
 

 
 

Paragraphs to organise ideas: 

 
 
 
 

Coordinating conjunctions:  
 

for, and, nor, but, or, yet, so 
 
 
Subordinating conjunctions:  

 
if, since, although, when, as, while, 
after, before, until, because  

 

Capital letters: 
 

We travelled to Paris on Wednesday. 
 
Full stops: 
 

This is the end of the sentence. 
 
Question marks: 

 
How many marks did I get? 
 
Exclamation marks: 

 
What an incredible day! 

 

Commas for lists: 

 

I bought chocolate, cereal, milk and 
bananas. 
 
Apostrophes for omission (contractions) 
and possession 
 
It’s Georgia’s bag. 
 
Correct verb forms: 

 

Describe the setting / character 
(simile / personification / metaphor) 
 
 
The sky was like a cauldron. 
 
The wind whined, growled and 
howled across the tundra.  
 
His eyes were piercing blue rays. 
 

“Why are you carrying that?” he 
bellowed as she clambered through 
the doorway. 
 
“I’ve just found it,” she replied.  “It was 
buried under the ancient oak.”  

Use pronouns: 
 

Freddie loves playing the drums, he 
finds them captivating.  
 
 
Use adverbials and conjunctions to 
make your writing flow: 
 

Finally…. Seconds later…   
After a moment’s hesitation… 
Glancing quickly over his shoulder… 

Modal verbs show how definite the 
action will be: 
 

may, might, could, would, ought, 
should, can, will, shall, must 
 
 
Passive tense: 
Matthew broke the window. 
 
The window was broken by Matthew.  

Darcy was good at football because 
her coach taught her lots of tricks. 
 
Because her coach taught her lots of 
tricks, Darcy was good at football. 
 
Last season, Darcy was good at 
football because her dad – a world-
famous coach – had taught her lots of 
tricks.  

Prepositions: 
Down, through, next to, over, above, 
between, underneath, besides, without, 
beneath, below  
 
Adverbs: 
Enthusiastically, finally, eventually, 
cautiously, hesitantly, visciously 
 
Expanded noun phrase: 
The rusted car with tarnished wheels… 
An ancient stone lay beside the oval-
shaped box.  
 
 

 

Passive and modal verbs 

Create atmosphere 

Use a wide range of clause structures Adverbials, prepositions and 
expanded noun phrases 

Use dialogue to advance the action Use a range of cohesive (linking) 
devices 



To enclose direct speech or quotations: 
 
“Come on, Fido!” his owner called. 
 

She enthused, “I love socks!” 

 
“I love socks!” she enthused. 
 

 

An introductory phrase or clause: 
As dawn broke, a red 
haze appeared… 
 
Drop in clauses – parenthesis 
A flower, like a sock, can be striped. 
 
To avoid ambiguity: 
Let’s eat Grandma.  
Let’s eat, Grandma.  
I had toast, cereal and orange juice 
I had toast, cereal, and orange juice. 

Add extra information to a sentence: 
 
Bart, the oldest child in the Simpson 
family, was caught fighting with his 
classmates – Ralph and Milhouse – at 
the local skate park (behind 
Springfield Elementary School). 
 
-  xxx  -        
                     ,   xxx   ,     
                                          (  xxx   ) 

Connect independent clauses that are 
linked:  
May was warm; it was pleasant 
outside. 
It was freezing; he was grateful for his 
coat. 
 
Before some adverbs: 
however, therefore, consequently 
 
In a long, descriptive list: 
The shopping was packed:  free-range 
eggs for mum; beans and cheese for 
dad; lots of jelly babies for me! 

Add extra information at the end of a 
sentence:  
 
It was a long wait – the longest I’ve 
ever experienced. 
 
To add extra information in parenthesis 
in the middle of a sentence: 
 
The usually reliable ship – which was 
already running late – had 
encountered yet another problem. 

Emphasis: 
She thinks about one thing: socks. 
 
Explanations: 
They know her secret: she is obsessed 
with socks. 
 
Lists: 
Her socks have the following patterns: 
stripes, spots, hearts and triangles. 
 
Quotes: 
She enthused: “I love socks!”  
 

(Word-glue) Used to join two or more 
words into one meaning: 
 
Three hundred year-old trees 
Three hundred-year-old trees 
Three-hundred-year-old trees 

 
 
man-eating shark 
 
 
 

 
man eating shark 

Prefixes: 
ab-, de-, im-, un-, over-,  
dis-, sub-, anti-, ex-, mid-,  
re-, self-, under- 
 
Suffixes: 
-ible, -able, -ful, -ment,  
-ify, -ate, -er, -ed, -ing,  
-hood, -ice, -ism,  
-less, -ly, -cy 
 
 

 All letters touch the line 
 

 Join all letters except x and z 
 

 All small letters 1/3 of the line height. 
 

 All capital letters and ascenders 2/3 of the 
line height (e.g. d, h, b, l, k). 
 

 All descenders 1/3 of the depth of the line 
below (g, j, p, y) 
 

 ‘f’ ascender the same height as capitals, 
descender the same depth as a ‘y’ 

 
 
 
 
 
 

 

Inverted commas / speech marks Commas for clarity Parenthesis 

Semi-colons Dashes Colons 

Hyphens Spellings Handwriting 


