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Literacy Entry Level 3 – Planning your writing
1 of 19 – Welcome
Welcome to this session on planning your writing. In this session we will think about why it is useful to plan your writing before you start, and we will also think about some of the questions we might want to answer as part of this planning.

By the end of this session, you will:
· Understand why planning your writing is important
· Know how to write a good and useful story plan, and
· Know how to use these planning tips for other types of writing
2 of 19 – What is meant by planning your writing?
Generally speaking, when you plan your writing you will think long and hard about what you want to say, how you want to say it, and the order you are going to say these things in. 

Planning will help you to work out the most important points that you want to make in your writing, and it will help you to plan how you are going to construct or write these points too.

Even though there will be times when you might want to just sit down and write, a good plan will give you guidance to make sure that your writing is as clear and as well put together as possible, to make for a better experience for your reader.
3 of 19 – Why is planning important?
Planning will help you to answer some big questions about your writing, such as:

What are you writing?
A plan will help you to work out exactly what you want to write and what points you want to make. It is always important that you know what you want to say before you start writing as this will help you to write clearly as well.

How are you writing?
This does not mean with a pen and paper or on a computer, but what style are you are going to use? Newspapers and story books have very different styles, and planning will help you to decide which tone you want for your own work before you get started.

Where is everything going?
Deciding the best structure or order for your writing to flow in is an important part of writing and planning too, as this will have an impact on how clear your writing is as a whole text.
4 of 19 – Planning: stories
There are many different types of writing – newspaper articles, fiction stories, reference books, and more – that will all need to be carefully planned before the writing can actually start.

To see how a plan can work in practice we are going to consider the different parts of a story that we might want to plan for, such as:
· The style
· The structure
· The setting
· The characters

These four different parts of a story need to be thought about with some care to make sure that you get them right not only for your writing, but for the reader at the end of your writing too.
5 of 19 – Planning a story: style
The written style of something means the tone and the type of language that the writer is using – these two things work together to make a certain style.

To plan the style of your story it helps to know what type of story it is that you want to write. Are you writing a scary story, an adventure story, or something else completely?

If you are writing a scary story then you might want to build lots of dark and scary words into your writing style, using words like: dark, shadows, moonlit, creepy and creaky, which will create a scary tone in your writing.

Your writing style can also cover things like how many characters you will use – will there be lots of people involved, or will it be a quiet collection of people? – and how much description will you use, whether you describe things in lots of detail or not much detail at all.
6 of 19 – Planning a story: structure
Even though all stories are written in a different way to each other, they all have three things in common: a beginning, a middle and an end.

Some stories seem to have a more complicated structure but underneath the writing they will still have these three very important things. Each part should include certain details and events – and this is where your planning comes in!

A beginning: In your beginning you need to introduce your characters and your setting – which we will talk more about later – and you also need to introduce the problem or challenge that is going to happen in your story as well.

A middle: The middle portion of your story is where the action happens! Whatever the problem or challenge was at the beginning, the middle is when your characters will start working to fix it or overcome the problem. You can start thinking about how your story will finish here as well.

An end: At the end of your story, you need to explain to your readers how the problem or challenge has been fixed, and what has happened to all of the characters who have been involved (unless you are planning a follow-up story, in which case your ending can be a little more open).
7 of 19 – Planning a story: structure – continued
By breaking your structure down into these three parts you can make sure that you know exactly what is happening in each part of your story.

This is a good guide for how much you are writing for each section, and it also means that you are less likely to get distracted by writing parts of the story that are not really that important.

8 of 19 – Planning a story: setting
The setting of your story is where the story is set – meaning where it takes place. You can have more than one setting, especially if your story is a long one or if your characters are doing a lot of moving around. It does not matter how many settings you use; you still need a plan for them all.

Planning a setting is an important part of writing because you need to know that you can write each setting well enough for a reader to imagine it in their own mind.

When you are picking settings it is important that you think about how well you actually know the places that you are writing about – can you explain and describe these places in enough detail?

Another important thing to consider about your setting is whether it fits with the tone and style of your story. If your style of writing is dark and spooky then setting your story at a birthday party might not be the best place to choose!
9 of 19 – Planning a story: characters
Your characters need to be written in enough detail that they seem real to the people who are reading them, which is why it is important to plan them! However, planning out your characters can be a fun and creative part of writing all by itself.

You can ask yourself questions such as:
· What is their name?
· What do they do for a living?
· What do they look like?
· What is their favourite food?

When you are planning your characters you can go into as much detail as possible and it will only be a good thing when it comes to your actual writing, as your characters will be well-built people who your readers will enjoy learning about.
10 of 19 – Planning a story: characters - continued
Planning your characters will help you with other parts of your story, too. For example, you might want to consider how your character talks: do they use a lot of slang words or are they very well spoken? Do they have an accent that changes how they pronounce certain words?

