
  Planning

Planning saves time, once you 
start, you can simply follow the 
plan. 

Introduction/Opening paragraph

• All writing needs an opening. In 
narrative writing you might set the 
scene. For example, in persuasive 
writing you might establish what you 
feel about a topic. 

• The introduction aims to capture the 
reader’s interest. Keep it brief and 
immediately engaging.  

Middle section 

• Consider how you will develop your 
ideas and continue to keep the 
reader’s interest. In argumentation 
writing you will elaborate on your 
views. In descriptive writing you will 
continue to reveal further details.  

• Try to aim to include three to five 
paragraphs in this section. 

• Make sure you link the ideas between 
each paragraph to create fluent 
writing.  

Conclusion/Final paragraph

• This is your last chance to engage your 
reader. Make your writing convincing.

• Find a final powerful sentence or 
series of ideas. 

• Exposition, persuasive and 
argumentation writing will be 
enhanced by a thought-provoking 
conclusion. 

  Before Starting

1. Read the writing task carefully. Highlight 
any keywords and phrases that help 
you decide what you are going to write, 
how you will structure your writing and, 
if necessary, who it is for (the audience). 

2. You are being assessed on the way you 
communicate and organise your work 
and, on your ability, to write accurately.  
Make sure you consider both.

3. Spend time working out which planning 
styles work best for you. You might 
prefer a mind map, a flow chart or 
something more creative. Use past 
exam questions and plan a range of 
different responses. 

4. Be aware of the errors you make in the 
run up to the exam – this way you can 
try to avoid them.

All writing tasks require you to: 

• Plan what you are going to write.

• Consider the structure and layout of 
your writing (including any specific 
writing formats such as a formal letter).

Using the source materials:

The writing tasks for Unit 2 and Unit 3 will have a link to the reading materials. 
It is acceptable for you to use some of the ideas from the reading materials 
(where relevant) to help you with your writing. You should never copy chunks 
directly from the text. 

The tone of your writing will depend on the audience. If you are asked to 
persuade your classmates, you will adopt a less formal style and tone. If you 
are asked to give a view to a teacher, parent or organisation, the tone will be 
more formal. In a Unit 2 exposition writing task, you will usually adopt a formal 
tone to suit the formal subject matter.  

  Structure

 
No matter the task, all writing should be organised into paragraphs. Sometimes 
you may be asked to produce writing with a specific structure, such as an article 
or formal letter. It is important that you revise different text formats during 
your exam revision. 

Sentence structure is important. Accurate sentences are vital but to access 
the higher marks, you need to vary sentence structures. Different sentence 
types (simple, complex, and compound sentences) and a range of different 
punctuation types are required. 

Checklist for improving your writing: 

  Have you written in paragraphs?    

  Do you remain on task throughout your writing?

  Have you used a range of techniques to engage and interest your reader? 

  Have you developed your ideas in sufficient detail? (A guide to length is included  
    before each writing task.) 
 
  Have you given careful consideration to the language and techniques you have   
       used?
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