Gieveral Literacy Help
for

Parents and Carers

How do I?



The following slides will help you support your child in
different aspects of their writing and in developing their

accuracy :

* Slide 4 — writing checklist

 Slide 5—-How do | write a simple and complex sentence ?

* Slide 6 - How do | vary sentences ?

 Slide 7 - How do | avoid comma splicing ?

* Slide 8 - How to use the apostrophe of omission and possession ?
* Slide 9 - How do | choose the right homophone ?

* Slide 10 - How do | learn my spellings ?

 Slide 11 - How do | improve essay writing vocabulary ?

 Slide 12 - How do | write a formal letter ?

* Slide 13 - How do | write a personal letter ?




The following slides will help you support your child in
different aspects of their writing and in developing their

accuracy :

ide 14 - How do | write a formal report ?

ide 15 - How do | write a diary ?

ide 16 - How do | write a leaflet ?

ide 17 - How do | write a speech?

ide 18 - How do | write a discussion essay ?
ide 19 - How do | write an evaluation ?

ide 20 - How do | write instructions?

ide 21 - How do | write a newspaper report?

ide 22 —How do | plan my work?



Use this writing
checklist to check the
accuracy of your child.

You may wish to make
your own depending
on what errors are
frequently made.

Ii L“E‘RP‘CL

v spelling

v punctuation (17-15)
v paragraphs

v tense

v was were

v totwo foo

v’ their there they're
v anora

v our you're

v aim to write 15 to 20
words per sewtence

v cowectives
v wferesting opever

v literary devices if
applicable

v copital letters [ MINTS
v yts=les

v new speaker=new line

Stop after every third line and check
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T How do | write.. g
a simple sentence?  a compound sentence?

A simple sentence is the most straightforward type of sentence you can A compound sentence is a sentence that joins two or more main

write. It contains just one main clause (idea or piece of information). clauses (ideas or pieces of information) together using a conjunction.

Simple sentences always contain a subject (main noun) and a verb (a These conjunctions are:

doing or being word).
For example, el e L—J m

‘was’ and ‘were’ are all ‘being

® The dog barked.

& He was hungry.
For example:

Simple sentences can also have an object, which is the noun that the ) i ) )
L . | don’t have any homework tonight for | completed it all in school.
subject is acting on. For example:

The clouds turned grey and rain began to pour from the sky.
® The bird soared through the air. | didn’t know who he was nor why he was looking for me.
® The dog barked at the postman. It was unlikely that they would win but they were determined to try.
® His food was on the table. You must finish your work by the end of the lesson or you will need
to finish it for homewaork.

We can also add adjectives and adverbs to simple sentences to make

them more detailed or interesting: She had revised thoroughly for her exam yet she still felt nervous.

It was cold outside so | put my coat on.

® The delicate and graceful bird soared through the air effortlessly. The cat was stuck in the tree because the dog chased it

® The fierce dog barked viciously at the frightened postman. | love chocolate though | know fruit is better for me.




Complex sentences are made up of a main clause that makes sense
on its own, and one or more subordinate clauses that do not make
sense without the main clause.

The main and subordinate clauses should always be separated by a
comma in the sentence.

There are three different ways that a complex sentence can be
structured and you should be able to use them all in your writing.

2.: Subordivate claunse first:

eBaring his sharp teeth in warning, the dog barked at the postman.

eHoping desperately | would make it before the doors closed, Iran
towards the lift.

eNervous and filled with dread, | entered the exam room.

eAlthough exercise is important, a healthy diet is equally vital to your
health.

How do | write
a complex sentence?

1: Wain claunse first:

eThe dog barked at the postman, baring his sharp teeth in warning.

el ran towards the lift, hoping desperately | would make it before the
doors closed.

o| entered the exam room, nervous and filled with dread.

oExercise is important, although a healthy diet is equally vital to your
health.

3: Subordinate clause embedded in the main clanse with a pair of
commas:

e His hands , which were normally steady, began to shake uncontrollably.
eThe sky, that had been blue and clear, suddenly turned dark and stormy.

eYsgol Cwm Brombil School, which opened in 2019, is in the town of Port
Talbot.




