Lesson Plan for The Restaurant
	The Restaurant: Letter of Complaint

Formal Writing
	Whole Class: Mixed Ability Pairs

Time: 1hr 30mins

	Learning Outcomes: 

· Understanding features of Formal Language.

· Recognise and use letter format.

· Understand how to use time connectives effectively in formal letter writing.

· To understand that the use of connectives increases the formality of writing.
	Writing Outcomes:
· Planning Spidergram

· Completed Letter of Complaint

	
	Resources:

· Checklist for Letter of Complaint (Enlarged copy)

· Examples of Letter of Complaint (Enlarged copy) – Beanzo

· Copies of Task

· Planning Spidergrams and enlarged copy for teacher

	Preparation for Writing
Step 1 – Reviewing and identifying features
Explain that today’s tutorial is to write a formal letter of complaint.  To familiarise the children with this genre look at an example of a letter of complaint e.g. Beanzo

(this should be an enlarged copy on whiteboard)

Ask the children to read this through quietly with their partner and compare it with the checklist for formal letter writing (enlarged copy on display), encourage discussion re. features identified using Q&A. Highlight and label features on your enlarged text.

Step 2 - Deconstructing your example
Using your enlarged planning spidergram unpick how this letter was planned:

· Is the purpose for the letter clearly explained in the first sentence/paragraph?  What is it?  Make a note on your spidergram.

· There are 4 main paragraphs – what is the focus/main idea for each paragraph?  Write this into the spidergram.  Go back and look at each paragraph in more detail, what other information can you add?

· Is there a clear conclusion? Perhaps the writer has returned to the main purpose of writing?  Included some suggestions for putting things right/improvements?  Made demands for compensation?

Step 3 – The Restaurant
Give each child a copy of the task and ask them to read through and discuss with their partner what some of the problems with the game might have been.  Take lots of feedback (some writers will be waiting for inspiration) and demo write on planning spidergram e.g. poor quality food, rude waiting staff, cost of meal.

Read out the instructions in bold i.e. letter of complaint – quickly review checklist for address, date, greeting etc.  Point out what is in the bullet points and how these might relate to organisation of their letters:

· What you were expecting?  The purpose of your letter – opening sentence/paragraph

· What went wrong?  2/3 paragraphs outlining the problems

· What they should do to put things right?  Conclusion which may include suggestions for improvement and/or request for compensation.

Explain that children will now work independently to complete their planning independently although they may use ideas discussed.

(30mins)

	Independent Writing

Children should complete the writing task independently.  Teacher/TA to work with LA children either in shared composition with/without writing frame.  Adult to move around the room for children who require more general support.

(45mins)

	Checklist

· Check addresses for correct position and use of capitals

· Greeting and ending – remember the rules

· Time connectives at start of new paragraphs

· Connectives within paragraphs to increase formality of letter



	Plenary

Read through and VCOP own work, swap with a partner and fix any errors e.g.

· Capitals for new sentences and proper nouns

· Words missed out of sentences

· Full stops

Choose two/three children to share their work and ask other children to critique thinking about the following questions (write these up on the board):

· Is the purpose of the letter clearly stated?

· Are the complaints stated clearly with reasons?  (You do not want lists of complaints with no additional information)

· Does the conclusion include suggestions for improvement/request for compensation or both?

(10mins)
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