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Section 4:  Glossary 

sentence “A sentence is a group of words that has a meaning.  It 
will begin with a capital letter and end with a full 
stop.” 
  

setting “The setting is where the story takes place.” 
  

speech marks “Speech marks look like this: “”  They go at the begin-
ning and end of the words spoken by a character.” 
  

word “A word is made up of letters.  It has a meaning.  You 
can find out the meaning in a dictionary.” 

NOTES 



capital letter “These are the big letters that begin sentences; they 
are used for the first letter of people’s names.” 
  

character “A person or animal in a story.” 
  

comma “A comma looks like this: ,    You use them to sepa-
rate the words in a list.” 
  

dialogue “This is when characters speak to each other in a sto-
ry.” 
  

full stop “A full stop looks like this:  .   You use them at the 
end of sentences.” 
  

glossary “This is a list of words and their meanings found at 
the back of a book.” 
  

letter “A letter is part of the alphabet.  There are 26 let-
ters in the alphabet.” 
  

line “This is made up of words that go across the page 
from left to right.” 
  

plot “This means what happens in the story.” 
  

question mark “A question mark looks like this: ?  You need to use a 
question after a character asks a question.” 
  

  

  

  

GLOSSARY  SECTION 1:  How to write 
 

Preparing your child for writing 
 
Before your child begins to write, they need to learn how to control their 
muscles for large movements.  Make sure that they are physically active 
and play games that involve co-ordination, for example throwing and 
catching balls. 

 
 

Your child then needs to develop their muscles with smaller movements.  
Give them plenty of opportunities to enjoy finger activities, for example 
playing with pegs and cutting up paper, which develop hand-eye co-
ordination. Let them scribble with pencils and crayons – don’t worry if it 
looks a mess, this will help them to learn how to control a pencil.  It is 
important to praise all their experimental attempts. 

 

 



Beginning to write 
 
The first marks your child should make will be large.  They may use a 
brush or their finger in flour or rice – hopefully not in the middle of 
dinner! 

 
Provide your child with plenty of paper, pencils, crayons, felt tips and biros. 
 
Gradually scale down the size of the instruments your child uses when 
writing until they can handle pencil and paper.  When they first use pen-
cil, they should begin by following lines and patterns to  
improve their control.  Then they can move onto  
letters. 

 
 

When children are writing, encourage a good ‘anchored’ sitting position.  
Their writing arm elbow should be tucked in at the side and their spare 
hand should hold the paper or book.  

SENTENCES 
It is important that your child understands that a line of writing is not 

a sentence. 
 

CORRECT SPELLING 
(There is a Spelling Booklet available from the office) 

Spelling should be practiced in conjunction with handwriting. 
Children need to recognise, and make use of, letter sound corre-

spondence. 

NEAT HANDWRITING 
 

However, when children are writing a creative piece of work, allow 
them to use their own spellings so that they get their ideas down on-

to paper –they can edit the spelling errors afterwards! 



SECTION 3:  How to make the writing clear 

What does your child need to do so that a reader can read their writ-
ing? 

 
When reading with your child, point out these features in the text: 

CAPITAL LETTERS 
Begin by using them to begin sentences. 

Make sure your child knows I is always a capital letter. 
Then your child can learn that capital letters are used for people’s 

names and places. 

PUNCTUATION 
The first punctuation mark that your child is likely to use is the 

full stop  
to end sentences. 

They may then progress to using a question mark for questions; 
an exclamation mark for noises; 

speech marks for speech. 
Some children will learn to use commas to separate items in a list. 

Your child should hold the paper in a position that helps them to write 
fluently. 



Always encourage your child to grip the pencil 
correctly. 

Developing handwriting 
 
These are the letter shapes we teach the children to use.  As you can see, 
many of the letters have ‘flicks’ – this helps the children when they start 
to join up in year 2. 

STORIES HAPPEN AT A CERTAIN TIME – usually in the past. 
 

Many of the stories your child will have read will open in particular 
ways: 

Once upon a time… 

One day… 

Long ago and far away… 

Once there was… 

STORIES MOVE THROUGH TIME  

Encourage your child to use the language of time: 
 
Later,                   Afterwards,                    
In a while, 
 
Soon,                   After a few days,          
Not long after, 
 
Meanwhile,       Eventually,                     
When  



A STORY NEEDS A CHARACTER. 
 
To bring a character to life, your child needs to  
describe a character’s appearance and personality.   Again, use pictures 
and photographs to help your child develop imaginative characters: 

CHARACTERS IN STORIES TALK TO EACH OTHER. 

