Writing information/report
texts
Layout

•Uses headings and sub-headings to categorise information.
•Includes tables, illustrations and diagrams to engage the reader.
•Uses different font sizes and styles.
•Information is broken down into boxes and sections to allow the
reader to browse in any order.
•There are opening statements which are general and followed by
more detailed information.
•Often includes glossaries or an index.

Examples: food in Roman Britain, the
properties of mercury.
Sentences
•Usually written in third person.
•Present tense when describing how things
are.
•Uses simple and compound sentences for
clarity.
•Uses a variety of connectives to establish
sequence, e.g. then, and so…
•Questions are used to interest the reader.
•Writing is structured into paragraphs with
the use of connectives to mark sequence.
Vocabulary
•Uses precise vocabulary, e.g. time, Latin
names and dates.
•Uses technical terms.
•Written using impersonal language.
•Mainly uses nouns and verbs with little use of
imagery or inference.
What is the purpose?
• To describe the way things are.
• Is addressed to a reader who wants to know
more about a subject.
•Is used as a source of information.
•Is clear, factual and informal.
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Writing an explanation
What is the purpose?
•Explains a process or how something
works.
•There is an emphasis on clarity and
directness rather than what is in
inferred.
Vocabulary
•Use subject specific terminology.
•Use impersonal language and plain
vocabulary.
•Includes mainly nouns and verbs.
•Very little use of figurative language.

Examples: the rain cycle, how erosion
occurs.

Sentences
•Usually written in third person.
•Present or past tense.
•Connectives are used for contrast and comparison, e.g. However, whereas, on the
other hand.
•Connectives are used to show cause and effect, e.g. because, since and
therefore.
•Connectives are also used to indicate evidence, e.g. I know this because…This
suggests.

Layout
•written in the third person.
•Present tense if what you are explaining is still in
existence. Past tense for past events.
•Use sequencing connectives, for example, next, gradually.
•Use Connectives for cause and effect or comparison, i.e.
because, so and in contrast.
•Will include diagrams to clarify.
•Usually begins with a statement to introduce the topic.
•Structured in a series of steps until it is complete.
•Often ends with a summary statement.
•May use bullet points, numbers or letters to sequence.
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Writing Instructions
What is the purpose?

Examples: recipes, giving
directions

•Describe how something is done in clearly
sequenced steps.
•Will enable someone to follow the steps
and complete the task.
•Clear and concise writing that sticks to
the point!

Vocabulary
•Some technical vocabulary.
•Plain vocabulary for clarity.
•Mainly nouns and verbs
•Very few imagery, adverbs and
adjectives.
•Time connectives: then, next, after.

Layout
•The title usually includes the words:
“How to…”
•Easy layout, bold text, simple sentences
– one for each instruction.
•Some diagrams with annotations.
•Chronological order (start to finish).
•List of equipment.
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Discursive/discussion
is the purpose?
Writing What
• To present arguments and information

from different points of view.
•To show both sides of an argument
objectively.
• Commonly used to discuss moral and
ethical issues
•Remains impersonal until the conclusion.

Vocabulary
•Adverbs and adjectives are
used due to invite value
judgments and emotive
responses.
•Language of logic and rhetoric
are used.

Examples: discussion essays, magazine
articles.
Sentences
•Usually written in third person.
•Present tense.
•Connectives are used relating to logic, e.g. As a result, alternatively,
however…
•Includes rhetorical questions.
•Phrases are used to introduce evidence – This view is supported by… As
evidence of this…
•Paragraphs are linked to aid argument and counter-argument – There are
some who argue that… But, some may say…
•Conclusions are introduced using stock phrases like – Weighing up these
arguments, I conclude that

Layout
•There is a statement of issue, often followed by a
synopsis of both sides of the argument.
•The middle sections show first the arguments for,
then the arguments against. Supporting evidence
is given for both sides of the argument.
•The text concludes with a conclusion where the
writer states their stance. The conclusion should
include ‘clinching’ evidence to convince the
audience.
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What is the purpose?
•Argue a point of a view.
•To encourage people to do something you
want them to.
•Aims to convince the audience to think a
certain way and believe in what you are
writing.
Vocabulary

