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WRITING RESOURCE PACK 

This resource pack  identifies the text types mentioned in the Supporting Documents for Level 5 (Year 

3 and Year 4) and for Le vel 6 (Year 5). Each genre is  brief ly described and is pegged to the learning 

outcomes and skills in the Supporting Documents. The success criteria for teachers are tailored to 

every genre and establish what t eachers should be assessing. The success criteria for learners allow 

learner s to self -assess, monitor, reflect and identify learning gaps. Writing frames serve as writing 

outline s as well as language scaffold s. The writing models provide concrete example s that  help learners  

understand the structures, conventions and organisational features of every genre. The suggested 

titles are examples of authentic text activities. They are in line with the themes identified in the 

Supporting Documents and indicate the genre, audience and purpose (GAP) o f each writing task. For 

further support, writing organisers and word mats are presen ted in this document to help  learner s plan 

a writing task and use words and phrases that can complement it. Marking schemes available in the 

Supporting Documents for Year 3, Year 4 and Year 5, can be used as guides when marking writing and 

giving feedback.  
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Writing a caption  
What is a caption?  

The writing of a caption is featured in Level 5 in Year 4.  A caption consists of a 
sentence or phrase which describes the picture in as few words as possible.  The 
information included is very detailed and specific but short and to the point. A caption 
can simply state who is in the picture, who is doing what, when, where and why. I t is 
essentially a descriptive title under a photograph /visual . I t can also include a  quote 
or a saying, which  can be humorous or inspirational. Present tenses are generally 
used. Learners  can leaf through magazines, leaflets or brochures to select the picture, 
bring their own photos or else draw or paint their own pictures. It can also be  done 
on digital platforms like PicSay or PicCollage.   

 

 

Reference to LOs 

When writing  a caption, learners  are mainly working to achieve these  Year 4 Learning 
Outcomes:  

Year 4 
W5.2  I can, at an elementary level, use appropriate format and features of 

presentation to convey the purpose of a text.  
W5.4  I can, with support, edit and revise my written work.  
W5.6  I can use words to achieve effects  in my writing.  
W5.8A  I can participate in writing for a range of purposes and write in some 

genres.  
W5.11  I can add detail and interest to basic sentence structures in a variety of 

ways.  
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Success Criteria  for teachers   

The following success criteria, which are in line with the Marking Criteria for Writing 
on p. 24 (LOF Year 4), can be used by teacher s when assessing caption s: 

Success Criteria  Marking Criteria  
Learners  included information that describes or 
adds information to the picture.  

Content and Relevance  

Learners  used correct sentence structure s. Organisation and Structure  
Learners  included suitab le, descriptive vocabulary . Vocabulary  
Learners  made correct use of grammar.  Language use 
Learners  used correct spelling and punctuation.  Spelling and Punctuation  

 

Success criteria for learners  

The following success criteria  can be used by learners  to self -assess their work.  

 

Writing a c aption  

My sentence describes who/what is in the picture.  

My sentence describes what is happening in the picture.  

My sentence is clear, focused and easy to understand.  

I  used present tenses.  

My sentence begins with a capital letter.  

My sentence ends with the correct punctuation  marks. 

I  checked for spelling errors.  
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Writing Model s       

Your school will be publishing the school yearbook soon. Write captions for  the 
following pictures.  

Thematic  Area: Personal Identifi cation  

 

 

 

 

 

 

 

The Year 4 pupil s visit Esplora and enjoy hands -on activities.  

 

 

 

 

 

 

 

The Year 5 pupil s visit the  modern National Aquarium in Malta and learn about 
different fish species that live in the Mediterranean.  
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Suggested titles  

These photos are t o be published  on your school magazine. Write a caption for each one.   
 

 

 

 

 

  
  Thematic  Area:  Year 4 - Environment  

 
  

 
 
                                                                                       
           
 
 
 

 
Thematic  Area:  Year 4 - Hobbies and Leisure 

            
    

 
 
 
 
 
 

Thematic  Area:  Year 4 - Shopping Services 
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Writing a postcard  
What is a postcard?  

