
Year group overviews 

 

 Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 
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Writing to entertain. 
Superheroes 

 

Writing to entertain 
Dinosaur planet 

Writing to inform 
Bright Lights Big City. 

Writing to entertain 
Rio di Vida  

Writing to inform 
Enchanted Woodlands 

Writing to entertain 
Moon zoom 

Narrative 
Captions 
Labels 

Descriptions 
Poetry 
Narrative (the dinosaur 
that pooped Christmas) 

Recount 
Instructions 
Letter 

Poetry 
Postcard 
Narrative (Steve goes to 
the Carnival) 

Information texts 
Instructions 
Recount 

Descriptions 
Postcard 
Narrative (The man on 
the Moon and Beegu) 

• To use simple 
sentence structures. 

• To say out loud what 
they are going to 
write about. 

• To leave spaces 
between words.  

• To use full stops. 

• To use finger spaces 

• To compose a 
sentence orally 
before writing it.  

• To sequence short 
sentences to form a 
narrative.  

• To identify nouns. 

• To use simple 
sentence structures 

• To sequence short 
sentences to form a 
narrative. 

• To compose a 
sentence orally 
before writing it.  

• To discuss what they 
have written with the 
teacher and other 
pupils.  

• To start to use 
adjectives to 
describe. 

• To use finger spaces 

• To use capital letters 
for names, places, the 
days of the week and 
the personal pronoun 
‘I’. 

• To use full stops to 
end sentences.  

 
 
 
 

• To use simple 
sentence structures. 

• To say out loud what 
they are going to 
write about. 

• To discuss what they 
have written with the 
teacher and other 
pupils.  

• To use the 
conjunction ‘and’  

• To use capital letters 
for names, places, the 
days of the week and 
the personal pronoun 
‘I’. 

• To use full stops to 
end sentences.  

 

• To use simple past 
and present tense 
accurately.  

• To use the 
conjunction ‘and’ 

• To read their writing 
aloud clearly. 

• To compose a 
sentence orally 
before writing it.  

• To use full stops to 
end sentences.  

• To use capital letters 
for names, places, the 
days of the week and 
the personal pronoun 
‘I’. 

• To use adjectives to 
describe. 

• To identify nouns 
within a sentence.  

• To begin to form 
simple compound 
sentences.  

• To read their writing 
to check that it makes 
sense and to 
independently make 
changes.  

• To use full stops to 
end sentences.  

• To begin to use 
question marks and 
exclamation marks 

• To form simple 
compound sentences.  

• To use adjectives to 
describe.  

• To use full stops at 
the end of a 
sentence.  

• To use question 
marks and 
exclamation marks.  

• To use exclamation 
sentences when 
appropriate.  
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Writing to inform 
Street detectives 

Writing to entertain 
Bounce 

Writing to entertain 
The scented garden 

 Writing to inform 
Muck mess and mixtures 

Writing to entertain 
Land Ahoy! 

Writing to entertain 
Magnificent Monarchs.  

Recount - walk 
Letter 

Description 
Stories 

Poetry 

Poetry 
In role account 

Instructions 
letter 

Description 
In role account 

Poetry 
Stories 
Description 

• Revision:  

• To identify nouns and 
adjectives. 

• To use full stops at the 
end of a sentence.  

• To use capital letters 
correctly. 

• Year 2 

• To write for different 
purposes. 

• To use new vocabulary 
from their reading and 
discussions.  

• To write about real 
events.  

• To write coordinating 
sentences using and. 

• To use capital letters, 
full stops, exclamation 
marks mostly 
correctly.  

• Begin to use adverbials 
(first, then, next etc) 

 

• To write for different 
purposes. 

• To use new vocabulary 
from their reading and 
discussions. 

• To read aloud what 
they have written with 
intonation.  

• To write narratives 
about personal 
experiences or the 
experiences of others.   

• To write poetry.  

• To start writing in the 
past and present 
tense.  

• To write coordinating 
sentences using 
and/or/but 

• To use capital letters, 
full stops, exclamation 
marks mostly 
correctly.  

• To start writing 
expanded noun 
phrases.  

 

• To write for different 
purposes. 

• To use new vocabulary 
from their reading and 
discussions. 

• To read aloud what 
they have written with 
intonation. 

• To write narratives 
about personal 
experiences or the 
experiences of others.   

