
A Guide to Writing Your Letter to Mr Metcalfe and Your Form Tutor 

We are looking forward to receiving your letter.  
Make sure you know what to do, by following the guide below… 

What should I do / not do?  

 It’s important that this is YOUR letter. This means you should not have any help from 
anyone else to write it or improve it.  

 The letter should be handwritten. Please use a pen colour we can easily read, e.g. blue or 
black. 

 Try to use your best English skills in your letter. Choose your words 
carefully and don’t rush. 

What should I write about? 

You can include any information about yourself that you feel comfortable 
sharing. The bullet points below are some suggestions for topics… 

• Your favourite hobbies/ sports / clubs 
• Subjects that you enjoy at school and why 
• What you are most proud of - successes, achievements, awards, talents  
• What you love most about primary school and what you are hoping to do at secondary 

school (including any questions you may have)  
• Your ambitions for when you get older - jobs or “big dreams” 
• Family and friends: your role models, people you admire and why 
• Countries you may have visited and what you did there and places you would like to go 

(and why) 
• Animals that mean a lot to you: pets or favourite creatures 
• What makes you laugh or your funniest moment 
• Describe a time when you have helped someone, been kind or made a difference to others 
• Think about our WHS values: Responsibility, Respect and Resilience. What have you done, 

or would you like to do, that connects with these values? 

How can I send my letter? 

There are 3 ways you could send your letter: 

Post it to me Drop it off September hand in 

Mr L Metcalfe  
YEAR 6 LETTER BOX 
William Howard School 
Longtown Road 
Brampton 
CA81AR 

There will be a Year 6 Letter Box 
on school site when the uniform 
shop is open in the summer. If 
you / your family collects your 
uniform it can be posted in the 
box. (Staff can show you where 
it is if you ask). 

You can give it to your tutor on 
your first day in September.  
BUT I would rather have your 
letter beforehand if possible 
so that I have plenty of time to 
read it. 

 