The writing of a postcard is featured across Level 5 in both Year 3 and Year 4.  In Year 
3 learners  are expected to write between 20 to 3 0 words. In Year 4 learners  are 
expected to write between 30 to 40 words. A postcard consists of a brief, friendly 
greeting you send to a close friend or relative while you are abroad. Usually it includes 
a brief description of places visited or activities  done or to be done.  

Reference to LOs 

When writing a postcard, learners  are mainly working to achieve these Learning 
Outcomes: 

Year 3 Year 4 

W5.9   I can write a paragraph     
  appropriately for an audience   
  and with a purpose.  

W5.2   I can, at an el ementary level, use 
  appropriate format and features 
  of presentation to convey the   
  purpose of a text.  
W5.4   I can, with support, edit and revise 
  my written work.  
W5.6   I  can use words to achieve   
  effects  in my writing.  

W5.12  I  can make a text more   
  interesting  or more relevant to   
  me by changing  the vocabulary.  

W5.7   I  can express my opinions in   
  writing  on a range of topics.  
W5.8A I  can participate in writing for a 
  range of purposes and write                   
  in some genres.  

W5.14 I  can use resources to help me       
  plan my written work and present 
  it accurately.  

W5.11 I can add detail and interest to 
   basic sentence structures in a   
   variety  of ways.  
W5.15 I can organise my ideas into a    

clear , cohesive and coherent   
paragraph.  
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Success criteria for teachers  

The following success criteria, which are in line with the Marking Criteria for Writing 
on p. 26 (LOF Year 3) and p. 2 4 (LOF Year 4),  can be used by teacher s when assessing 
a postcard :  

 

Success Criteria  Marking Criteria  
Learners  wrote the r ecipient's address on the right -
hand side of the postcard.   

Organisation and Structure  

Learners used the left part of the back of the postcard 
to write their message.  

Organisation and Structure  

Learners  wrote òDearó and the recipientõs name, 
followed by a comma  on the left -hand side.  

Organisation and Structure  

Learners wrote a concise and warm message to the 
recipient and included information about their travels 
(e.g. weather, accommodation, places visitedé). 

Content and Relevance  
Vocabulary  

Learners  included a closing statement lik e "Bestó or 
òLoveó, followed by a comma.  

Organisation and Structure  

Learners  signed off  the postcard.  Organisation and Structure  
Learners  used correct sentence structures . Language use 
Learners  used correct spelling and punctuation.  Spelling and Punctuation  

 

  



  

ENGLISH PRIMARY DEPARTMENT (2022) 9 

 

Success criteria for learners  

The following success criteria  can be used by learners  to self -assess their work.  

 

Writing a p ostcard  

My postcard starts with òDearó followed  by the receiverõs 
name and a comma.  

My postcard has information about my holiday (where I am, 
how long I am staying, what  I did, what I am going to do...).  

My postcard closes wit h òBest wishesó, òYoursó or òLoveó 
followed by a comma . 

I signed  off  my postcard.   

I used the first person ôIõ. 

My postcard has  a stamp and the recipientõs address.  

My postcard is neat  and legible .  

My sentences begin with c apital letters . 

My sentences end with the correct punctuation  marks.  

I  checked for spelling erro rs. 
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Writing Frame ð Postcard  
 

 
 
 
 
    Dear _________,  
 
 
 
 
 
 
 
 
 
  
 
                           
                           Best wishes, 
 
 

__________________  
 
 

 
 
 
 
 
 
 
 

_______________________  
 

_______________________  
 

_______________________  
 

____ ___________________  

 

 

 

 

 

 

 

Opening Name of person    

receiving postcard  

Address of person 

receiving postcard  

Place 
postage 
stamp 
here. 

