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Year 11 GCSE English Language 

 

 

There are 10 main types of writing you might be asked to complete: 

  

Type of writing 
A Formal Letter 

A Letter to a Newspaper 
A Letter of Application 

An Informal Letter/Email 
A Lively Article 
A Speech 

A Guide to a Place 
A Review 
A Report 

A Narrative/Short Story 
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Accuracy matters: check the column on the left-hand side.   

Are you 100% accurate with these things? 
Every time you write, you should remember to check: 

Capital letters at the start of 
Sentences and for the word ‘I’ 
 
Capital letters for proper nouns 
 
 
 
 
 
 
Full stops 
 
 
Question marks 
 
Commas: 

After connectives 
 
After dependent clauses 
at the start of sentences 
 
In lists 
 
Around ‘which’ and 
‘who’ statements 

 
Apostrophes for contractions 
(shortened words) 
Apostrophes for possession 
 
Homophone – your/you’re 
Homophone – 
there/their/they’re 
 
Homophone – to/too/two 
 
Homophone – here/hear 
Homophone – its/it’s 
Double consonants 
Common words 
 
‘Y’ endings when ‘Y’ has a 
consonant before it 

The first word of every sentence should begin with a capital letter.  ‘I’ 
also needs to be capitalised. 
 
Use capital letters at the start of: 
The names of people: Albert Einstein, President Obama 
The names of places: Tunbridge Wells, New York, East Sussex 
The names of organisations: Wagamamas, The United Nations, 
BBC, Uplands Community College 
Days and months: Monday June 13th 
 
Every sentence must end with a full stop unless it is a question or an 
exclamation. 
 
Make sure you put a question mark at the end of a question. 
 
 
Firstly,… However,… Moreover,… In addition,… As well as this,… 
Conversely,… 
These are when you start sentences with words like Although…, 
Whilst…, Despite…, If…, When…, After… ‘Although many people enjoy 
playing sport, they do not always find time to participate.’ 
‘For the experiment, I will need a Bunsen burner, tripod and gauze.’ 
 
‘The play, which was written in 1601, explores the nature of monarchy.’ 
 
 
Do not=don’t, Will not=won’t, I will=I’ll (only use in informal  
writing) 
The boys’ football…(plural), Queen Elizabeth’s reign… 
 
Your (belonging to you), you’re (shortened form of ‘you are’) 
There, their (when it belongs to an individual – ‘their flag’), 
they’re (shortened form of ‘they are’) 
To, too (meaning ‘too many’ or ‘as well’ ‘Are you coming too?’), 
two (2) 
Here (a place), hear (you hear with your ear) 
Its (belonging to it), it’s (shortened form of ‘it is’) 
Tripped, skipped, beginning, scanning… 
Sentence, although, because, friends, solder, unnecessary, argument, 
believe, definite, height, awful, appalled 
 
Baby=babies, lady=ladies but holiday=holidays 
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Learn these things to do before you start writing  

(don’t spend more than five minutes on this 
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A Formal Letter to a Head Teacher or Other Adult: 

Top tips for a formal letter 

 

 

1. Start with the correct salutation ‘Dear Mr Collins’ 

and sign off ‘Yours sincerely’. 

2. Use a four paragraph structure with introduction, your complaint, what 

you would like the head to do about it and a polite ending. 

3. Use connectives at the start of each paragraph. 

4. Write in a formal, polite manner. 

5. Use powerful, emotive words to get your point across. 

6. Use rhetorical questions and lists of three. 

7. Don’t use contractions (shortened words like ‘don’t’). 

8. Don’t use too many exclamations. 

 

 

See if you can find these eight features in the example on the following page … 
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A Formal Letter to the Head Teacher or Other Unfamiliar Adult (eg. Council) 

 

 
17 White Hart Wood 

Sevenoaks 
Kent 

TN13 1RR 
 

27th November 2012 
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Year 11 GCSE English Language 

 

 

Have a go at one of these: 

 

 

 

 

30 minutes, 300-400 words
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A Letter to a Newspaper 

Top tips for a letter to a newspaper 

 

 

1. Start with the correct salutation ‘Dear Editor’ and sign-off ‘Yours faithfully’. 

2. Start your first paragraph by referring to something you have read in the 

newspaper. 

3. Don’t have a go at the editor!  You are writing about an issue not criticising the 

paper. 

4. Provide a personal story about the issue. 

5. Use a five paragraph structure with introduction, main arguments, supporting 

arguments, counter arguments with reasons why these are wrong and conclusion. 

6. Use connectives at the start of each paragraph. 

7. Use powerful, persuasive techniques like rhetorical questions, list of three and 

emotive language. 

