopping there in future.

Furthermore I was very disappointed with the way your staff dealt with my complaint, and as a result I will be taking my business elsewhere in future.
· Make a class list of connectives.
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