DHow do | vary my sentences?
“Just roll the dicel By

~,
Start with an adverb:
Sadly, many beautiful animal species are facing extinction.
Cautigusly, | crept along the dark corridor.
iy
Excited for their first day, the children lined up in the yard.
Embarrassed and ashamed, | turned and walked away.
) I
Start with an -ing verb:
Finding time for hobbies isn't always easy, but it's definitely worth it.
Baring his teeth in waming, the dog barked at the post man.
oy
One rainy afternoon in Spring, her life changed forever.
As the sun dipped below the horizon, | felt peaceful and serene.
¢ ™y

Start with o shmile-:
Like a beacon of hope, the sun blazed down on us.
Like screen-time zombies, too many teens are addicted to technology. )

30% of teenagers are obese. That is shameful.
My heart pounded rapidly. This was it. Now or never. Win or Lose.
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How do | avoid comma splicing?
S

Cormmas should only ever be used for three reasons:

1. To separate items in a list. For example: Today | have English, Maths, History, French and Art.
2. To separate a main and subordinate clause. For example: Today is Friday, my favourite day of the week.
3. To separate a connective or tag phrase from the main sentence. For example: James , are you listening? or First , take out the ingredients.

Commas should never be used to separate two main clauses. This is called comma splicing. For example: | like her, she’s funny. is a comma splice.
| like her and she’s funny are both main clauses because they make sense on their own, so they cannot be joined with a comma.

Luckily, there are three easy ways to correct a comma splice:

l: Use a full stop Z: Use o conjunction 3: Use a semi-colon

Comma splice: | like her, she’s funny. Comma splice: | like her, she’s funny. Comma splice: | like her, she’s funny.

Correction: | like her. She’s funny. Correction: | like her because she’s funny. Correction: | like her; she’s funny.
Comma splice: It's hot outside, make sure Comma splice: It's hot outside, make sure Comma splice: It's hot outside, make sure
you drink plenty of water. you drink plenty of water. you drink plenty of water.

Correction: It's hot outside. Make sure you Correction: It's hot outside so make sure
drink plenty of water. you drink plenty of water.

Correction: It's hot outside; make sure you
drink plenty of water.

Remember: Commas can never be used 1o join two sentences together.

nstead, you should always use a full stop, conjunction or a sewi-colon.
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~for omnission?

One reason that we use apostrophes is when we remove
(or omit) letters from a word. This is called using

apostrophes for omission.

When we use apostrophes to show omission, we take out
the letters that we don’t need, and put an apostrophe
where those letters were. For example:

cannot can’'t

you are you're
he is he's

could have could’'ve

WARNING!

How do | use apostrophes..

for possession?

The only other reason we use an apostrophe is to show
that something belongs to something or someone. This is

called an apostrophe for possession.

When we use an apostrophe to show possession, we
usually add an apostrophe and an s to the word. For
example:

Harry's book or Lily's pen

When there is more than one of something, or the word
already ends with an s, we just need to add the

apostrophe. For example:

James’ book or Mrs Jones’ pen

the boys’ toilets or the girls’ football team

The most common mistake made with apostrophes is using them where they shouldn’t be.
You should never use an apostrophe to show a plural (more than one of something) or for a verb that ends ins.

the boy’s ran away %

For example:

or

the girl walk’s down the street x
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There, their, there
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How do | choose the right homophone?

Cl AN
To, two, too \ - LW

‘Te' is can be either a preposition or start a verb, e.g. ‘l am going

“There’ shows a place or position. to school.” (preposition] ‘I'll have to think about that’ (verb start)

Tweo' is the number 2, e.g. ‘| have two cats and one dog.”
‘Their’ means belonging to them. & &

r i r
“They’re’ is the shortened form of ‘they are”. ‘Too" means also, or as well, e.g. ‘'l have a hamster too. T L]

/

Remember the zombies! THERE Tl'!EVFiE |
o Your and you're Its and it's
“Your’ means something belongs to you, e.g. “You ‘Its’ shows something belongs to some-
should always check your work carefully.” thing, e.g. ‘The cat licked its paws.’
Tha zcebics aro 'rn.?llrn-n?“am Thay'ra coing “You're' is the shortened form of ‘you are’, e.g. ‘It's" is the shortened form of ‘it is’, e.g.
allng off. o el us

I-Ehﬁ" THE [“FFEHE"BE “You're going to miss silly mistakes if you don’t.” ‘It's going to rain today.”