8. Don’t use contractions (shortened words like ‘don’t’). 

 

See if you can find these eight features in the following example (see next page) … 

 

 

A Letter to a Newspaper 

A supermarket chain is planning to build a new store on land which is currently used by local 

youngsters to play sport, and has a children’s playground.  The supermarket chain says that it will 

create up to 60 jobs and will give shoppers more choices.  Those opposing the plan believe it will put 

local shops out of business and destroy a valuable amenity for youngsters.  The newspaper has 

invited readers to give their views on the plan. 

Write your letter, giving reasons why you support or oppose the plan.  You may wish to develop 

the arguments above, but can also give other views as well. [20] 
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5 May Cottages 

Ticehurst 

Wadhurst 

TN5 6UV 

 

18th October 2016 

Mr Simmonds – Editor 

Wadhurst Daily News 

Tonbridge Road 

Wadhurst 

TN6 1PX 

 

 

Dear Editor, 

 

I was very disappointed to read that Wadhurst Parish Council have given Sainsbury’s the go- 

ahead to build an express store on the recreation ground (‘All set for Sainsbury’s’ 10/10/16).  This 

decision shows little thought for how many villagers, like myself, may be affected. 

Firstly, as a mother of two young boys, both of whom are keen footballers, I think that any 

plans which take away safe playing areas for children are very damaging.  Due to traffic and the 

recent closure of the Youth Centre, the village already has very few safe areas for children to play 

and are we not repeatedly told how important physical exercise is?  Removing the only green field 

left for recreational use is a disgraceful decision on the part of the council. 

In addition, a new supermarket will also mean more traffic – something Wadhurst certainly 

does not need.  The six accidents in the last year are evidence of this!  Also, more shoppers, and 

therefore more traffic, will make the school run even more unbearable for parents. The queues at 

3.30pm are already ridiculous! 

I also find it hard to believe that the council have not considered what will happen to our 

High Street and local businesses.  Local shops, like Crittles, which has been in the village for years, 

simply will not be able to survive with a supermarket to compete with – and nor should they have 

to.  Our village is likely to become another soulless route through to the next Sainsbury’s. 

Although I can appreciate that some may welcome the cheap prices and convenience a 

supermarket may bring, I worry that it would all come at a cost: to our children’s health, to their 

safety and welfare and to the livelihood of our friends and neighbours. 

I do not think I am alone in feeling betrayed by the decision and I only hope that the council 

will see the bigger picture before any further developments are made. 

 

Yours faithfully 

 

 

Mrs Caroline Hawkins 
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Have a go at one of these: 
 

A local businessman has applied for permission to hold an outdoor music festival in your area. 

 

Write a letter to your local newspaper either supporting or opposing this idea 

 

The National Blood Service has been campaigning in your local rea to try to encourage people to 

give blood. 

 

Write a letter to your local newspaper giving your views on this. [20] 

 

 

 

30 minutes, 300-400 words 
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A Letter of Application 

 

Top tips for a letter of application 

 
 

1. Start with the correct salutation ‘Dear Sir/Madam’ and sign-off ‘Yours faithfully’. 

2. Use connectives at the start of each paragraph. 

3. Write in a formal, polite manner. 

4. Use positive adjectives to describe yourself. 

5. Start your first paragraph by referring to the job you are applying for and the advert that you 

saw advertising it. 

6. Use a four paragraph structure with introduction, your experience, your personal qualities 

and polite ending requesting an application pack. 

7. Don’t use contractions (shortened words like ‘don’t). 

8. Write accurately to make a good impression! 

 

 

See if you can find these eight features in the following example on the next page… 
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A Letter of Application 

 
15 Fortuna Avenue 

Wadhurst 

East Sussex  

TN5 8PD 

Ms Pearson 

Summer Camp Coordinator 

Bewel Water 

Wadhurst 

TN5 6AB                      26th November 2016 
 

 

 

  Yours sincerely 

  Louisa Smith 
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Have a go at this one: 

 

A company that runs family activity holidays wants to recruit extra staff over the school summer 

holidays.  The company is looking for people who are able to work well with children and adults, 

work as part of a team, and carry out a variety of tasks. 

 

You decide to apply for one of the jobs available 

 

30 minutes, 300-400 words 
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An Informal Letter to a Friend or Relative 

 

Top ten tips for an informal letter 

 

1. Include your address in the top right. 

2. Employ a light-hearted, chatty tone but still write accurately! 

3. Ensure you have four or five clear paragraphs. 

4. Use informal connectives (linking words). 

5. Use one or two exclamation marks. 

6. Use contractions (shortened words like ‘don’t). 

7. Employ humour. 

8. Link your opening and ending. 

9. Use short, punchy sentences. 

10. Use rhetorical questions. 

 

 

See if you can find these ten features in the following example …. 
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An Informal Letter to a Friend or Relative 

Imagine you have a friend or relative who has decided to run in the London Marathon (a distance of 

over twenty-six miles). 

