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Writing Checklist—refer to during each writing exercise 
 

1.  Identify the genre or style of writing required:  
 

●  Is it a report, a story, a poem etc? Make sure you understand what is 
required for each genre. 

 

2.  Story Writing, Report Writing, Autobiography, Biography:  
 

●  Make sure you understand your topic. 
 

●  Ask any of the following questions that apply: 
 

a.  Who is the story about? 
 

b.  What is the plot or main event in the story? Always jot down any ideas 
you have on a spare sheet of paper. Never try to keep them in your 
head. 

 

c.  Where is it set?  
 

d.  When does it take place? 
 

e.  How? The process that was undertaken. 
 

 f.  Characters: Who is the main character or characters? Are there other 
important characters? Outline them. 

 

3.  For all types of writing: 
 

●  Jot down any ideas on a sheet of paper.  
 

●  Read them through and number them in the order you wish to use them. 
Cross out any that are not appropriate.  

 

●  Create an outline from these notes.  
 

●  Expand your ideas by creating sentences using the ideas, but still following 
the sequence in your outline. 

 

●  You must have a beginning, a middle and a conclusion or end. 
 

4.  Check your work for the following: 
 

●  Are there at least two sentences in a paragraph? 
 

●  Do your sentences begin in different ways for interest and are they of 
different length? 

 

●  Do your sentences build on the previous ones and are they clear?  
 

●  Have you spelt correctly? 
 

●  Is all your writing in the first person, second person, etc.? 
 

●  Are you writing in the past, present or future tense correctly? 
 

●  Have you used correct capitalization and punctuation? 
 

●  Does your beginning or introduction catch the reader’s attention? 
 

●  If you are writing a story or a biography, have you developed your 
character sufficiently? 

 

●  If you are writing a story does it reach a climax before the final ending? 
 

●  Have you brought your writing to a logical conclusion or have you left it 
hanging? 

●  If there is a dialogue, do you have quotation marks around the 
conversation and does each new conversation begin on another line? 

 

●  If you are writing a report have you included all the relevant facts? Should 
you add or delete any? 
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●  Each time you had a new idea did you start a new paragraph? 
 

●  Can you add adjectives or adverbs that will make the writing more vivid? 
(Don’t over do it.)  

 

●  No sentences are begun with “but”, “and” or “however”. 
 

●  Have some words been used too frequently? Use a thesaurus to find words 
that could be used instead. 

 

●  Is your handwriting legible? 
 

Writing A Letter 
 

●  Does your writing have a heading? (The address of the person writing the 
letter. Commas are used to separate parts of the address.)  

 

●  Have you included the date?  
 

●  Have you chosen a suitable greeting? For example, you might use “Dear Jill,” 
to greet a friend but a business letter would begin more formally,  “Dear Mr 
Fisher.” 

 

●  Check the length of the body of the letter. If you are writing to a friend the 
length does not matter, but if you are writing a business letter it is important 
to keep it brief and to the point. 

 

●  Choose a suitable closing. A letter to a friend might end “Your friend, John,” 
but a business letter should be more formally, e.g., “Yours faithfully, John 
Smith.” 

 

●  Is the envelope addressed correctly? The sender’s address should be in the 
top left hand corner. The address direction should be in the middle of the 
envelope. There should be no commas in the address as this confuses the 
sorting machine. 

 

Advertisement 
Many of the suggestions already given will apply but in addition the following 
should be considered: 

 

●  Can people reading your advertisement see clearly what you are selling? 
 

●  Have you restricted the wording without losing the message? If there are too 
many words a potential customer will lose interest and you will lose a sale. 

 

●  Have you added pictures to make the advertisement attractive? If the 
product you are selling is good you will not need gimmicks, free gifts or other 
offers to sell it. If you are competing with a large market look for another 
item to sell. You can not compete with large manufacturers. The small 
business does best in a niche market. 

 

Procedures: Writing Instructions 
Many of the suggestions already given will apply but in addition the following 

should be considered: 
 

●  Are the instructions clear? Is it possible to follow the instructions you have 
given? Get a friend to try to follow the instructions exactly as they are written. 