• To write poetry.  

• To start writing in the 
past and present 
tense. 

• Use the progressive 
form for verbs. 

• To use some features 
of written standard 
English. To write 
coordinating 
sentences using 
and/or/but 

• To use expanded noun 
phrases to describe.  

• To use capital letters, 
full stops, exclamation 
marks mostly 
correctly.  

• To use apostrophes for 
possession 

 

•  To write for different 
purposes. 

• To use new vocabulary 
from their reading and 
discussions. 

• To read aloud what 
they have written with 
intonation. 

• To write about real 
events.  

• To form sentences 
with different forms: 
statement, question, 
exclamation, 
command.  

• To use some features 
of written standard 
English. 

• To use subordination 
(when, if, that, 
because) 

• To use capital letters, 
full stops, exclamation 
marks mostly 
correctly.  

• To use commas for 
lists. 

• To use apostrophes for 
contractions.  

• To use adverbials to 
start sentences (first, 
next, then, after that) 

• To write for different 
purposes. 

• To use new vocabulary 
from their reading and 
discussions. 

• To read aloud what 
they have written with 
intonation. 

• To write narratives 
about personal 
experiences or the 
experiences of others.   

• To write in the past 
and present tense with 
increasing accuracy.  

• To use some features 
of written standard 
English. 

• To use subordination 
(when, if, that, 
because)  

• To use expanded noun 
phrases to describe. 

• To use capital letters, 
full stops, exclamation 
marks mostly 
correctly.  

• To use commas for 
lists. 

• To use apostrophes for 
possession.  

• Consistently use the 
progressive form for 
verbs. 

• To write for different 
purposes. 

• To use new vocabulary 
from their reading and 
discussions. 

• To read aloud what 
they have written with 
intonation. 

• To write narratives 
about personal 
experiences or the 
experiences of others.   

• To form sentences 
with different forms: 
statement, question, 
exclamation, 
command.  

• To use some features 
of written standard 
English. 

• To use subordination 
(when, if, that, 
because) 

• To use expanded noun 
phrases to describe. 

• To use capital letters, 
full stops, exclamation 
marks mostly 
correctly.  

• To use commas for 
lists. 

• To use apostrophes for 
possession and 
contraction. 
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Writing to entertain 
Scrumdidlyumptious 

Writing to entertain 
Gods and mortals 

Writing to inform 
Mighty metals 

Writing to entertain 
Tremors  

Writing to Persuade 
Predator 

Writing to inform 
Through the ages.  

Descriptions  
Poetry  

Character/settings: Icarus 
and Deadalus 

Stories  

Newspaper article  
recount  

Character/settings  
Stories  
Descriptions  

Poster  
Speech  
Advertising  

Letter  
explanation  
  

• To embed the use of 
full stops and capital 
letters (Year 2 
objective). 

• To revise the use of 
compound sentences.  
(Year 2) 

• To revise the use of 
the apostrophe for  
possession  and 
contraction (Y2) 

• To use expanded noun 
phrases.  

• To create character, 
setting and plot in a 
story. 

• To use a range of 
conjunctions. 

• To suggest 
improvements to own 
and others work in 
proof reading and 
editing 

• To organise 
paragraphs around a 
theme. 

• To identify adverbs. 

• To identify 
prepositions.  
 

• To embed the use of 
question marks, 
exclamation marks 
and commas for lists.  
(Year 2) 

• To discuss writing 
similar to what they 
are planning to write. 
To learn from its 
structure.  

• To make deliberate 
word choices to add 
detail.  

• Begin to create 
settings, character and 
plot in narratives.  

• To identify and use 
adverbs.  

• To use subordinate 
clauses (when, if, 
because, although) 

• Introduce the comma 
for subordination.  

• To begin to use their 
ideas from their 
reading and modelled 
examples to plan their 
writing.  

• To compose and 
rehearse sentences 
orally.  

• To begin to use 
inverted commas to 
punctuate speech.  

• To discuss writing 
similar to what they 
are planning to write. 
To learn from its 
structure.  

• To use a structure of a 
wider range of text 
types (layout devices 
in non-fiction). 

• To make deliberate 
word choices to add 
detail. 

• To maintain the 
correct tense.  

• To ensure correct 
subject/verb 
agreement. 

• To identify and use 
prepositions.  