Signature  

Closing 
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Writing Model   

You are Leah and you are on holiday in London. Send a postcard  to your friend Tammy 
Grech who lives in 118, Old Mill Street, Rabat, RBT1234, Malta . Tell her about the 
weather, where you are staying and what you ar e doing. 

Thematic  Area: Year 3 ð Places and Directions /The World Around Us   
                           Year 4 - Travel and Country  
 

 
Dear Tammy, 
                     
                     We have arrived in Lo ndon. 
We are staying in a luxurious 5 -star hotel  
near St  Paulõs Cathedral. The weather is 
chilly  as expected . We went on the famous 
London Eye and did some serious shopping. 
Tomorrow we plan on going to  Buckingham 
Palace and hopefully Iõll meet the Queen. I 
got you a keychain to add to your 
collection.  I canõt wait to show you all the 
photos that Iõve taken. Wish you were 
here.  
 

Love, 
 

Leah 

 
 
 
 
 
 
 

Ms Tammy Grech 

118, Old Mill Street  

Rabat, RBT1234  

Malta  
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Suggested titles:  

You are visiting South America to learn about different 
countries. Wri te a postcard to your family to tell them where 
you went, what you saw and where you will go.  

 

 

 

 

You are on holiday with your family in Italy. Write a postcard 
to your best friend and tell him about your trip.  

 

 

 

 

 

You have travelled to  London for t he very f irst t ime. Write a 
postcard to your friend Eric to tell him how your trip on the 
plane went and your experience on the double decker bus 
and/or train.  

 

  

Thematic Areas:  
 
Year 3: The World   
   Around Us 
 
Year 4: Travel  

Thematic  Areas: 
 
Year 3: The World Around 
    Us/Transport/  
    Family and Friends  
 

Year 4: Travel/  
    Relationships  

Thematic  Areas: 
 
Year 3: Transport/  
    The World    
    Around Us  
 
Year 4: Travel  
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Writing a short story  
What is a short story?  

The writing of a short story  is featured across Level 5 in both Year 3 and Year 4  and 
across Level 6 in Year 5 . Word length varies per year.  

Year 3 Year 4 Year 5 
50-70 words  70-100 words  100-140 words  

A short story is usually written in the first or third person narrative and is real or 
imaginary. I t should consist of an introduction in which you set the scene (who is 
involved, time, place), a main body consisting of one, two  or three  paragraphs in which 
you present the problem, culminating in a climax leading to the resolution and an ending 
which can include the moral of the story .  

Reference to LOs 

When writing a short story, learners  are mainly working to achieve these Learning 
Outcomes: 

Year 3 
W5.9  I can write a paragraph appropriately for an audience and with a purpose.  
W5.12  I can make a text more interesting or more relevant to me by changing 

the vocabulary.  
W5.14  I can use resources to help me plan my written work and present it 

accurately.  
Year 4 
W5.2  I can, at an elementary level, use appropriate format and features of 

presentation to co nvey the purpose of a text.  
W5.4  I can, with support, edit and revise my written work.  
W5.6  I can use words to achieve effects  in my writing.  
W5.8B I can participate in writing for a range of purposes and write in some 

genres. 
W5.11  I can add detail a nd interest to basic  sentence structures in a variety of 

ways. 
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W5.15  I can organise my ideas into a clear, cohesive and coherent paragraph.  
Year 5 
WR6.2 I can use appropriate format and features of presentation to convey the 

purpose of a text.  
WR6.4 I  can use resources to help me plan my written work and present it 

accurately.  
WR6.5 I can revise and edit work with minimal support.  
WR6.7 I can use words to achieve effects in my writing and use a range of 

vocabulary and expressions that set specific mo ods and depict scenes.  
WR6.9 I can participate in writing for a wide range of genre, audience and 

purposes (GAP).  
WR6.16 I can organise my ideas into clear, cohesive and coherent paragraphs 

sustained over an extended piece of writing.  

