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Explanation

	1. 
	Text features:
	Colour

	
	a) Written in past or present tense (was/is, had/has, looked/looks)

b) Written in the second or third person (you, he, she, they, it)

c) Impersonal, factual, plain writing to ensure the explanation is clear and concise

d) Title, definition, components, operation, application.
	

	2.
	Text Structure and Organisation
	Colour

	
	Title: saying what it is you are explaining (using ‘how’ or ‘why’ often helps)
	

	
	Paragraph 1: Definition:

What it is (clear and concise)
	

	
	Paragraph 2: Components or parts
What it consists of (usually written as a paragraph with commas; could be a bullet point list)
	

	
	Paragraph 3: Operations:

a) How or why it works

b) Where and when it works 
(usually written as a paragraph, could be a series of numbered steps or a bullet pointed list)
	

	
	Paragraph 4: Application:

What it is used for, who uses it, when it is used
	

	
	Additional Information:
May be provided (if they help) using diagrams, charts, flow charts, illustrations, photographs etc
Sub headings for paragraphs
	

	3.
	VCOP
	Colour

	
	Vocabulary: Specific and technical vocabulary found during research which helps with the description, operation or application.  Otherwise clear, concise and factual.
OPENERS: A ........ is,  It looks like ...,It resembles …,  It works by …, Its function is to …, It is used for …, It is needed when …, It consists of …,  It is made from…,  When you...,  It can...
CONNECTIVES: Time and sequence: in the first place,  secondly,  next,  then,  gradually,  over time,  when,  while,  until,  following,  meanwhile,  eventually,  finally  

Cause and effect: so, so that,  because,  therefore,  since,  consequently, as a result,  effectively,  depending upon,  in the same way

Contrast and comparison: but,  however,  although,  on the other hand,  alternatively,  compared with,  in contrast,  whereas,  otherwise,  

Addition: too,  as well as,  plus,  furthermore,  also,  again,  moreover,  in addition
	

	4.
	SPAG
	Colour

	
	Grammar:

a) Consistent use of tenses


b) Correct subject-verb agreement

c) Use perfect form of verbs 


d) Use expanded noun phrases

e) Use modal verbs or adverbs


f) Use relative clauses

g) Use passive verbs



h) Proof-read for SPAG
Punctuation:
a) commas or hyphens to avoid confusion
b) brackets, dashes or commas for parenthesis

c) semi colons, colons or dashes


d) colon to introduce a list

e) ellipses




f) bullet points
	

	5.
	WILF/Personal Targets
	Colour

	
	
	