Examples: Advertisement,
manifesto
Sentences
•Past tense to reflect on performance; present to reflect on
personal/group characteristics; future for target setting.
•Connectives are used to balance strengths and weaknesses – although,
however, on the other hand.
•Connectives are used to indicate the use of evidence or to establish
cause and effect – because, since, therefore…

•Good quality vocabulary.
•Adjectives and adverbs used for emotive
and persuasive effect.
•In English students may include word
play and alliteration. Connectives –
because, therefore, however…etc.

Layout
•Can be written in first or third person.
‘You’ is used to address the audience
directly for effect.
•Uses different fonts sizes and style.
•Uses an opening statement to grab
attention.
•Includes paragraphs focusing on
different ideas which are expanded,
repeated and concluded.
•Good quality punctuation : ; ? “ ‘
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Criminal Law 8 Mark
Questions:

Top Tip!
Follow the plus
signs then start at
number 1
Examiners want:

Literacy Formula Mat
1. How do I start my answer?

Text that they can read,
accurate spelling,
punctuation and grammar
so that meaning is clear.

Provocative: "It is difficult to see how anyone
can approve of the Magistrates service.“

Information presented in a
form which suits its
purpose.

Balanced: "The aim of sentencing is a
subject about which people hold strongly
contrasting views."

A suitable structure and
style of writing

Anecdote: "I have always thought that the
law does not balance police powers and
individuals rights since feeling sick after
watching the Tomlinson case”

2. What words will help me?

In Law you ALWAYS ARGUE A
TOPIC IN A BALANCED
WAY…RECALL, APPLY,
ANALYSE/INTERPRET
Discursive writing is the key!

Essay endings

6in summary, to conclude,
finally, to sum up

Language for learning
Criminal, Legislative process, Judicial precedent, Court system, European Law, Council , Commission, Parliament,
Treaties, Regulations, Directives, PACE, Magistrates, Custodial, Punishment, Rehabilitation, Reparation, Deterrence,
Aggravating, Mitigating, Jury, Sentencing, Lay people, Verdict, Prosecution, Defence.

Criminal Law: Writing that discursive essay, you can
start and finish here!
3. Check these 6 off the list…
4. If you can’t get started… start here
1. Interesting introduction.

2. Clear indication of your position, your
stance in relation to the topic (are you
'for' or 'against' ?).
3. Present your first argument, with
supporting evidence and counter
argument.

Facts/cases to
support?

Counterargument?

4. Present your second argument etc.
5. Present your third argument etc.
The number of paragraphs like this will
depend on the number of arguments you
offer.

6. Reiterate (state again) your position
and conclude your essay.
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FINALLY : Never ever ever ever use:
Abbreviations (i.e./e.g./etc./UK/&). Contractions (isn't/don't/won't). Slang ( bloke/copper). Colloquial language

Top Tip!
Follow the plus signs then
start at number 1
Examiners want:
Text that they can read,
accurate spelling,
punctuation and grammar
so that meaning is clear.
Information presented in
a form which suits its
purpose.
A suitable structure and
style of writing

___________ 8 Mark Questions:
Literacy Formula Mat
1. How do I start my
answer?

2. What words will help
me?

4. The end is in
sight!

How are you going to
end your answer?

Write some suggestions of

opening sentences here …

3. Check these 6 off the list…
1. Interesting introduction.
2. Clear indication of your position, your stance in relation to the
topic (are you 'for' or 'against' ?).

What type of writing is it?

3. Present your first argument, with supporting evidence and
counter argument.

Discursive?
Persuasive?

Explanation?

4. Present your second argument etc.
5. Present your third argument
etc.
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The number of paragraphs like this will depend on the number of
arguments you offer.

Language for learning

6. Reiterate (state again) your position and conclude your essay.