 

Success Criteria  for teac hers 

The following success criteria, which are in line with the Marking Criteria for Writing on 
p. 26 (LOF Year 3), p. 24 (LOF Year 4 ) and p.34 (LOF Year 5) can be used by teacher s 
when assessing a story : 

Success Criteria  Marking Criteria  
Learner s included a brief introduction, one to 
three paragraphs for the body and a satisfying 
conclusion that links to the opening.   

Organisation and Structure  

Learners addressed the title (e.g. described, 
narrated, explained, informed).  

Content and Relevance  

Learners  indented each paragraph and skipped a 
line between every paragraph.  

Organisation and Structure  

Learners  created a setting by writing about who, 
what, where and when.  

Content and Relevance  
Vocabulary  

Learners  built up the events logically.   Organisation  and Structure  

Learners  included details, descriptions using the 
5 senses, adjectives, verbs and adverbs.  

Vocabulary  
Language Use 

Content and Relevance  
Learners  used correct spelling and punctuation.  Spelling and Punctuation  
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Success criteria fo r learners  

The following success criteria  can be used by learners  to self -assess their work.  

Writing a short s tory  

 My story has at least one chara cter.  

 I created  a setting by writing about who, what, where and when.  

 My story  has a beginning, a middl e and an ending.  

 My introduction consists of 2/3 sentences and sets the scene . 

 My paragraphs  are organised and link with linking words (e.g. suddenly, 
 after thaté)  

 My first body paragraph tells me how the story starts.  

 My second body paragraph pre sents me with the problem.  

   My thir d body paragraph presents  me with the climax and resolution.  

   My conclusion  consists of 2/3 sentences  and presents me with the moral   
           of the story.  

  I used the 5 senses, adjectives and adverbs to make  my description detailed .  

  I used figures of speech such as similes, metaphors, personifications and  
  onomatopoeic words .   

   My sentences begin with capital letters.  

   My sentences end with t he correct punctuation  marks.  

   I checked for spell ing errors . 

   I skipped a line between each paragraph.  

                      I indented every paragraph.   

                      My story is neat  and legible . 
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Writing Frame ð Short Story  
Introduction 

Introduce the main 
characters and the setting. 

 
  

 

Body 1 - Build-Up 
Develop the characters and 

the setting. 
 

Include the points that lead 
up to the climax or conflict.  

 
 
 
 
 
 
 
 
 
 
 
 
 

Body 2 - Conflict/Climax 
Describe the conflict/  

climax in the story and the 
charactersΩ reaction. 

 
 
 
 
 
 
 
 
 

 

Body 3 ς Ending/Resolution 
Explain how the conflict is 

resolved and what happens 
at the end. 

 
 
 
 
 
 
 
 
 
 

 
 

Conclusion 
State the moral of the story. 
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Writing Model      

This week your teacher announced a Short Story Competition . You have been asked to 
write about  an unfor gettable experience. The best entry  will be hung on the class 
noticeboard . Write your short s tory .                                                                                                                
Thematic  Areas: Year 4 - Personal Stories and Adventures  
                             Year 5 ð Space and Travel  

 

When I met an Alien  

Last Saturday it was a beautiful day with a spotless sky . My family and I invit ed 
my aunty, uncle and cousins to  a picnic in a garden , a stoneõs throw away from my hou se.  

As soon as we arrived, my mum laid the red and white picnic blanket on the lush, 
green grass. My cousin George brought his football with him and  we had a whale of a 
time  playing football. Accident ally, my youngest cousin , Tim threw the ball behind the  
bush and I dashed to get it.  As soon as I got near the bush I realised that someone was 
hiding behind it. I approached it cautiously and é   

It was there when I saw it.  I could not believe my eyes.  In front of me, long and 
lanky, stood an alien. The alien , clad in a pink suit, had green skin, three round bu lgy 
eyes and long antennae . I wanted to run away but curiosity got  the better of me.  He 
told me his name was Wizny and h e was exploring our planet. Then , I in troduced myself 
and my family while w e offer ed him some of our left -over  food .  

