
Writing to report                Purpose: to describe characteristics; the way things are; to give information.                         Audience: someone who wants to know something.  
LNF - 

Elements 

LNF – 

Aspects 

Bronze  Silver  Gold  Platinum  

Organising 
ideas and 
information 

Meaning, 
purpose, 
readers. 

 

 

 

 

I have described the information 
comprehensively including 
information about what hobbies I 
like and dislike and what I do on 
the weekend. I have also included 
the third person. My style mostly 
suits my audience and purpose. 

I have described the information 
comprehensively, selecting and 
emphasising the most important 
details. My report suits my purpose 
and targets my intended audience 
appropriately. 

 

I have described the information 
comprehensively, selecting and 
emphasising the most important 
details, and making connections with 
other learning. I have written with a 
focused sense of context, audience 
and purpose. 

 

I have comprehensively yet succinctly 
described the information, selecting and 
emphasising the most important details, 
making connections and skilfully selecting 
additional interesting details. I have written 
with a controlled and focused sense of 
context, audience and purpose. 

 
 Structure and 

organisation 
My report opens with an 
introduction which establishes 
what you are going to talk 
about. I have included detailed 
information in sections, 
organised using features such 
as paragraphs, numbered lists 
or subheadings such as 
pasatimepos que me gustan, 
pasatiempos que odio and mi 
amiga. I have included opinions 
where appropriate.  I have 
included an appropriate 
conclusion. 

My report has an effective 
introduction, main body and 
conclusion, suited to the purpose. 
My main body is clearly organised, 
making clear links within and 
between paragraphs/sections. I 
have been clear about which are 
important and interesting facts. I 
have included relevant opinions 
and have validated them.  I have 
included an appropriate 
conclusion, giving extra clarity to 
the reader. 

My report has an effective 
introduction, main body and 
conclusion, suited to the purpose and 
appropriately balanced for the 
intended audience. My main body is 
well organised, using effective links 
and organisational features. I have 
balanced important and interesting 
facts. I have included relevant opinions 
and have validated them.  I have 
included an appropriate conclusion, 
giving extra clarity and insight to the 
reader. 

My report is succinct and effectively 
organised. I have balanced important and 
interesting facts well to produce a fluid and 
engaging report that is both detailed and 
relevant. My conclusion is concise and gives 
complete insight, adding interest for the 
reader. 

Writing 

accurately 

Language  I have accurately used subject 

specific and academic 

vocabulary. (Me gusta, prefiero, 

porque, pienso que) 

I have accurately used a range of 
subject specific and academic 
vocabulary.  

I have used a broad range of subject 
specific, academic and creative 
vocabulary.  

I have used a challenging range of subject 
specific, academic and creative vocabulary. 
(lamentablemente, desgraciadamente)   

 Grammar 

Punctuation  

Spelling 

Handwriting  

I have used a range of sentence 
structures to make meaning clear. 

I have used some logical 
connectives e.g. pero, y, también    
I have used the present tense 
correctly some of the time.     I 
have used a range of punctuation 
accurately some of the time. (.   ,   
(… )  ¿…?  ¡… !  )    I have used a 
dictionary to ensure I have spelt all 
high frequency, most subject and 
some academic vocabulary 
correctly.                     
My handwriting is legible. 

I have used a range of simple and 
complex sentences to make 
meaning clear.                                             

I have used VCOP to ensure I use a 
range of logical connectives.  

I have used PROF to ensure I vary 
tenses and this is done correctly. 

I have used a full range of 
punctuation accurately most of the 
time. . (.   ,   (… )  ¿…?  ¡… !  “  “) 

I spelt all high frequency, most 
subject and academic vocabulary 
correctly. I have used a dictionary 
to check my spellings. 

I have written with grammatical accuracy, 
varying the length and structure of 
sentences to create different effects.   

I have used a wide range of logical 
connectives e.g. ‘por lo tanto’, ‘sin 
embargo’, ‘al contrario’, ‘no obstante’, ‘por 
otro lado’, ‘alternativamente’ and I have 
included idioms. 
I have used PROF to ensure I vary tense 
consistently correctly. 

I have used a full range of punctuation 
consistently accurately. 

I have spelt all high frequency, subject, and 

academic vocabulary correctly. 

I have used a wide range of simple sentences 
and more complex sentences including 
sophisticated language. 

I have used VCOP to ensure I use a range of 
effective connectives and idioms. 

I have used PROF to ensure I vary tenses. 

I have used a full range of punctuation 
consistently accurately including the colon : and 
semicolon ; 

I have spelt all high frequency, subject and a 
challenging range of academic vocabulary 
correctly.   

My handwriting is fluent and legible. 

I edit and redraft my writing. 

  



 

 

 





 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