Affect and effect

‘Affect’ is a verb. It is an action, e.g. ‘Not revising will affect your education.’

Weather and whether

‘Weather’ describes the conditions around us, e.g. “The

‘Effect’ is a noun. It is the result of the action. ‘Revising will have a positive effect on my learning.” weather is beautiful today.

Top tip: If you are using the words the, a or an, then it's always effect not affect!

+ ‘Whether’ shows a choice between two or more things,
‘; ' 3 e.g. 'l don't know whether | should eat crisps or an
3
Aot ot apple at break time.’

Here and hear
‘Here’ shows where something is, e.g. ‘My book is

here an the shelf Which and witch

‘Hear’ means that your ear is picking up a sound, e.g. “Which’ shows a choice between two or

“You don’t need to shout, | can hear you just fine. Allowed and aloud more things.

‘Allowed’ is something you are permitted . . .
g p gd\" | P "“Witch' is a female wizard— someone

to do e.g. 'l am allowed to play on m
€ piay Y with magical powers

computer for one hour a day.’

Lose and loose ‘Bloud’ means ‘out loud’ e.g. ‘I like to
‘Lose’ is the opposite of winning., e.g. ‘They are going to lose.’ read aloud to my younger sister.”

‘Loose’ is the opposite of tight, e.g. "My laces are loose.’

Which Witch



Look, say, cover, write, check:
= Look closely at the word. Which
part of the word is the tricky part?

= Say the word out loud. Visualise
the spelling as you say it.

« Cover the word.
« Write the word down.

e Check if you've got it right!

/ Pyramid writing: \

Turn the word into a pyramid, by
building it up on letter at a time:

Py
pyra
pyram
Pyram.i
pyramid

Jh

=
<>

-

Hows do | learn vy spellinngs?

Learning by repetition:

Practise writing the word out five times, and then check if you've got it right!

_\
Rainbow writing:

Practise writing the word seven
times, using a different colour

every time you write it. Y,

2 )

Create your own memory joggers to

Mewmory joggers:

help you remember tricky words, e.g:

« Big elephants can always under-
stand small elephants = because

« We have one collarand ¢ ° 3

b

two sleeves = necessary sty

-

\- An island is land in water. /

(.

Think +ricky é‘{

Make the tricky part of the word
stand out by writing, circling or
underlining it in a different colour.

4z Chunking:

Break the word down into syllables
(like beats in a rhythm) and learn it
one syllable at a time.

Practise writing the word out using a
different colour for each syllable.

\ cat er pil lar

/

I cat er ! F-i] |

lar |

Spelling squiggles:

Draw a large squiggle on a piece of
paper. Practise writing your
spellings inside the spaces in your
squiggle.



How do | improve nwy essoy wrang vocobulary?
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I Topic sentences: = ,‘
I I /
1 = One of the most important themes. .. ] !
| One of the most significant ideas___ | "
I - Another crucial way atmosphere is created. .. I I

]
| i"

, -

Ie

e \\‘\‘\‘\.‘%‘%‘\%‘\‘\‘\‘\‘\‘\‘\.‘\"\-"'s"'»‘}

Comp

-
-~

« As with,
L]

