
English



WALT: use formal writing features in a 
report.

• WILF:

• Use passive voice.

• Use subjunctive form.

• Maintain a formal tone.

• Start each paragraph with a lead sentence.



What is formal writing?



Formal Writing

• Formal Writing Style
• Complex – Longer sentences are likely to be more prevalent in formal writing. You need to be as 

thorough as possible with your approach to each topic when you are using a formal style. Each 
main point needs to be introduced, elaborated and concluded.

• Objective – State main points confidently and offer full support arguments. A formal writing style 
shows a limited range of emotions and avoids emotive punctuation such as exclamation points, 
ellipsis, etc., unless they are being cited from another source.

• Full Words – No contractions should be used to simplify words (in other words use "It is" rather 
than "It's"). Abbreviations must be spelt out in full when first used, the only exceptions being when 
the acronym is better known than the full name (BBC, ITV or NATO for example).

• Third Person – Formal writing is not a personal writing style. The formal writer is disconnected 
from the topic and does not use the first person point of view (I or we) or second person (you)



• Can we make these formal?

• Owls have to eat 5000 bits of prey a year so 
they don’t die.

• Barn owls have this white fluff on them until 
they are about 4-7 weeks old.

• Since they don’t sleep at night, we say that 
owls are nocturnal.



Passive and Subjunctive Sentences

• How can we create them?

• What is their structure?

• E.g.

• Passive

Mice are one of the animals eaten by owls.

• Subjunctive

If owls were to be fed adequately, the mother must 
regurgitate up to three or four mice per day.



Barn Owls

• What sections did we research in preparation 
for our report?

• How would a non-chronological report be 
structured?



Structure

• Introduction

• You then need to have your paragraphs of 
information.

• Conclusion/Key Facts



• https://www.bbc.co.uk/teach/class-clips-
video/english-ks1-ks2-how-to-write-a-non-
chronological-report/zvbtscw

https://www.bbc.co.uk/teach/class-clips-video/english-ks1-ks2-how-to-write-a-non-chronological-report/zvbtscw




• On the following slides,  are examples of a 
non-chronological report. This may help you 
with your structure.

• How many of the features can you notice?
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Writing

• We need an introduction and then to decide 
on the format of our subheadings:

• Will each one  be a question?

• A statement?

A ‘Quote’ from the paragraph?



Introductions

• What is their purpose?

• What should they do?

• What should they not do?



Introductions

• Should be an overview

• Classify what the report is about

• Give an indication about what will be in the 
rest of the report



Each Paragraph

• Needs to be focussed.

• Should start with a clear topic sentence.

• Needs to only include relevant information.



Task

• Write the introduction and then write the first 
section of your non-chronological report text.

• Remember – keep it impersonal and use 
formal structures and language.