Write a letter to your friend or relative giving your opinions [20] 

 

 

        Wadhurst 

         Monday 18th Oct 
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Year 11 GCSE English Language 

 

 

Have a go at this one: 

 

A friend has written to you saying they are considering taking up boxing.  Write a letter to your 

friend giving your views on this idea. 

 

30 minutes, 300-400 words 
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A Lively Article 

 

Top ten tips for a lively article 

 

1. Include a bold and catchy headline. 

2. Employ a light-hearted, chatty tone but still write accurately!  You could imagine you are 

someone else and write from their perspective (a teacher for example). 

3. Ensure you have four or five clear sections. 

4. Use informal connectives (linking words). 

5. Use rhetorical questions, lists of three and pronouns like ‘we’, ‘our’, ‘us’ and ‘you’. 

6. Use one or two exclamation marks. 

7. Use contractions (shortened words like ‘don’t’). 

8. Employ humour. 

9. Link your opening and ending. 

10. Use short, punchy sentences. 

 

 

See if you can find these ten features in the following example on the next page… 
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A Lively Article 

 

Write a lively article for your school or college magazine with the title: ‘How to Survive Your GCSE 

Exam Year’. [20] 

 

Write your article. 
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    Write an article for a teenage magazine exploring the advantages and disadvantages of this proposal. 

 

 

30 minutes, 300-400 words 
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A Speech 

 

Top ten tips for a speech 

 

1. Ensure you include an engaging opening, perhaps by asking direct questions to the 

audience. 

2. Use connectives to make the links between your sections clear. 

3. Ensure you have four or five clear paragraphs – just because it is a speech, doesn’t 

mean you should write in one big block! 

4. Consider counter arguments. 

5. Defeat counter arguments. 

6. Use facts and statistics (make them up). 

7. Use rhetorical questions, lists of three and pronouns like ‘we’ and ‘you’. 

8. Use contractions (shortened words like ‘don’t’) if your audience is familiar to you. 

9. Link your opening and ending (perhaps by answering the questions you posed in your 

opening). 

10. Use short, punchy sentences. 

See if you can find these ten features in the following example on the next page… 
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A Speech 

You have to give a talk to your class with the title “CCTV in schools: what do you think?” 

Write what you would say. 
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Write what you would say. 

 

30 minutes, 300-400 words 
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A Guide to a Place 

 

Top ten tips for a guidebook entry 

 

1. Make it interesting, lively and entertaining. 

2. Begin with the general information about location and history. 

3. Ensure you have four clear paragraphs – write an introduction, two main paragraphs 

weighing up positives and negatives and a recommendation (You will enjoy this place if…). 

4. Use connectives to make the links between your sections clear. 

5. Use some good descriptive words. 

6. Use contractions (shortened words like ‘don’t’). 

7. Use words like ‘Whilst…’ and ‘Although’ to balance good and bad. 

8. Use facts and statistics (make them up). 

9. Link your opening and ending. 

10. Use short, punchy sentences. 

 

See if you can find these ten features in the following example on the next page… 
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Have a go at this one: 

 

The Rough Guide is a guide-book for tourists which prides itself on giving frank and honest opinions 

about places, both the positive and the negative. 

Write an entry about a place you know well for The Rough Guide, including details the tourist 

board would like visitors to see, but also providing an insider’s view of any less attractive 

features. 

 

30 minutes, 300-400 words 

  



P a g e  | 48 

 

Year 11 GCSE English Language 

A Review 

 

Top ten tips for a review 

 

1. Include a bold and catchy headline. 

2. Employ a light-hearted, chatty tone but still write accurately!  Write as if you are an expert 

on the topic. 

3. Ensure you have four or five clear sections: basic information, plot synopsis (what happens 

in the film/book in present tense), good points, bad points, is it worth seeing/reading etc. 

4. Use connectives at the start of each paragraph (linking words). 

5. Use rhetorical questions, lists of three and pronouns like ‘we’, ‘our’, ‘us’ and ‘you’. 

6. Use lots of adjectives to describe the film eg. fast-paced, action packed chase scenes. 

7. Use contractions (shortened words like ‘don’t’). 

8. Employ humour. 

9. Link your opening and ending. 

10. Use short, punchy sentences. 

 

See if you can find these ten features in the following example on the next page… 
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Have a go at this one: 

 

Write a review of a book, film or music CD for a magazine which is read by people of your age. 

Your review should include: 

 Details about the book, film or CD you have chosen; 

 Comments on its strengths, if any; 

 Comments on its weaknesses, if any; 

 A clear recommendation. 