< Wr_iting about = contests + portrays e
X writers: = suggests » depicts ¢
g. The poet/writer/ = believes » alludes to 2
S authgr' = underlines = highlights 7 -
4 - sh o-ws = uses + defines é -
% « demonstrates = notes that = displays P 4 -
S . explores = CcOonveys * proves P4 -
N . explains = creates = points to 4 -
5. investigates = establishes = reveals e
S .« reveals = illustrates = explains Vg
S S = highlights + validates Vg
« indicates -
S e implies = emphasises « confirms 2
“\. . su?ve < = exemplifies + presents ("
S o it 4 « illuminates « exhibits é
‘\ e extends = encapsulates « outlines £
. « clanfies » defines V.4
= refutes N ;
S « challenges = connotes = intensifies (’
> 4
N 4

/‘ff«’f«‘«‘«‘/q/q/qff«*f«"d"«"«"«"«"qfq/qf‘q

arlng and contrastmg

Similarly,
Like,

Equally,
Likewise,
Correspondingly,

= On the other hand,
* Unlike,

« Contrastingly,
+ Alternatively,
* Meanwhile,
+ However,
+ Whereas,

Analysing evidence:

This shows that
This creates
This highlights
This implies
This indicates

Using tentative language:

It could be
This/it suggestis
This is as though
It seems

It may be

It is almost as if
The writer could
FPerhaps the author
Could this suggest?
Might this mean?

This may also refer to

Firstly, .
Sﬂcond; - )
B .
Thirgy " 9':-':!'68 ,]
Fu resuit,
n ru’ﬁf’?ho *  Forthat rea, !
add;non to th . Cons S0on, I
Iso, Is o Tha, odUenty, ]
Indeed . :E"Bfore 'l
’ us,
Mﬂrﬂoyﬁr - Fl'ﬂaﬂy, 'l
)
- This/which gives the i
- impression :
. This gives an insight I
. This immediately adds 1
. This quotation shows I
. This relates to the idea /
- This evokes images of
}'; ———————————————————————— -
= Evaluating effects: = accomplished =
1 ffocti = interesting 1
| = €llecuve = evocative |
I = engaging = resonates |
[ interesting = has a particular I
I = compelling resonance with I
1 ° convincing = confronting I
| = direct = challenges [ |
I + poignant s sophisticated |
= = reminiscent of = an intelligent use of =
*=  emotive « this elicits an
= =  moving emotional response =
I = Iimpressive = an interesting e
I - powerful example of Crea
1 . skilful thought provoking |
I = expert confronts the I
1 = experily reader i
. I < artful |
| |
T T+ rrrrrrrrrrrrrrr rrj
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\*?% How do | write a formal letter?

-

PLI‘.H'I:?I:IS& To argue, persuade. or give your views about an issue. You would also write a formal letter to apply for a job.

fudience someone that you respect, but do not know well, for example your head teacher, the editor of a newspaper, or a politician.
LHWM@EJ Your language and tone need to be formal and respectful. If you are trying to argue or persuade, you will also need to be convincing.

Lﬁﬂll:j-ﬂ'-'-‘h Formal letters have two addresses: your address and the date in the top right corner, followed by the address of the person you're writing to underneath on the

left hand side, Begin with either the addressee’s name [(e.g. Mr Grimes, Miss Thomas) or Dear Sir or Madam. If you know the name of the persaon you're writing to, you
end the letter with Yours sincerely’, and if you don't it's Yours faithfully’. (Remember: F for forgot the name’}

‘\

/

/lown writng. 3¢

A letter should newver begin with '
am writing'. Instead you could use ane of

the following:

= Lwould like to express my wiews. .
= | would ke to share my cencerms...
= | waould ke to apply for..

Or, try opening your letter in a more

ariginal way, for example with a rhetorical

Qestiun or a shocking statistic, -d/

{’,S;I"Erﬂl'f"lq Q E‘l'F'ﬂl"lta I'.IIFI'I"III-DTI"'H

L]

| passionately believe..
It 15 abwiaus that..
It is wital that..

= | truly believe thart...
= |was outraged to hear..
= Some people belleve that... They are

N _

[hﬁ*rrcld.u.u’rlow

p— S, (e p— e — —" —

e e ey e ey’ el e e

[

Conelugion:

= Make your opinion and reason for
writing clear In each paragraph.

= Hawve a strong opinian, If you didn’t have
a strong opinian either way, you
wouldn't bother writing a letter.

