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Sample Report - Situational Writing

To: Mdm Tan, Principal
From: Ricky, Primary 6E
Subject: Report on an Accident During Recess

Report on an Accident During Recess

I am writing to report an accident that happened during recess on 12 August. Our 
classmate, Avery Lim, slipped and fell because there was a puddle of water on 
the floor.

The accident happened near the water cooler during recess next to the library. 
Someone had left the water cooler running, causing water to spill onto the floor 
and form a puddle. As Avery was walking past the water cooler, she did not notice 
the puddle and slipped. She fell onto the wet floor and injured herself.

Emily and I immediately helped Avery to the General Office so that the staff could 
attend to her injury. Emily also turned off the water cooler to prevent more water 
from spilling onto the floor.

I suggest that the school place a sign reminding students to check that the water 
cooler is turned off after use. The area around the water cooler should also be 
checked regularly and kept dry.

Something must be done because another student or staff member could easily 
slip and get injured. By taking action, we can make our school a safer place for 
everyone.

Ricky
Primary 6E





Showing Respect - Model Composition - Continuous Writing

It was a quiet evening when I returned home from school. I had just finished my 
homework and wanted to relax. I decided to play some music on my TV youtube 
while tidying my room. Without thinking, I turned the volume up very high.

A few minutes later, I heard a knock on my door. It was my mother.

“Please turn the music down,” she said gently. “Your grandmother is resting in 
the next room.”

I glanced at the clock and realised that it was already quite late. “Oh, I’m sorry, 
Mum. I didn’t realise how loud it was.”

I quickly lowered the volume. However, when I walked into the living room, I saw 
my younger brother sitting on the sofa with both hands covering his face. He 
looked distressed.

“What’s wrong?” I asked.

“The loud music gave me a headache, and I cannot concentrate on my 
homework,” he replied.

I immediately felt guilty. I had been so focused on enjoying myself that I had not 
considered how my actions affected others.

“I’m really sorry. I should have thought about everyone before playing my music 
so loudly,” I apologised.

I switched off the TV loudspeaker and offered to help my brother with his 
homework. From then on, I always checked the time and considered the people 
around me before playing music.

That evening, I learnt that showing respect is not only about using polite words. It 
also means being considerate of other people's needs and feelings. A little 
thoughtfulness can make a big difference to those around us.
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