
STAGE 5Unit focus: Eco Awareness
Text focus: Formal Letter (890L)

Formal Letter
Dear Mrs Cuthbert-Harrington,

I would like to bring to your a� enti on the poor job we are doing, as a school, when it comes 

to helping out our planet. Hopefully, a� er reading this le� er, you will be le�  in no doubt that 

something needs to be done. Thankfully, I have just the soluti on. 

As you are well aware, plasti c polluti on is something that is in the news a lot lately. Our seas are 

literally choking in plasti c bags, straws and other debris that we have dumped into land-fi lls. All of 

us are guilty of playing a part in this. Did you know that we used 3,562 single-use plasti c cups this 

year? Not only is that expensive for the school, consider the cost to the animals around the world. 

When I was on holiday in Cyprus last summer, I saw a turtle that had washed ashore with its head 

stuck inside a plasti c cup similar to the ones we use. For a moment I couldn’t help but wonder if 

that was my cup; had I done this? My blood boils every ti me I see somebody using one.

It is undoubtedly important that children have access to water throughout the day; however, there 

are more eco-friendly ways to do this. Firstly, all children should be provided with a water bo� le or 

reusable cup by the school. While this would be costly to begin with, I’m sure you can see that we 

would eventually save enough money to make it worthwhile. If you don’t think that this is a valid 

opti on, please at least consider switching to recyclable paper cups. These are much more friendly 

for the environment.

Plasti c cups aren’t the only problem. Throughout our hallways and classrooms, the walls are 

covered with laminated worksheets. Once they have become ta� ered, torn or not needed, they 

can’t be recycled. Instead, they fi nd their way to the same land-fi lls and out into the rivers and 

oceans. This is completely avoidable, and I implore you to investi gate alternati ves. 

Saving the planet and protecti ng it for future generati ons is something that we all need to take part 

in. You are the leader of our school, and I hope that you understand the responsibility we all have 
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to make small changes. If you do, then we can make 

sure the big changes happen. We certainly cannot sit 

around and do nothing. Once we have made these 

small changes, there are lots of other areas where we 

can improve as well. Did you know some companies 

will recycle our old felt-ti p and white-board pens? 

Thank you for taking the ti me to consider my concerns 

and ideas. I hope that you take them on board and 

help us to make a change.

Best regards

INFERENCE FOCUS
1. How does the author feel when they hope the headteacher will be le�  in no doubt?

2. How did the author feel when they saw the turtle with its head in a cup? How do you know?

3. How does the author feel about laminated displays? What gives you this impression?

4. Overall, do you think the author is for or against the use of plasti c in school? Explain.

VIPERS QUESTIONS
R List two things that are choking our oceans.

E Why has the author used the word choking to explain the impact on the ocean?

V Which words shows just how important it is for children to have access to water?

R How many plasti c cups did the school use last year?

V Use a dicti onary or the context of the word to fi nd a defi niti on for implore.

S Summarise the main concerns of the author that are listed in the le� er.



Answers:

1. Hopeful that she’ll agree

2. Sad, worried or concerned. Reference to whether it was their cup that caused it

3. Angry, unhappy. Reference to being avoidable and ending up in landfills

4. Against or any balanced argument for being pro-plastic - i.e. acceptable in responsible or 

recyclable amounts

R: Plastic bags, straws and other debris

E: To create the imagery of animals unable to breathe or move

V: Undoubtedly

R: 3,562

V: Beg somebody desperately to do something

S: Plastic being dumped into the ocean, the use of plastic cups and laminated displays in school, 

recycling felt-tip and whiteboard pens
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