 

30 minutes, 300-400 words 
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A Report 

 

Top tips for writing a report 

 

1. Include a clear title at the top. 

2. Write an introduction that gives the reason for the report, key features of the topic and 

action to be taken. 

3. Develop relevant details following a problem/solution structure (3 or 4 ideas).  Use 

subheadings to signpost your points. 

4. Recommending action in terms of priority. 

5. Closing report with thanks and sign-off. 

6. Keep language formal and clear at all times. 

7. Use connectives to structure your paragraphs (Firstly, Secondly, Finally). 

 

 

See if you can find these 7 features in the following example on the next page…. 
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Report about how waste could be reduced in our school 

With a student population of over 1,500, the amount of waste that we produce as a school is a problem 

which certainly needs to be addressed.  We waste far more food and energy than is necessary and, 

considering the constant cuts to education, it is paramount that something is done to ensure that our 

resources are used wisely and in a way which will ensure our school’s economic and environmental future. 

After the average lunch hour in our main school café, Café Q, between six and seven large bins are filled to 

bursting with various types of food waste by students who simply do not eat all of what they purchase.  

Often students in our cafeteria will purchase food and then discover that they dislike it and simply throw it 

away.  The sausage broth that is often served on subject review days is a clear example.  Students are only 

able to eat the food if they like it so by producing food that they do not enjoy we are immediately creating 

excess waste, which could be avoided. 

To avert this situation I would recommend that we find and utilise a variety of healthy yet delicious meals 

for students to enjoy.  Note should be taken of student favourites such as fish and chips, roast chicken or 

beef dinners and also the paninis, in order to find a more successful menu that would encourage students 

to eat more of their food, thereby reducing waste. 

For some time now the school has been clamouring for funding for solar panels.  The school site is 

incredibly large and a great deal of energy is used every day through lighting and heating.  With prices 

rapidly increasing, it is very important that the school should take action to prevent the waste of valuable 

energy, money and resources. 

Therefore, it is my view that our school should move into more sustainable methods of producing its own 

energy.  Solar panels could be placed across the roofs of buildings such as the sports hall, which would 

produce a huge level of energy capable of powering much of the school site.  Lighting on sports pitches 

should be turned off when there are no matches taking place in the evenings, thereby saving a great deal of 

energy.  Wind turbines could even be built onto hills beside the school, which would greatly increase the 

amount of energy which the school could sustainably produce. 

It has come to my attention that there are a great deal of bins scattered across the school site – almost a 

hundred at the last count – to discourage littering.  While this has been greatly effective, keeping the 

number of bins clean and empty takes a lot of work and time, which could perhaps be better spent doing 

other things.  The bins also encourage students to be wasteful, allowing them to throw away things that 

they could eat or which could be recycled. 

For this reason, I believe that the volume of bins on the school site should be significantly reduced so that 

students produce less waste and maintenance costs are significantly brought down.  There would be 

enough bins to make littering inexcusable while also cutting down on costs.  Recycling bins should also be 

introduced so that the school is disposing of its waste properly and sustainably. 

I hope that this report has been of use to you in finding key areas which need to be addressed. 
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Have a go at this: 

 

Your school is thinking about changing the school uniform 

Write a report for the Headteacher suggesting ways that this might be done. 

 

You could include: 

 Examples of how the current uniform is not fit for purpose 

 Your ideas about how the uniform could be improved/changed 

 

 

 

 

30 minutes, 300-400 words 
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A Narrative / Short Story 

 

Top tips for writing a short story 

 

1. Your first line is important.  Hook your reader/s. 

2. Last lines are important too.  Know where you are going.  What will your last line be? 

3. Include a maximum of three characters.  Make them different from one another. 

4. Focus on description – use effective verbs, adjectives and adverbs. 

5. Concentrate on one dramatic moment in time. 

6. Show don’t tell.  Don’t explain that your character is grumpy and tired.  Make her/him do 

stuff that shows this. 

7. Consider including dialogue and punctuate it properly. 

8. First person is always a possibility but consider using third person. 

9. Your story should have a clearly described setting, a few defined characters and a plot that 

makes logical sense. 

10. Avoid the obvious and steer clear of violence, death, zombies, gangs and shooting people! 

 

 

Three examples follow – see next 3 pages …. 
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Blue 
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Hunted 
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The Den of Decay 
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Have a go at one of these: 

 

a) The Gift 

b) The Trap 

c) Write a story which begins: ‘Life had been good, until now’… 

d) Write about an incident when you had to show courage 

e) Write a story which begins: ‘’Everything changed after that day…’ 

f) Write about an occasion when you felt disappointed 

 

 

 

45 minutes, 500 words 

 

  