® Give as many different reasons to
support your opinions a5 you can.

* Use AFORREST technigues to bring your

Qtter o life. _/
> . \.

.l Mo feanse
==3)
‘. t. "--r-I
mm

N

ﬂ:rwul letter +op Hps -\

.y




yOHow do | write a personal letter?

F'UI'DOSEZ to communicate with someone you know well. You may write a letter to recount events that have happened, or to give your opinion.

Audience: usually a friend or relative; personal letters are always written to someone you know well.

Language: always write in first person. The tone of a personal letter needs to be friendly and infermal, but in standard English!

Layout: personal letters begin with your address and the date in the top right hand corner. Start with ‘Dear” followed by the first name of the

person you're writing to. End with an informal closure such as ‘love’ or ‘best wishes’ and then your first name.

/; . . \ Introduction: /' \
ecountng evenis: Personal letter top tips:

« You'll never believe what
happened to me today...

* Show that there’'s a

[ I relationship between you and
# First... your audience.
¢ Next... [ I s Don’t just recount what has I
« After that... happened to you— share your

reactions, thoughts and

» Einally.... feelings too.
>;ving opinions and advicej‘< ® Use the occasional rhetorical

question or exclamation mark

to create a friendly tone. /
gy, N\

Capitals .. Homophones

'r’.ﬂh ‘I“
I‘L--.’l’

* Knowing you as | do...

[
3/
%

¢ | know what you're going to
think...

¢ | think we've known each
other long enough... o ]

Conclusion:
\'Here’ﬁ some advice...




How do | write a formal report?

Purpose: to give information about or evaluate a particular topic, e.g. a science experiment, facilities in school.

Audience: usually an adult audience, for example you might write a report on the school facilities for Mr Grimes, or the local council.
Language: very formal and impersonal; written in third person and present tense [but histarical reports are written in past tense.)

Layout: begin with a heading to explain the content of the report. Each paragraph that you write will need a subheading. You could use a list of

bullet points to give information quickly that does not need to be explained— e.g. a list of equipment in a science experiment.

&ur headings will usually be \ gy {“N_v—\‘}
.Y

i

specific to your task, but some ) f \
v

general headings you could D g s e WARNING!
use are: A

- There are some
s+ Main findings Heading 1 \} ft@‘*‘h’“
« Advantages of y words that you

) S~ should never use ina
s Disadvantages of... fo |
» Recommendations... rmal report:
. |

¢ Suggested improvements...

&
\ y
"\

ﬂeful sentence starters:
s The purpose of this report is.

e Itis clear that...

¢ It has been found that...

* One of the main features/
problems/issues/ strengths...

e This is because/ due to...

s Toimprove, ...

« One recommendation is...




"’-.W" I:.'l-'lf-""l'

"% Howr do | write a diary?

13:- L\l‘j“

F'WPDE& 1o recount and keep a record of events that have happened in the writer's life.

F‘-Ll.dlﬂ'l"l-[aﬂ: usually for the writer's eveas only. Diaries are private documents and often contain personal information and sacrets!
Lﬂ"ﬁ:af-'lﬂu@ﬁ# always write in first person. The tone of a diary needs to be friendly and informal, like writing for vour best friend— but in standard English!

Lﬂl:jnl.l+: diaries usually start with ‘Dear diary’, then continue with a series of paragraphs. Your introduction should summarise the svent you're writing

abhout, then the following paragraphs should retell events in chrenological order. _/

e
G?’lamﬁlslh:}] ideas: ) /E;iﬂn_.j wiriting top tips: \
& |magine you're writing

IvvbroducHon

summarise the main points:

= First, . .

= Next, .. o 'y"DLI-I' best friend.

+ After that, . [ Pmmq,mph ] *  [Don't just recount what has
happenad to you- share your

= A few days later, ...

Fovagragh ] reactions, thoughts and

+ From that point on, ...
feelings too.

= Later on, ...

= Finally, ...
Creating on informal tone: )

s You'll never balieve what l Fﬂfﬂrﬂil"ﬁp'ﬂ J
happeanad 1o mea...