• To begin to use their 
ideas from their 
reading and modelled 
examples to plan their 
writing. 

• To organise their 
writing into 
paragraphs around a 
theme.  

• To compose and 
rehearse sentences 
orally. 

• To use the apostrophe 
for regular and 
irregular plurals.  

• To embed the use of 
question marks, 
exclamation marks 
and commas for lists.  
(Year 2) 

• To discuss writing 
similar to what they 
are planning to write. 
To learn from its 
structure.  

• To make deliberate 
word choices to add 
detail. 

• To select relevant 
vocabulary for effect.  

• Begin to create 
settings, character and 
plot in narratives. 

• To ensure correct 
subject/verb 
agreement.  

• To use a/an correctly. 

• To identify and use 
adverbs and 
prepositions.  

• To begin to use their 
ideas from their 
reading and modelled 
examples to plan their 
writing. 

• To compose and 
rehearse sentences 
orally. 

• To make deliberate 
word choices to add 
detail. 

• To maintain the 
correct tense. 

• To use a/an correctly. 

• To begin to use their 
ideas from their 
reading and modelled 
examples to plan their 
writing. 

• To compose and 
rehearse sentences 
orally. 

• To proofread and 
check for errors and 
suggest 
improvements.  

• To use subordinate 
clauses (when, if, 
because, although) 

• Use the comma for 
subordination.  

• To use the apostrophe 
for regular and 
irregular plurals.  

• Begin to use 
organisational devices 
such as headings and 
subheadings. 

• To identify and use the 
present perfect tense.  

• To use imperative 
verbs.  

• To use a structure of a 
wider range of text 
types (layout devices 
in non-fiction). 

• To make deliberate 
word choices to add 
detail. 

• To maintain the 
correct tense.  

• To accurately use the 
present perfect tense 
when appropriate.  

• To use a/an correctly. 

• To use adverbs and 
prepositions with 
increasing accuracy.  

• To organise their 
writing into 
paragraphs around a 
theme.  

• To compose and 
rehearse sentences 
orally. 

• To proofread and 
check for errors and 
suggest 
improvements. 

• To use subordinate 
clauses and punctuate 
them appropriately.  

• To use the apostrophe 
consistently and with 
accuracy.  



• To select nouns and 
pronouns for clarity.  
 

• Begin to use 
organisational devices 
such as headings and 
subheadings.  

• To identify the present 
perfect tense.  

• To use inverted 
commas with 
increasing accuracy.  

• To punctuate direct 
speech. 

• To select appropriate 
nouns and pronouns 
to avoid repetition.  

• To introduce the use 
of fronted adverbials.  

 

• To use rhetorical 
questions.  

• Introduce relative 
pronouns.  
 

• Use organisational 
devices such as 
headings and sub 
headings in non-fiction 
writing.  

• To select appropriate 
nouns and pronouns.  

• Introduce relative 
pronouns.  
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Writing to entertain 
Potions 

Writing to inform 
I am warrior 

Writing to entertain 
Raiders and Traders 

Writing to inform 
 Blue Abyss 

Writing to Persuade 
Misty Mountain winding 
river. 

Writing to entertain 
Road trip USA 

Poetry 
Playscript 
Narrative 

Letter 
Information text– 
gladiators. 
Recount – After the 
invasion. 

Character profile 
Myths and legends – 
narrative 
Poetry 
Diary 

Explanation text – 
mountain climates and 
the water cycle.  
Information leaflet – the 
tribes.  

Letter – save the barrier 
reef.  
Persuasive speech 
Advertising – protect the 
whales. 

Narrative 
Emails 
Diary 
Character profile. 

• Embed the use of basic 
punctuation (Capital 
letter, full stop, 
commas for lists.) Year 
2 and 3 objectives. 

• To use the past and 
present tense correctly 
(Yr3) 

• To use apostrophes 
accurately for 
contractions (Year 2 
and 3) 

• To write a range of 
narratives using an 
appropriate structure.  

• To use expanded noun 
phrases. 

• To identify and use 
prepositional phrases.  

• To write a range of non 
fiction pieces using a 
consistent and 
appropriate structure.  

• Use bullet points to 
organise ideas.  

• To read aloud their own 
writing to the group or 
the class using the 
appropriate intonation.  

• To consistently organise 
their writing into 
paragraphs around a 
theme to add cohesion.  