Suddenly,  Wizny became very sad. Apparently, Wiznyõs shuttle ran out of fuel 
and he couldnõt return  home. To our  astonishment, Wiznyõs shuttle ran on water. How 
eco-friendly! We gave him  plenty of wa ter to fill up  his shuttle and some more in a jerry 
can. Wizny was very grateful. With all the excitement his face turned a bright red.  What 
a fascinating creature!  

  Soon it was time for the alien to go back to his planet Mars. It was extremely 
intriguing finding out all abou t Wiznyõs life. We bid him farewell and promised each 
other to meet again. WHAT AN UNFORGETTABLE DAY!  
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Suggested titles:  

You are going to write a scary story of when you and your friends 
got caught in a storm during a hike. The story is going to be 
publish ed in the school magazine. Write the short story.  

 

 

 

 

The teacher wants to publish a list of mysterious stories on the 
school website.   You are going to w rite a story about an 
abandoned house that you and your friends explored.  Write 
the short story.  

 

 

 

 

 

You want to take part in a writing competition. The winner will 
have the story published in a book about animals. You are 
going to write the story of when you found a strange animal. 
Write the short story.  

  

Thematic  Areas: 

Year 3: Family and    
    Friends  

Year 4: Weather and 
   Natural Disasters  

 

 

Thematic  Areas: 

Year 3: Family and  Friends 

Year 4: The Home/Personal 
    Stories and    
    Adventures  

Year 5: Places 

Thematic  Areas: 

Year 3: Animals 

Year 4: Personal Stories    
   and Adventures  

Year 5: The Natural   
    World and       
    Wildlife  
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Filling in a form  
What is a form?  

Fillin g in a form  is featured across Level 5 in both Year 3 and Year 4.  An identity kit is 
usually a form  filling task which learners  need to complete with personal information for 
a specific purpose such as to enrol in a gym, to give feedback, to register for a  course or 
to leave oneõs contact details. 

 

Reference to LOs 

When filling in a form , learners  are mainly working to achieve these Learning Outcomes:  

Year 3 
W5. 9  I can write a paragraph appropriately for an audience and with a purpose.  

W5.12  I can make a  text more interesting or more relevant to me by changing the 
vocabulary  

Year 4 
W5.4  I can, with support, edit and revise my written work.  
W5.6  I can use words to achieve particular effects in my writing.  
W5.8C I can participate in writing for a range of purposes and write in some genre.  
W5.11  I can add detail and interest to basic sentence structures in a variety of ways.  

 

Success Criteria for teachers    

When filling in a form, t eachers can use the following success criteria  for assessment : 

Success Criteria  Marking Criteria  
Learners  included correct and concise information 
about themselves.  

Content and Relevance  
Vocabulary  

Learners  used correct spelling and punctuation.  Spelling and Punctuation  
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Success criteria for learners  

The following succe ss criteria can be used by learners  to self -assess their work.  

 
  Filling in a form  
 

My form contains  information about m yself .  

My personal information starts with cap it al letters.  

My sentences begin with capital letters.  

My sentences end with th e correct punctuation  marks. 

I checked for spelling errors . 

My form is neat  and legible .  
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Writing Model 1  

You want to become a member of Kids Reading Club  because it offers discounts when 
buying books.  Fill  in this application form  with your personal i nformation correctly.  

Thematic  Areas: Year 3 - Personal Stories and Adventures / Sports and Free Time                                                                                                                             
         Year 4 ð Personal Ide ntification/Hobbies and Leisure  

  

Name: ________ ________ __________ Address: _____________________ ______ ______  

________ _________ ________ _______ ______ ____ Postcode: ______ _______________  

Date of Birth:________________ _________ _______ Age: __ ______ ______ ________ ___  

Home number:_____ __ ___ __ Mobile:__ ____________Email: _____ _____ __ __________ __ 

 

How did you hear about us?   