= |Jse the occasional rhetorical

[_rorogropn_]

question or exclamation mark

F‘amgmph ] \ o create a friendly tone. /

= How could | have known
what was about to happen?

* Today was a day I'll never
forget!

\: What a dayl _./
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Howr do | wriHe a leaflet?

i N

Urplcé: to give infermation or persuade someone to do something.

Audience: you could write a leaflet for any specific audience, e.g. schoolchildren, a group of parents, a group of elderly people. It will depend on the task you are given.

L-r-.'miu.n.ge: You will need to write in third person, but you might also use some second person by referring to your audience using the word ‘you'. If you're trying to
persuade, you could include some of the AFORREST persuasive technigues.
Lﬂ.l_.juuh Leaflets are usually one page of Ad folded into a booklet of six pages. You will need to include headings and subheadings to organise your ideas, You can also use

vy
Outside nside pages f/';:;;'rs;mﬂ.slw tecknigues: \

photographs, bullet points and text boxes, but you will also nesd plenty of text in full sentences too,

Page 5 Page b. Fage | e M Tell a personal anecdote
# - Use fact
Bock Cover Front Cover e ractE
Fold In second Fold in First s [l Give your opinion
. R

= = Ask a thought-provoking

rherorical questions

= [ Lze repetition

|‘f"|5|d€ # [ Use emotive language
| s o Support your opinion with
Fage Z Page 3 Page 4 statistics

\:' Use tripling

Gﬁmﬁmhﬁr _.\

#* Leaflets need to be attractively presented.

® You can use headings, subheadings, iImages, text
boxes and bullet points.

= Don't forget to include plenty of text too— that

means full sentences and paragraphs!

S




How do | wrtte a speechh?

PtM’pOSéL: to argue your views or persuade vour audience to do something.

Audience: you could give a speech for any specific audience, e.g. schoolchildren, 2 group of parents, a group of elderly people. It will

depend on the task you are given.

‘L.O.Y‘-{}UQ@&: You will need to write in first person because you are giving your opinions. You will nead to use persuasive techniques to support your opinion.

4

i Beasons / \
2 Pevsuasive techniques

Lagouh You need to organise your ideas into a range of paragraphs. Remember to start with an introduction and end with a conclusion!

/Orgamsmg ideas #\

oplinlov .
e Overall, P cOO <~ e % Tell a personal anecdote
e To summarise, . = ¥
e Use facts
e Firstly, % o
5 yd| e U Give your opinion
e Secondly,
e Furthermore - e Ask a thought-provoking
e Moreover ’ rhetorical questions
4
i 2 Use repetition
e Finally, Oy /- ° :
e To conclude, e Use emotive language

e Support your opinion

with statistics
e | Use tripling .

K show a strong opinion:

eIt is very clear that...
e There can be no doubt...
elsn’t it obvious?

e Some may argue that...
They are wrong.

e | passionately believe.,
\OODViOUSW, #/




How do | write a discussion or essoy? (Ar— O

_J

PMTPDEE: To discuss, analyse, or evaluate a topic in detail.

ﬁudiﬁﬂbﬂz An expert in that issue {usually a teacher) who wants to hear your views.

Lﬂl‘r‘lraumaﬂz vou nead o use formal language and third person, Do not use words like | or me, J

Lﬂlgﬂlﬂ': Your will need a heading, and a series of paragraphs. Always start with an introduction and end with a conclusion,
~ Explaiving and
Introducing ideas:

[ Summarise your main ideas to answer the question ] ﬂ,mw|hq Eﬂdﬂﬁbﬂ
& One of the most

= This suggests that...

important ways/factors/ [ - - | r e nlanation of evidence ] & This implies that_..

