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Sample Email to Schools

Below is a sample message that may be sent to schools in which you wish to do an outreach session. Replace all text in square brackets, e.g. [NAME] with your name.

Dear [Mr. X / Ms. X / Sir or Madam],

My name is [NAME]; I'm a [FIELD OF STUDY] at [UNIVERSITY] and am part of the Engineers Without Borders (EWB, www.ewb-uk.org). [MENTION PAST RUNS AT THE SCHOOL HERE IF YOU HAVE WORKED WITH THEM BEFORE.] 

We are piloting a school outreach programme entitled "Water for the World" and we would like to offer a workshop at your school.  The workshop is suited to students aged 12-16 in science and geography classes and can last 1 to 2 hours, depending on the time you have available.

The workshop includes a presentation, an interactive water filtration activity, and a follow-up discussion. Specific topics covered include: water use in the UK; water use in developing countries; why access to safe drinking water differs in different parts of the world; and the role of technology and development in improving access to water for the world’s poorest people. The participants will also have a chance to build and test a simple, working water filter using basic materials like sand and gravel. You can view the lesson plan (presentation and activity sheets) online at [WEB ADDRESS].

We have run this session at many schools with excellent feedback, as both kids and teachers enjoy participating in it. We would like to offer a workshop to one of the classes at your school and would like to know if you or one of your schools' teachers would be interested in this opportunity. The module generally fits well in course areas like geography, social studies, and science. Please let me know if you would be interested and if so what dates you might like to do a session on.
I remain at your disposal to answer any questions you may have. 
Thank you for your time, and best wishes.
[NAME]

[ROLE AND ORGANISATION]