• To always maintain the 
correct tense 
throughout a piece of 
writing. 

• To rehearse sentences 
orally and progressively. 

• To write a range of 
narratives using an 
appropriate structure.  

• To create detailed 
settings, characters and 
plot in narratives.  

• To always maintain the 
correct tense 
throughout.  

• To always use correct 
Standard English verb 
inflections accurately  

• Choose appropriate 
nouns and pronouns to 
avoid repetition.   

• To use subordinate 
clauses with a wider 
range of conjunctions.  

• To expand noun 
phrases with the 
addition of ambitious 

• To write a range of non 
fiction pieces using a 
consistent and 
appropriate structure. 

• Use bullet points to 
organise ideas.  

• To read aloud their own 
writing to the group or 
the class using the 
appropriate intonation.  

• To consistently organise 
their writing into 
paragraphs around a 
theme to add cohesion.  

• To proofread 
consistently and amend 
their own and others 
writing.  

• Choose appropriate 
nouns and pronouns to 
avoid repetition.   

• To use subordinate 
clauses and vary the 
position of the 
conjunctions used.  

• To correctly punctuate 
subordinate clauses 
with commas where 
appropriate.  

• To write a range of non 
fiction pieces using a 
consistent and 
appropriate structure.  

• To read aloud their own 
writing to the group or 
the class using the 
appropriate intonation. 

• To always use correct 
Standard English verb 
inflections accurately  

• To write a range of 
narratives using an 
appropriate structure.  

• To write a range of 
narratives that are well 
paced and well-paced.  

• To create detailed 
settings, characters and 
plot in narratives.  

• To engage the reader 
and to add atmosphere.  

• To always maintain the 
correct tense 
throughout a piece of 
writing. 

• To always use correct 
Standard English verb 
inflections accurately  

• Choose appropriate 
nouns and pronouns to 
avoid repetition.   



• To accurately punctuate 
direct speech with 
inverted commas.  

• To rehearse sentences 
orally and progressively. 
 

• Choose appropriate 
nouns and pronouns to 
avoid repetition.   

• To use subordinate 
clauses with a wider 
range of conjunctions. 

• To use relative 
pronouns.   

 

vocabulary and 
prepositional phrases.  

• To build up a rich 
vocabulary and an 
increasing range of 
sentence structures.  

• To accurately punctuate 
direct speech including: 
A comma after the 
reporting clause and 
the punctuation within 
the inverted commas. 

• To use apostrophes for 
singular and plural 
possession.  

• To introduce fronted 
adverbials.  

 
 
 
 

• To always maintain the 
correct tense 
throughout a piece of 
writing. 

• To use subordinate 
clauses with a wider 
range of conjunctions.  

• To introduce dashes for 
emphasis.  

• Introduce relative 
clauses.  

 

• Choose appropriate 
nouns and pronouns to 
avoid repetition.   

• To build up a rich and 
relevant vocabulary and 
an increasing range of 
sentence structures. 

• To accurately use 
paragraphs to aid 
cohesion.  

• To always maintain the 
correct tense 
throughout a piece of 
writing. 

• To consistently use 
apostrophes for 
singular and plural 
possession. 

• To introduce dashes for 
emphasis.  

• Use rhetorical 
questions.  

• To use relative clauses.  

• To use subordinate 
clauses with a wider 
range of conjunctions.  

• To correctly punctuate 
subordinate clauses 
with commas where 
appropriate.  

• To expand noun 
phrases with the 
addition of relevant 
ambitious vocabulary 
and prepositional 
phrases. 

• To accurately use 
paragraphs to aid 
cohesion.  

• To use fronted 
adverbials.  
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Writing to inform 
Stargazers 

Writing to persuade 
Off with her head! 

Writing to entertain 
Time traveller 

Writing to inform  
Pharaohs 

Writing to discuss 
Sow, grow, farm 

Writing to entertain 
Alchemy Island  

Recount 
Newspaper Article 
Report 

Speech 
Campaign/Public 
Announcement 
Letter 

Flashback Narrative – The 
Piano. 
Poetry 
Setting Description 

Biography 
Recount 
Report 

Balanced Argument  
Review 
Newspaper Report 

Character/Setting 
Descriptions 
Narrative 
Poetry 

• Revise basic 
punctuation from 
Year 1-4 

• To ensure correct 
subject verb 
agreement (revision) 

• To use a thesaurus. 