Social Media     Newspaper     Radio               Friend/Relative  
 

Tick this box if you do not wish to receive further information regarding pr omotions and 
events from us.  

 
 
 
_______________________                                    __________________  
Parent/Guardian Signature                         Date 
 
Return your application for the Kidsõ Club to: 
In person:   Kidsõ Club Office, Uphill Street, Naxxar  
By post:   Kidsõ Club Home,  

Uphill Street,  
Naxxar P.O. Box 1234,  
NXR 1902 

By email:  kidsclub@gmail.com  
 

 

mailto:kidsclub@gmail.com
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Writing Model 2     

You want to participate in a competition and the winner wins a trip to Euro D isney. For 
this competition you have to c reate an identity kit  about yourself , design a badge for your 
superheroõs costume and write a story about your superpowers.   

Thematic Area : Year 4 - Personal Stories and Adventures   

 

 

Superhero File  

Name of superh ero:              Most famous bold feat/achievement :  

_______________________            ___________________________  

Special superpower:              ___________________________  

_______________________            ___________________________  

Secret identity:              ___________________________  

_______________________            ___________________________  

                ___________________________  

                                                                                               ______________ _____________  

                                                                                               ____________________  

                 __ _________________  

                 ____________________   

                                                                                               __________________  

          ____________________  
      

 

 

Design the badge.  
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Suggested forms:  

KidsõRõUs is a popular toy -store. You want to benefit from its offers and find out about 
events, competitions, new toys  and special acti vities . Fill in this application form  to 
become a member.  

Thematic  Areas: Year 3 ð Sports and Free Time 
                             Year 4 - Hobbies and Leisure  
 

 

 

First Name:  ___________________ Surname: ________________ _____ ___  

Address:______________ ___________________________________ ____  

Town:______________Postcode: ___________Country: ___________ _____  

Phone: ____________________ Email:_________________________ _____  

Date of Birth: _______________ ____  Nationality:_________________ _____  

Terms and condit ions 
  

I accept the  KidsõRõUs terms  and conditions .   
   
KidsõRõUs Rewards communications 
  
If you would like to hear from KidsõRõUs, about your KidsõRõUs Rewards membership benefits and the latest 
events and offers, please tick below to receive marketing communications.  
Yes, please contact me via  EMAIL    
I am also happy to be contacted via  SMS  PHONE  POST  
 
Please note, if you have not ticked any of the above boxes, you will not receive any rewards-specific 
marketing communications.  
  

https://www.pages05.net/harrodsuk/MH_Subscribe_Secure/LPT.url?kn=3138950&vs=ZGQxYzAyYmUtNmM2Ny1lYzI3LTUzZTktM2E4NjZlMTZjNzBlOzsS1
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You want to become a member of Book Attic Bookshop Club  so you can benefit from 
several discounts and earn  many priz es. Fill in this form.  

Thematic Areas: Year 3 ð Sports and Fr ee Time 
                             Year 4 - Hobbies and Leisure  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

ENGLISH PRIMARY DEPARTMENT (2022) 25 

 

Your friend Lisa has gone missing and you want to find her . Fill in Lisaõs identity-kit . This 
will be displayed in public places .  

Thematic  Areas: Year 3 ð The Body and t he Face/Family and Friends     
         Year 4 ð Personal Identification    

Have you seen Lisa? 
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Letters  should consist of an introduction in which you greet the person, refer to the last 
letter and explain why you are writing , a main body consisting of one, two or three 
paragraphs and a conclusion where you sum up your letter, give your regards and ask 
the receiver to write back.    

Writing an informal letter  
What is an informal letter?  

The writing of an informal letter is featured across Le vel 5 in both Year 3 and Year 4 
and across Level 6 in Year 5. Word l ength varies per year.  