 
Give your child a cartoon to turn into a story.  Encourage them to use 
speech verbs and to think carefully about what speech verb to use – 
“said”, “shouted” or “whispered”, for example. 

All letters and numbers start on the dot. 

Please do not teach your child to write in capital  
letters because this can lead to confusion later when they discover that 
capital letters are only used in certain places, for example at the beginning 
of a sentence or to start someone’s name.   



Improving handwriting 
 

 
 

 
It is important that the letters are written and 
formed correctly. 
 
Make sure that the letters are written the right 
way round rather than as a mirror image. 

 
Make sure that the letters are in proportion to 
each other – you wouldn’t want to see this …   

                              d a d d y 

 
Encourage your child to have a good size of  
letter – not too big and not too small. 
 
Letters need to be sensibly and evenly spaced. 
The gap left between words should be the  
size each time. 

 

 

FOR OTHER IDEAS YOU COULD DIP INTO THE “HELPING YOU TO 
HELP YOUR CHILD TO WRITE IMAGINATIVELY” BOOKLET, WHICH IS 

AIMED AT THE JUNIORS. 

WRITING STORIES 
 
Stories are very complicated to write; they are made up of many differ-
ent elements. 
 

A STORY MUST HAVE A PLOT. 
 
Help your child to develop the plot by asking questions: 
 What happened next? 
 Why did the character do that? 
 When did this happen? 

A STORY TAKES PLACE IN A SETTING. 
 
Help you child to describe places using pictures and photographs: 



Could they use adjectives?  A tree is never “a tree”  but:  

A big tree          An old tree A hollow tree 

Would a simile improve their writing? 

The snow fell silently… 
 

What was it like? 
 

… like cotton wool floating down from the sky. 

What children need to know about writing 
 

 

 
 

That the writing goes from left to right 

 

 

 
 

 



That individual and groups of letters correspond with sounds. 
 

 
 

 
The meanings of 

word 
letter 
line  

sentence 
space 

and how they are different  
for example children often think a line of writing is a sentence 

 

 
SECTION 2:  What to write 

 
To begin with you could model how to write by scribing your child’s ideas.  
Encourage your child to talk through their writing with you; this is par-
ticularly important in their early development when you may be unable to 
read it for yourself! 

He decided to visit Earth in his space-
ship. 

While he was on Earth, he 
filled up his spaceship with pet-
rol. 

.   Your child could make a small dictionary or glossary of words to do 
with  
 a topic they are studying at school, or for anything that interests 
them: 

TAKING YOUR CHILD FORWARDS WITH THEIR  
WRITING 

 
Once your child is writing confidently, they could begin to think of 
further improvements to their writing: 
 

Have they written in proper sentences, using a capital letter and 
full stop for each one? 

 

 



 
Ask your child to write lists, for shopping, jobs to do, programmes to 

video, etc. 

 

 

 

 

 

 

 

 

Oh yes—their  
Christmas list !!! 

Help your child to make a simple picture story book: 

Ask your child to write instructions for simple tasks – making a 
sandwich, or how to get to school from home. 

One day, the alien took the creature 
for a walk. 

It was such hard work he had to relax 
afterwards. 

EARLY IDEAS 
    1.  Explore words related to the spelling of your child’s name: 

Miranda - miracle, ran, panda 
 

2. Write names, labels and captions:                  

    
 
The firedog used a hose to fight the fire. 

 

3. Collect words that are related – by topic or by  
letter pattern. 

                                             
   
    CROWN                CRACKS        CRAWL  

4. Substitute words in known stories or poems – this can be done ver-
bally, 

Cinderella was very unhappy (sad).  She was 

washing (scrubbing) the dirty (mucky) floor, while 

her ugly (horrible) step-sisters were getting ready 

(dressed) for the ball. 



 
DEVELOPING WRITING 
 
In order to develop writing, it is important to read to your child and to 
listen to them read.  During this time, you should discuss aspects of 
writing, such as the use of speech marks to indicate dialogue or what 
your child thinks about a character and why they think it. 
 
There are many opportunities for writing.  Always try to make sure the 
writing has a purpose and an audience.  It should be relevant to your 
child – they should be writing about what they have seen or done or 
learnt. 

Write short letters – to real and imaginary people! 

Encourage your child to write their own greeting cards: 

Your child could write their ideal menu: 

Ask your child to write the labels for a photograph album: 

Give us a kiss  – 
go on!  

 
Your child could begin to keep a simple diary – this is something 

that could be developed as their writing improves: 
 
 