• To note and develop 
initial ideas 

• To precis longer 
passages 

• Revise basic 
punctuation from 
Year 1-4 

• To ensure the correct 
subject – verb 
agreement (revision) 

• To use organisational 
and presentation 
devices to layout text. 

• To use commas for 
fronted adverbials 

• To consistently 
produce sustained 
and accurate writing 
from different 
narrative structures. 

• To accurately use 
direct speech 
punctuation.  

• To use commas 
consistently to clarify 

• To consistently 
produce sustained 
and accurate writing 
from different non-
fiction genres with 
appropriate 
structure.  

• To use brackets, 
dashes or commas to 
indicate parenthesis. 

• To use brackets, 
dashes or commas to 
indicate parenthesis. 

• To use appropriate 
organisation and 
layout devices for a 
range of audiences 
and purpose.  

• To plan writing 
selecting audience, 

• To accurately use 
direct speech 
punctuation.  

• To use commas 
consistently to clarify 
meaning and avoid 
ambiguity.  

• To use brackets, 
dashes or commas to 
indicate parenthesis. 



• To use organisational 
and presentational 
devices to structure 
text 

• To propose changes 
to vocabulary and 
grammar to enhance 
meaning 

• To use the correct 
tense 

• To use direct speech 
punctuation. 

 

and subordinate 
clauses.  

• To plan writing 
selecting purpose and 
audience.  

• To precis longer 
passages.  

• To link ideas across 
paragraphs. 

• To identify and use 
adverbs. 

• To identify and use 
modal verbs.  

• To identify and use 
relative pronouns.  

• To perform their own 
compositions 
appropriately with 
the correct 
intonation.  

• To convert nouns or 
adjectives into verbs.  

• Use imperative and 
modal verbs to 
convey urgency.  

• Use adverbials to 
convey a sense of 
certainty.  

• Use short sentences. 
 

meaning and avoid 
ambiguity.  

• To use brackets, 
dashes or commas to 
indicate parenthesis. 

• To plan writing 
selecting purpose and 
audience. 

• To consider when 
planning narratives, 
how authors have 
developed characters 
and setting.   

• To precis longer 
passages. 

• To consistently link 
ideas across 
paragraphs to aid 
cohesion. 

• To use a range of 
adverbs. 

• To begin to use 
relative clauses.  

• To write using the 
correct tense.  

• To describe 
characters and 
atmosphere.  

• To use carefully 
chosen vocabulary to 
enhance mood and 
clarify meaning. To 
regularly use dialogue 
to convey a character 
and advance the 
action.  

• To convert nouns or 
adjectives into verbs.  

• To plan writing 
selecting audience, 
purpose and the 
correct form.  

• To precis longer 
passages. 

• To sue a range of 
adverbs and modal 
verbs to indicate 
degrees of possibility.   

• To use a range of 
devices to build 
cohesion within 
across paragraphs.  

• To write using the 
correct tense.  

• To use the perfect 
form of verbs.  

• To use semi colons to 
join related clauses.  

purpose and the 
correct form. 

• To consistently link 
ideas across 
paragraphs to aid 
cohesion. 

• To assess the 
effectiveness of their 
own writing.  

• To use relative 
clauses.  

• To write using the 
correct tense.  

• To use the perfect 
form of verbs to mark 
relationships 
between time and 
cause.  

• To identify the past 
perfect tense.  

• To use a wide range 
of linking 
words/phrases to 
build cohesion across 
paragraphs, including 
time adverbials.  

• Use modal verbs to 
indicate the degree of 
possibility.  

•  
 

• To use appropriate 
organisation and 
layout devices for a 
range of audiences 
and purpose.  

• To plan writing 
selecting audience, 
purpose and the 
correct form. 

• To consider when 
planning narratives, 
how authors have 
developed characters 
and setting.   

• To accurately use 
paragraphs to build 
cohesion.  

• To assess the 
effectiveness of their 
own writing.  

• To use relative 
clauses with 
confidence. 

• To consistently write 
using the correct 
tense.  

• To describe 
characters and 
atmosphere.  

• To regularly use 
dialogue to convey a 
character and 
advance the action. 

• To use carefully 
chosen vocabulary to 
enhance mood and 
clarify meaning.  