Planning out these smaller details will help you to write in different styles for your descriptions and your dialogue, as you can write these little quirks into your character’s speech.

Knowing how your character behaves in different places will be useful for your settings, too. For example, if your character is easily scared, then setting your story in a graveyard at night is going to be tricky for your character – but it might make for some good reading for your reader!

There are whole databases online made up of questions that you can ask your characters in order to plan them better. Have a look and see how much you can find out about your character before your start writing!
11 of 19 – Planning other types of text
So far in this session we have carefully looked at how to write a plan for a story. However, there are lots of other types of writing that need to be carefully planned as well, such as:
· Reference books and manuals
· Letters
· Advertisements
· Essays, or homework

If someone has written a reference book then you can be sure that before they started writing they planned, in great detail, the structure that the book would follow – including chapters and titles, and which topic would go into which chapter, too.

Planning really is a useful tool for cutting down your work in the long-term, and it can be quite fun!
12 of 19 – Planning: letters
Although you might not think it at the time, every letter that comes through your letterbox has been planned before it was sent to you. You should think about the following when writing a letter:

Style
Is the letter formal or informal? How does that change the tone? There are two different types of letters – those from friends and relatives, and those from official people like hospitals or banks. These two different types come with two different styles, and when you are writing a letter it is important that you plan with the most appropriate style in mind.

Structure
Where should my address go? Where should their address go? What should go into my opening paragraph? Like all writing, letters also have a common structure that we need to follow.
13 of 19 – Planning: speeches
Even though speeches are delivered verbally – meaning they are spoken – they can still be thought of as a written text, as this is how all speeches start out to begin with.

A speech will go through a similar planning process to other types of writing, with the writer asking what needs to be talked about, how it will be talked about, and the order in which these different topics will be spoken about.

Speeches are an interesting type of text as they are usually written with very specific reasons in mind. There are acceptance speeches, usually for an award of some kind; there are winning speeches, again this might be for an award, or it might be if a person has been voted in for a certain job; and there are speeches that are delivered before a vote, when the speaker or the writer are trying to win people over.

Knowing the reason for writing a speech will be very useful when you are planning what style of language to use!
14 of 19 – Planning: essays
If you are writing an essay about something – like a chapter of a book or a historical event, for example – it is especially important that you plan your work!

Planning for an essay will help you to decide the most important points that you want to make, and how you can structure these points to work together in an effective way.

When you are writing an essay you want to make sure that your argument has a good flow – where one point leads well into the next one. Taking time to plan the order of your work will give you time to really think about this.

Also, by planning the points that you want to write down, your writing will not wander off to a different topic halfway through a point. Planning an essay means that your writing will be focussed and clear at the end – and it will also show a reader how much you care about your work!
15 of 19 – Question 1
Which four things should you think about when you are planning a story?

Choose all that apply:
A. Style
B. Paragraphs
C. Setting
D. Sentence length
E. Structure
F. Characters
G. Titles and headings

The correct answers are A, C, E and F, style, setting, structure, and characters.
16 of 19 – Question 2
Choose whether the following statements are true or false.

When planning a story, you only need to think about the beginning.
True
False

The correct answer is: False

It is important that you know a lot about your characters, and planning can help with this.
True
False

The correct answer is: True

The style of your story means how you will write your characters.
True
False

The correct answer is: False

A setting is where your story takes place and you can plan for more than one.
True
False

The correct answer is: True
17 of 19 – Question 3
What are two things that you should plan when you are writing a letter?
A. Style
B. Setting
C. Characters
D. Structure
E. Tone
F. Dialogue

The correct answers are A and D, style and structure.
18 of 19 – Question 4
Use the following words how, clear, what, structure, the points, the order, taken care, a good flow and more focussed, to complete the sentences below:

Planning is an important part of writing as it helps you to decide blank you are writing, blank you are writing it, and blank that your writing will follow. Before you start writing something you should plan blank that you will make, as this will make your writing blank. When you know what points you are making, a planned blank will help you to tie these points together so that your writing has blank. Making one-point lead into another will make your argument blank and will show that you have blank with your work as well.

The correct sentences should read as follows:

Planning is an important part of writing as it helps you to decide what you are writing, how you are writing it, and the order that your writing will follow. Before you start writing something you should plan the points that you will make, as this will make your writing more focussed. When you know what points you are making, a planned structure will help you to tie these points together so that your writing has a good flow. Making one-point lead into another will make your argument clear and will show that you have taken care with your work as well.
19 of 19 – End
Well done! You have completed this session on planning your writing.

In this session you have looked at:
· Why planning your writing is important
· How to write a good and useful story plan, and
· How to use these planning tips for other types of writing