Year 3 Year 4 Year 5 
50-70 words  70-100 words  100-140 words  

 

Informal letters are messages usually handwritten to a person/s you know well such as 
a close relative  or  friend  and are sent b y mail . Therefore, apart from letter writin g 
learners  should also know how to  write their address and how to address an envelope.  
Letters are  written for a specific reason such as  to : 

¶     give/ask for  advice/help  
¶     give/ask for  news 
¶     give/ask for  information  
¶     apologise  
¶  thank someone  
¶ nar rate  
¶ describe  

¶ congratulate  
¶ invite  
¶ accept/refuse an invitation  
¶ make suggestions 
¶ give instructions  
¶ give directions  
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Reference to LOs 

When writing a n informal letter,  learners  are mainly working to achieve these Learning 
Outcomes: 

Year 3 
W5.9  I can writ e a paragraph appropriately for an audience and with a purpose.  
W5.12  I can make a text more interesting or more relevant to me by changing the 

vocabulary.  
W5.14  I can use resources to help me plan my written work and present it 

accurately.  
Year 4 
W5.2  I can, at an elementary level, use appropriate format and features of 

presentation to convey the purpose of a text.  
W5.4  I can, with support, edit and revise my written work.  
W5.6  I can use words to achieve particular effects in my writing.  
W5.7  I can express my opinions in writing on a range of topics.  
W5.8A  I can participate in writing for a range of purposes and write in some 

genres. 
W5.11  I can add detail and interest to basic sentence structures in a variety of 

ways. 
W5.15  I can organise my idea s into a clear, cohesive and coherent paragraph.  
Year 5 
WR6.2 I can use appropriate format and features of presentation to convey the 

purpose of a text.  
WR6.4 I can use resources to help me plan my written work and present it 

accurately.  
WR6.5 I can r evise and edit work with minimal support.  
WR 6.7 I can use words to achieve effects in my writing and use a range of 

vocabulary and expressions that set specific moods and depict scenes.  
WR6.9 I can participate in writing for a wide range of genre, audie nce and 

purposes (GAP).  
WR6.16 I can organise my ideas into clear, cohesive and coherent paragraphs 

sustained over an extended piece of writing.  
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Success Criteria  

The following success criteria which are in line with the Marking Criteria for Writing on  p. 
26 (LOF Year 3), p.24 (LOF Year 4) and p.34 (LOF Year 5) can be used by teacher s when 
assessing an informal letter : 

Success Criteria  Marking Criteria  
Learners  wrote  their address in the upper right -
hand corner.  

Organisation  and Structure  

Learners  skipped a line under their address and 
wrote  the  date in full.  Organisation  and Structure  

Learners  skipped a line and on the left -hand 
corner,  wrote the salutation òDearó and the 
recipientõs name, followed by a comma. 

Organisation  and Structure  

Learners  skipped a line and from under the comma 
wrote a brief introduction, skipped a line and 
wrote one, two or three paragraphs for the body, 
skipped a line and wrote a brief conclusion.    

Organisation  and Structure  

The learners addressed the title (e.g. describe d, 
narrated, explained, informed é ). Content and Relevance  

The learners  skipped a line, wrote a closing 
statement like  "Best regardsó, òBest wishesó or 
òLoveó in the centre, followed by a comma. 

Organisation  and Structure  

Learners  skipped two lines and signed off the 
letter.  Organisation and Structure  

Learners  indented all the paragraphs.  Organisation and Structure  

Learners  included details, descriptions, adjectives, 
verbs and adverbs.  

Vocabulary   
Language Use 

Content and Relevance  
Learners  used corre ct spelling and punctuation.  Spelling and Punctuation  

 

Success criteria for learners  

The following success criteria can be used by learners  to self -assess their work.
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Writing an i nformal letter  

            My letter has  an address in the upper right -hand corner.   

  I skipped a line and wrote the  full  date  under the address.  

 I skipped a line and wrote the salutation òDearó followed by  the 
 name of the person receiving the letter and a comma in the left -hand 
 corner.  

