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IT’S THE WRITE THING TO DO

Letter writing resources



Letter writing rules
Here are our rules for your students to follow when writing letters. This helps us
run a safe and rewarding program.

1. No identifying information

2. Names

Please ensure the letters do not include the Little Buddy's surname, date of birth,
social media handles, email address, home address or phone number.

Make sure that the Little Buddy and the Big Buddy's name are on the letter so we can
make sure it goes to the right person!

3. No personal photos
No photos of the Little Buddy or other people should be included. Photos of pets,
famous people, landscapes, toys etc are encouraged!

4. A4 sized
Letters should be written and decorated on an A4 page. Colourful decorations,
stickers and pictures are encouraged! However, for ease of scanning, pleasure ensure
that the letters are flat and A4 size. 

5. Handwrite letters
Letters should be handwritten if possible! This gives an opportunity for handwriting
practice, and also aids in building a personal connection. If handwritten is not
possible due to learning from home or other circumstances, typed is fine.

6. Support
If there is ever anything in the letter exchange that you find concerning, please let us
and the relevant authorities (if applicable) know immediately. 

Ardoch Child Safety Commitment
Ardoch is committed to protecting children's rights, safety and wellbeing and has a
zero-tolerance approach to all forms of child abuse.



their name
their age (but no exact birth dates)
who is in their family
their favourite activity at school 
what they are most excited about at school
their favourite sport
what hobbies they do
what they want to be when they grow up
any questions for their Big Buddy

Little Buddies will write the first letter in the exchange. This is an
introductory letter where they can write about themselves and their
interests. Things to include in this first letter would be:

The first letter
What to write



Little Buddies will respond to what their Big Buddy writes in their letter, but here are
some prompts you might like to use to encourage purposeful writing. These themes
and questions can be big or small, and feel free to add your own ideas.

In addition, to help the Big Buddies write impactful letters, please let us know in an
email one or two topics that your class is learning about! This can be as brief as
"dinosaurs" or "countries in Asia".

Prompts and ideas
What to write

what do you in a typical day at work?
what is your favourite food?
what music are you listening to at the moment?
what are your hobbies?
if you could go anywhere in the world on holiday, where would it be and why?
what was your dream job when you were at school?

Questions to ask the Big Buddies

what they are currently learning in school
what books they have read
what they like to do on the weekend
what sort of job they might think about doing in the future and why
tell their favourite joke or fun fact

Topics the Little Buddies can write about



Letter examples
Here are two beautiful letter examples from last year to give you an idea of what
Little Buddies have written!





literacybuddies@ardoch.org.au

03 9537 2414 or 1300 ARDOCH

Ardoch
Level 4, 85 Queen Street
Melbourne
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Suan Sow (she/her)
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