• Introduce the use of 
semi colons.  

 
 
 

• To use semicolons to 
join related clauses.  
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Writing to entertain 
Hola Mexico! 

Writing to inform 
Frozen Kingdom 

Writing to entertain 
Revolution. 

Writing to inform  
A child’s war 

Writing to Persuade 
A child’s war 

Writing to discuss 
Darwin’s delight  

Myth 
Postcards 
Description 

Report - Polar regions 
Recount/letter - Titanic 

Narrative -Oliver 
Description -Fagin 
Poetry- Jabberwocky 

Biography 
Report -Air raid 
Recount - Anne Frank 

Letter 
Speech 
Campaign 

Argument 
Report 

• To revise basic punctuation.  

• To use a thesaurus.  

• To revise the use of inverted 
commas.  

• To ensure the correct use of 
tense. 

• To  ensure correct subject 
and verb agreement when 
using singular and plural.  

• To build cohesion across 
paragraphs.  

• To understand synonyms 
and antonyms.  

 
 
 
 
 
 
 
 
 
 

• To use the range of 
punctuation taught at 
key stage2 
effectively.  

• To write effectively 
for a range of 
purposes and 
audiences. 

• To draw 
independently from 
what they have read 
(language 
characterisation etc.) 

• To ensure the correct 
use of tense. 

• To use the perfect 
form of verbs to mark 
time and cause.  

• To identify and use 
active and passive 
sentences.  

• To make appropriate 
notes.  

• To use further 
organisational and 
presentational 
devices to structure 

• To revise the present 
and past progressive 
tense. 

• To revise the past and 
present perfect 
tense.  

• To ensure the correct 
use of tense. 

• To use semi, colons, 
and dashes.  

• To use the passive 
voice for effect.  

• To select appropriate 
vocabulary. 

• To use the 
appropriate writing 
structure.  

• To build cohesion 
across paragraphs.  

• To proofread for 
spelling and 
punctuation errors.  

• To use synonyms and 
antonyms to make 
improvements to 
their writing. 

• To propose changes 
to grammar, 

• To ensure the correct 
use of tense. 

• To use colons and 
hyphens.  

• To use question tags 
in informal writing.  

• To distinguish 
between the 
language of speech 
and to choose the 
appropriate level of 
formality.  

• To use the 
appropriate writing 
structure. 

• To make appropriate 
notes drawing from 
research and reading.  

• To use appropriate 
organisational and 
presentation devices 
to structure the text.  

• To propose changes 
to grammar, 
vocabulary and 
punctuation to 
enhance effect and 
clarify meaning.   

• To ensure the correct 
use of tense. 

• To use semi colons, 
dashes, hyphens and 
colons accurately.  

• To use punctuation 
for meaning.  

• To use the 
subjunctive form.  

• To use active and 
passive sentences. 

• To distinguish 
between the 
language of speech 
and to choose the 
appropriate level of 
formality.  

• To use the 
appropriate writing 
structure. 

• To use appropriate 
organisational and 
presentation devices 
to structure the text. 

• To use a wide range 
of devices to build 
cohesion across 
paragraphs.  

• To ensure the correct 
use of tense. 

• To use semi colons, 
dashes, hyphens and 
colons accurately.  

• To use punctuation 
for meaning to avoid 
ambiguity.  

• To use the 
subjunctive form.  

• To use active and 
passive sentences.  

• To distinguish 
between the 
language of speech 
and to choose the 
appropriate level of 
formality.  

• To use the 
appropriate writing 
structure. 

• To make appropriate 
notes drawing from 
research and reading. 

• To use appropriate 
organisational and 
presentation devices 
to structure the text. 



text and to guide the 
reader.  

vocabulary and 
punctuation to 
enhance effect and 
clarify meaning.   

• To use punctuation 
for effect.  

• To introduce ellipses.  
 

• To use synonyms and 
antonyms to make 
improvements to 
their writing. 

• Use imperative and 
modal verbs to 
convey urgency. 

• Use adverbials to 
convey a sense of 
certainty. 

• Use short sentences. 

• Use of the 
subjunctive form for 
formal structure.   

• To use a wide range 
of devices to build 
cohesion across 
paragraphs. 

• Use the passive voice 
to maintain 
impersonal tone.  

 

 


