
Writing to Inform – Progression Document 

 Examples/Planners Text features Sentence 
structure 

Make it flow 

Year 1 

 

 

Facts and figures 
150g butter  
On 15th September  
At 10 o’clock  
Manor Wildlife Park  
Mr John Peters 
 

Conjunctions 
Put the potato in the bowl 
and mash it with a fork. 
We had a lovely time but 
the animals were very 
noisy. 
I am writing to you because 
I am very unhappy. 

 
Past or present tense 
Simple Past  
We walked to the bus. 
I watched the animals. 
Present Progressive 
I am writing to you. 

Noun phrases 
melted butter 
wet, muddy field 

 
Commas 
We saw lions, tigers, bears 
and monkeys. 

 
Question marks 
What does …?  
Where is …? 
 

Exclamation marks 
What a fierce tiger!  
How wonderful! 

Conjunctions 
and ~ but ~ because 
 

Adverbials 
First ~ Firstly ~ Last ~ Next ~ 
Secondly ~ Then ~ At first 



Year 2 

 

Facts and figures 
2cm strips of paper  
On Monday at 12 noon  
In the Amazon Rainforest 
Up to 15 babies  
Mr Jones the baker 
 

Conjunctions 
Hold the knife carefully so 
you don’t cut your fingers.  
A frog can live in water or it 
can live on land.  
Lots of buildings were 
destroyed after the fire 
began. 

 
Past or present tense 
Simple Past  
They buried food for the 
winter.  
Past Progressive  
The flames were burning. 
Simple Present  
My robot walks by himself. 
Present Progressive  
She is looking for more 
food. 

Noun phrases 
huge, bright red eyes  
hot flames in the buildings 
 

Commas 
Get the newspaper, ruler, 
scissors and tape. 
 

Question marks 
Did you know …? • Why 
does …? 
 

Exclamation marks 
What a magnificent robot!  
How terrifying! 

Conjunctions 
or ~ so ~ if ~ after ~ that ~ 
before ~ when 
 

Adverbials 
Finally ~ During ~ Earlier ~ 
Behind ~ Below ~ Around ~ 
Over 



Year 3 

 

Organisational 
techniques 
Bold text/Glossary 
Sub-headings 
Bullet Points 
Diagrams/Pictures  
Labels 

 
Expanded noun phrases 
Lots of interesting, unusual 
places could be seen.  
Several important, 
necessary jobs through the 
years. 
The famous, hard-working 
and talented leader helped 
them to succeed in the 
battle. 

 
Complex sentences 
Conjunctions  
because ~ if ~ after ~ that ~ 
before ~ when ~ although ~ 
while ~ until  
He knew he wanted to be a 
soldier when he was just 7. 
Although the kiwi is 
flightless, it is still classified 
as a bird. 

Commas 
To separate nouns in a list: 
found in England, Italy, 
America and France.  
 
To mark fronted 
adverbials:  
Fortunately, the area is 
now free from danger.  
 
To mark subordinate 
clauses:  
After he finished 
University, he worked as a 
vet 

 
Past perfect tense 
He had met his wife in 
York. They had published 
many famous books 
together. After we had 
studied different species of 
animal, we were able to 
group them. 

Conjunctions 
FANBOYS ~ when ~ before ~ 
after ~ while ~ because ~ if 
 

 

 
Connectives 
early ~ soon ~ afterwards ~ 
yesterday ~ sometimes ~ 
alongside ~ in front of also ~ 
as well as ~ however ~ so 
that ~ unlike ~ for example ~ 
such as 



Year 4 

 

Organisational 
techniques 
Italics  
Photo/Picture  
Captions 
Sub-headings 

 
Expanded noun phrases 
The strict old teacher with 
the straggly grey beard. 
Boiling, red-hot lava 
bubbled up inside the 
volcano.  
Those annoying, 
unnecessary creatures deep 
below the ocean. 