ISSUESIS.... - - = This is important
* A significant way that... C | Evidenceto support your idea | | Explanation of evidence | because. .
e Another important = \L
factoric. [ Evidence to suppart your idea _] [ Explanation of evidence ]
\-_ Another crucial wWay... _j [ Evidence to support your idea I [ Explanation of evidence ] US'M +Eﬂ+ﬂ.‘|‘h"'€-
Evidence to support your idea | [ Explanation of evidence J |ﬂL'I’|laMﬂLIa5=
, - & This could imply
i ) Explanation of evidence
qﬂdudl‘ﬂq evidenie: R I e =2 e This might suggest
# This can be supported [ Evidence to support your idea ] I Explanation of evidence I = Perhaps
by the evidence that... - - = NMavybe
e This is proven in.. [ Evidence to support your idea ] [ Explanation of evidence I » However
= This is clear when... [ Evidence to support your idea ] | Explanation of evidence ) = Alternatively
= Evidence of this iz..
s YWhen the text/vurit
’ Summaris= your main ideas to answer the gquestion ]
states that. .




vﬁv Howr do | wrHe oan evalnaHon?

FUrpOS€: to evaluate: that means to describe the strengths and weaknesses of your given topic. You can evaluate your own work, or other things such as a

“\

performance or local facilites.

Pudieyice: Evaluations are often for an official audience, perhaps yvour teacher, or the leader of the local council.

Lﬂl.hﬂjlﬁﬂuaﬁ-' Your language and tone need to be professional and formal. If you're evaluating your own work then you will write in first person. Otherwise, you should

write in third person,

Y Y,
It tion:

G—I—‘r&mﬁhs ) niveductior /h:"‘I:T'E'u'-!'fh"'-f?‘r'!}:{ —\\

t: vou need ta set vour work out with a heading and a series of paragraphs. You could also divide your work into sections with subheadings,

= One successful feature was._. = One way o improve.. would

)
+ One of the greatest strengths I be..
WaAS... = A recommendation to improve...
= A further effective aspect of... I i5...
\_ = .. could be improved by....

= In future, the group/local

\-caunr_ll showuld... ‘/

_/
(/-_ EnlknNEsies: _\

= One of the less successful
features...

= An area that needs improvement

(- ]
= A further weakness that was W
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hkstrucn‘on ,"
Tanuay |

r AV pPoses to tell somebody how a task can be done in a series of steps, for example complete a science experiment or make a cake.

A £ ¢: somebody who wants to leam how to complete the task— they are beginners, not experts!
Laranng s simple, clear language. Use imperatives (commands) and time connectives to organise your instructions.

Louor T Start with a heading which explains the task, then write a series of easy to follow points (usually numbered.) Give every ‘step’ a line of its own.

[ Useful connectives: \

First,
Second,
Next,

After that,
While
Meanwhile,
During,

As,

Before,

Irnagine giving a
dif ferent order on
every stepl

] TiHe: How to..

Start every step with a
vonnective, then an
Imperative. Eg. First,

cthop the tomatoes..




PHFPDE& to recount, or inform readers about, a specific event.

ﬁlﬂdlﬁ-\"ﬁ&ﬁ’ newvwspaper readers; generally an adult audience interested in the news and current affairs,

meamga formal and impersonal; written in past tense and third persan. —

L{HHGH+- newspaper articles need a headline to catch the reader’'s eye, and a by-line to summarise the story. They usually include an image with a

caption. The article is made up of a series of paragraphs and usually organised in columns.

@@mnislﬁ@ Ideas: \

e First, ...

J
@nwlwq unuaﬁmlm’rg_\

= |t is possible that...

I oduc Hon

summarise the main points:
s MNext, .. P

= After thart, .. = |t has been suggested...

« A few days later, ... [ Pn.mqmph ] + |t could be argued that..
« From that point on, ...

+ Perhaps the answer is...

#« Later an, ... + Another possible

* Following this, ... explanation is...

= Finally, ... [ Pﬂ'mﬂr% ] = One suggeshbon is..,
V N \;Perhaps...

Impersonal language:

+ Reports have emerged. ., l an:rnp’n J
= |t has been claimed...

= Rumours have surfaced...

= Withesses have claimed.,
+ [tis believed that...
+ A spokesman said. ..

\- A source has confirmed... _‘/
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