 

●  Are the instructions concise? 
 

●  Would illustrations or examples help the reader? For example, if the 
instruction is to make a craft item then illustrations would help. If the 
instruction is in, for example, a maths book, then several worked problems 
might aid the reader. 
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Antonyms 
 
A.  The box contains an antonym for every word below. Find the correct antonym 

and write it beside the word. Be careful to only use a word once. 
 
 

strident, obnoxious, relinquish, harmful, precise, important, 
temporary, abnormal, counterfeit, repulsive, superfluous, 

approve, friendly, boundless, effect, concrete, verbose, taciturn, 
common, contempt, unreliable, obscure, accidental, sombre. 

 
1.  hostile __________________ 2.  rare __________________ 
 
3.  attractive __________________ 4.  permanent __________________ 
 
5.  concise __________________ 6.  usual __________________ 
 
7.  genuine __________________ 8.  wholesome __________________ 
 
9.  limited __________________ 10.  garrulous __________________ 
 

11.  intentional __________________ 12. trivial __________________ 
 
13.  plain __________________ 14.  abstract __________________ 
 
15.  obtain __________________ 16.  cause __________________ 
 
17.  essential __________________ 18.  dependable __________________ 
 
19.  gentle __________________ 20.  object __________________ 
 
21.  delightful __________________ 22.  regard __________________ 
 
23.  cheerful __________________ 24.  vague __________________ 

 

 
 

B.  Use the following words in sentences. 
 
 

1.  verbose: ________________________________________________________ 
 
2.  relinquish: _______________________________________________________ 
 
3.  superfluous: _____________________________________________________ 
 
4.  taciturn: ________________________________________________________ 
 
5.  vague: _________________________________________________________ 
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Adverbial Clauses 
 
Adverbial clauses are subordinate clauses which do the work of adverbs. They 
add meaning to verbs, adverbs or adjectives. Like adverbs they tell how, when, 
where and why. Adverbial Clauses are often referred to as clauses of manner, 
time, place and reasons. 
 
For example: 

Bob walked where the road is cleanest. (where) place 
Mr Smith was sleeping when we arrived. (when) time 
My friend weeded the garden as he was told. (how) manner 
You will find the pattern difficult unless you are an  
experienced knitter. (why) reason 

 
A.  Underline the principal clause in the sentences below. 
 
 

1.  Where he went we followed. 
 
2.  When you have finished you may go home. 
 
3.  Finish the weeding because it is getting dark. 
 
4.  The children ran after their father as quickly as they could. 
 
5.  Before the sun rose the dew lay thick on the grass. 
 
6.  Animals are often vicious if they have young babies. 
 
7.  As we were late arriving at the concert we missed the first item. 

 

 
B.  Write the adverbial clause found in each sentence in exercise A. State whether 

it is a clause of time, place, manner or reason. 
 
 

1.  __________________________________   ________________ 
 
2.  __________________________________   ________________ 
 
3.  __________________________________   ________________ 
 
4.  __________________________________   ________________ 
 
5.  __________________________________   ________________ 
 
6.  __________________________________   ________________ 
 
7.  __________________________________   ________________ 
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A.  Write the adverbial clause in each sentence on the line provided. State 
whether it is an adverbial clause of manner, time, place or reason. 

 
 

1.  We arrived late because we were delayed. 
 

__________________________________ ________________ 
 
2.  You may use the bell on your bike when it is 

really necessary for a warning. 
 

__________________________________ ________________ 
 
3.  Many boys swim where the water is too deep. 
 

__________________________________ ________________ 
 
4.  Hundreds of people were late for work as a train ran off the line. 
 

__________________________________ ________________ 
 
5.  James jumped out in glee as the boat neared the shore. 
 

__________________________________ ________________ 
 
6.  When the rain ceased we hurried home. 
 

__________________________________ ________________ 
 
7.  The doctor saved his life by operating quickly. 
 

__________________________________ ________________ 
 
8.  Do not leave until you have finished your work. 
 

__________________________________ ________________ 
 
9.  Madeline is absent today because she is ill. 
 

__________________________________ ________________ 
 

 
 

B.  Add an adverbial clause to complete each sentence below. 
 

 

1.  David left work early _______________________________________. 
 
2.  The concert was postponed ________________________________. 
 
3.  __________________________________ I have missed her very much. 
 