 
Complex sentences 
Conjunctions  
after ~ although ~ as ~ while 
~ when ~ until ~ because ~ 
before ~ if ~ since  
 
I have been thinking long 
and hard while trapped in 
the cave.  
Since he had arrived in 
town, there had been more 
robberies. 

Commas 
To separate nouns in a list: 
Please send money, 
clothes, books and food.  
 
To mark fronted 
adverbials:  
Humbly, he accepted the 
£1000 cash reward. 
 
To mark subordinate 
clauses:  
As you stir the mixture, 
slowly pour in the oil. 

 
Past perfect tense 
We had been getting on so 
well.  
They had searched all over 
for him but had no luck.  
Before the disaster, we had 
played football together. 

Conjunctions 
FANBOYS ~ AAAWWUBBIS ~ 
both … and ~ so … as 

 

 

 
Connectives 
initially ~ meanwhile ~ 
before long ~ normally ~ 
recently ~ once in a while in 
addition ~ just as ~ therefore 
~ this causes ~ first of all ~ 
for instance 



Year 5 

 

Expanded noun phrases 
Light, free-flowing gas 
molecules bounce around 
inside a container.  
The small, newly 
refurbished shop will be 
ready for its grand opening 
ahead of time. 
 

Relative clauses 
Relative Pronouns 
who ~ which ~ where ~ 
when ~ whose ~ that 
 
In Downing Street, where 
the Prime Minister lives, 
there is a high level of 
security.  
The burglar, who was 
caught red-handed, went 
straight to jail. 
 
Complex sentences 
Conjunctions 
AAAWWUBBIS  
 
The magma chamber, 
before a volcanic eruption, 
is filled with molten rock 
from the mantle.  
The poor victim - terrified 
by the fierce dragon - ran 
home as swiftly as he could. 

Brackets for parenthesis  
the liquid turns into a 
vapour (gas)  
Ben Nevis (1,354m) is in 
Scotland 

 
Passive voice 
The trophy was snatched 
from his grasp by the 
superior athlete. 
 

Colons 
In order to burn, a fire 
needs: oxygen, heat and 
fuel. 
 

Semi-colons 
The victim was left with 
several wounds; the 
criminal was unhurt. 

 

Conjunctions 
FANBOYS ~ AAAWWUBBIS ~ 
not only…but also ~ so… as 
 

 

 
Connectives 
at that point ~ never before 
~ frequently ~ occasionally ~ 
amongst ~ past equally ~ 
likewise ~ certainly ~ hence ~ 
importantly ~ in summary 



Year 6 

 

Expanded noun phrases 
Usually, affluent, educated 
Athenians lived amid 
friends in the city with a 
second, large house within 
the country.  
He achieved prestigious 
bronze, silver and gold 
medals throughout his 
career. 
 

Relative clauses 
Relative Pronouns  
who ~ which ~ where ~ 
when ~ whose ~ that  
The Sahara desert, which is 
the biggest non-polar 
desert in the world, is in 
Africa.  
She always wore her lucky 
charm that her father gave 
her. 
 

Complex sentences 
Conjunctions 
AAAWWUBBIS  
 
Almost unbelievably, 
Antarctica, although it is 
does not contain sand, is 
actually a desert. 
In her early years, Sally – 
bored with having no 
siblings to play with – read 
for hours on end. 

Brackets for parenthesis 
The Olympics (established 
in 1896)  
to displace (push aside) the 
water 

 
Passive voice 
A museum in his honour 
was erected in London in 
1987. 

 
Colons 
England was a good 
country for them to invade: 
it had plenty of useful land. 

 
Semi-colons 
Some say Florence 
Nightingale was the best 
nurse; others say it was 
Mary Seacole. 

Conjunctions 
FANBOYS ~ AAAWWUBBIS ~ 
whether … or 
 

 

 
Connectives 
subsequently ~ in due course 
~ nowadays ~ previously to ~ 
seldom ~ amid additionally ~ 
furthermore ~ similarly ~ 
thus ~ resulting in ~ 
evidently 

 