 I  skipped a line and started m y introduction from  under the 
 comma. 

 My introduction has 2/3 sentences and consists of a greeting, a 
 reference to the last letter and the reason why I am writing    
 the letter.  

  My letter has  1-3 body paragraphs .  

  I skipped a line between each body.  

                    My conclusion has 2/3 sentenc es, sums up my letter, s ends my    
regards and asks the receiver to write back.  

I asked questions throughout the letter.  

  I used the first person ôIõ. 

I used a friendly, chatty style of writing.  

  I indented all the paragraph s.   

  My letter has a closing ; òBest regardsó, òBest wishesó or òLoveó  
  followed by a comma.  

  I s igned off my letter.  

  I used the correct punctuation . 

  I checked my letter for spelling errors . 

  My letter is neat and legible.   
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Writing Frame ð An Informal Letter  
___________  

___________  

___________  

 

___________  

 

Dear______,                     

______________ ________________________________________________________
_____________________ ________ ______________________ _______________  
 
___________ ___ ________________________________________________________
______________________________________________________________________
___________________ ___________________________________________________
_________________________ ________________________________ _____________
__________________________________________ _____________ __________ _____  
 
______________ ________________________________________________________
______ ______________________________ __________________________________
___________________________ ___________ ________________________________
__________________________ ____________________________________________
____________________________________ ________________________ __________  
 
___________ __________________________________________________________ _
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
__________ ___________________________________ _______________ _____  
 
_____________ _________________________________________________________
__________________________________ ____________________________________
_____________________________________ ___________________________  
 

Best wishes ,  

 

__________ _ 

Date  

Your 

address  

Salutation  

Closing 

Your 

signature  

Conclusion: 

ðsum up 

-give your 

regards  

-reason to write 

back 

 

Introduction :  

ð greet  

-refer to last 

letter  

-sta te why you are 

writing  
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Writing Model      

You are Martina and you live in Fl1, Beach Court, Tower Street, Mosta, MST 1234, Malta. 
Your friend Amelia  lives abroad. Write her a letter  to tell her how you spent your Carnival 
holidays .   
Thematic  Areas: Year 4 ð Celebrations  
                              Year 5 ð Feasts and Celebrations                 

FL1, Beach Court , 
Tower Street , 
Mosta,  MST 1234 
Malta  
 

2nd March , 2019 

Dear Amelia , 

              How are you? You had me in stitches when you told me all about the prank you pulled. I  am 
glad you did well in your piano exam. Let me tell you all about my Carnival holidays.  

I had  the time of my life  celebrating Carnival. For the first time, I dressed up as a clown. 
I wore big, white shoes, a colourful shirt with red and blue pompom s as buttons and a white spotted bow 
around my neck.  I wore a pair of stripped , baggy trousers and a bright , pointed hat. Of course, mum stuck a 
fake, red nose on my real one. According to Ms Borg I had the most beautiful costume she had ever seen. She 
is such a peach.   

During the holidays we went to Valletta. I saw extravagantly colour ed floats and long 
parades of talented dancers  in outrageous costumes . We stopped a t a coffee shop for a sweet treat. I tried 
the ôprinjolataõ for the first time. It surely isnõt  going to be the last! Luckily, I saw my friend Ella dancing with 
her classmates. Do you remember Ella? She used to att end the swimming lessons with us. She was dressed 
up as a unicorn . She was striking !   

On Monday, I  paid Gozo a visit to see the famous Carnival in Nadur. This was my first 
time there  and I did not know what to expect. Many people wore scary masks. Others were dressed up as 
famous people. Initially I was scared but then I relaxed and enjoyed the evening. Unfortunately , i t started  
raining  in bucketfuls,  so we changed our plans  and went home. Tough luck!  

Time flies quickly during the holidays. How did you spend your mid -term holidays? I know 
London is exciting at this time of the year. I hope to hear from you soon.  Please give my regards to y our 
family . 

Best regards,   

Martina  
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