4.  A horse will not work ________________________________________. 
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__________________________________ ________________ 
 
6.  When the rain ceased we hurried home. 
 

__________________________________ ________________ 
 
7.  The doctor saved his life by operating quickly. 
 

__________________________________ ________________ 
 
8.  Do not leave until you have finished your work. 
 

__________________________________ ________________ 
 
9.  Madeline is absent today because she is ill. 
 

__________________________________ ________________ 
 

 
 

B.  Add an adverbial clause to complete each sentence below. 
 

 

1.  David left work early _______________________________________. 
 
2.  The concert was postponed ________________________________. 
 
3.  __________________________________ I have missed her very much. 
 
4.  A horse will not work ________________________________________. 
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Page 5 
A.  Antonyms 

1.  friendly 
2.  common 
3.  repulsive 
4.  temporary 
5.  verbose 
6.  abnormal 
7.  counterfeit 
8.  harmful 
9.  boundless 

10.  taciturn 
11.  accidental 
12.  important 
13.  obscure 
14.  concrete 
15.  relinquish 
16.  effect 
17.  superfluous 
18.  unreliable 
19.  strident 
20.  approve 
21.  obnoxious 
22.  contempt 
23.  sombre 
24.  precise 

 

B.  Word into a Sentence 
Parent to check 
 

Page 6 
A.  Principal clause 

1.  we followed. 
2.  you may go home 
3.  Finish the weeding 
4.  The children ran after their father 
5.  the dew lay thick on the grass. 
6.  Animals are often vicious 
7.  we missed the first item 

 

B.  Adverbial clause 
1.  where he went (place) 
2.  when you have finished (time) 
3.  because it is getting dark (reason) 
4.  as quickly as they could (manner) 
5.  before the sun rose (time) 
6.  if they have young babies (reason) 
7.  (we) were late arriving 
 

Page 7 
A.  Adverbial Clause 

1.  because we were delayed (reason) 
 

2.  when it is really necessary for a warning 
(time) 

 

3.  where the water is too deep  (place) 
 

4.  as a train ran off the line (reason) 
 

5.  as the boat neared the shore (place) 
 

 

6.  when the rain ceased (time) 
 

7.  by operating quickly (manner) 
 

8.  until you have finished your work (time) 
 

9.  because she is ill (reason) 
 

B.  Complete sentence 
Parent to check. 
Suggestions are shown below. 
 

1.  because he was feeling ill. (reason) 
2.  until the flood waters had receded. (time) 
3.  Since my friend moved to China (time) 
4.  unless he is properly fed (reason) 
 

Page 9 
A.  Answer these questions 

1.  The Bedouins were fierce, roaming 
tribesmen who lived in the centre of 
Arabia, fighting with other tribes for the 
oases where the dates they lived on 
grew. 

 

2.  Mohammed was born at Mecca. 
 

3.  Answers will vary. Suggestions: 
 Camels were the “trains of the desert.” 

They were used to carry both people 
and products from place to place as 
they could travel for days without water. 
Owning camels would make 
Mohammed the equivalent of a 
wealthy businessman today. 

 

4.  Mohammed received his message 
when he was fasting and praying in a 
cave outside Mecca. 

 

5.  No he was not successful converting 
people in Mecca because people 
thought he would upset the gods and 
also believed they would lose the 
pilgrim trade if he persisted. 

 

B.  Word Knowledge 
1.  polytheistic 
2.  oases 
3.  expounding 
4.  kabba 

 

C.  One word 
monotheistic 
 

Page 10-13 
Parent to check 

 

Page 14 
  1.  b   2.  j 
  3.  s   4.  g 
 

  5.  l   6.  a. 
  7.  r   8.  n 
 

  9.  d 10.  q 
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