
Writing a Newspaper Report



Features of a Newspaper Report

Headline

By-line - writer 

Orientation - 5 Ws
who, what, when, 

where, why 

Necessary 
features 

Other useful 
features 

Photo

Caption

More detailed 
information 

about the 5 Ws

Quotes – direct speech. 
What those involved in 

the event have said

Reported speech

Reorientation –what is 
happening now/what 

will happen next. 
PRESENT TENSE

Third Person 

Past tense 



Direct Speech or Reported Speech 

Direct speech

The exact words someone has said. 

Uses inverted commas to show what 
they said.  

Varied tense – past, present, future.

e.g. “I’m going to the park,” said 
Alisha.

Reported speech

States what someone has said but 
does not have to be their exact words

Does not use inverted commas. 

Past tense

e.g. Alisha said she was going to the 
park.  



Rules of using inverted commas for direct speech 

• Inverted commas should go at the beginning and end of what has been spoken. “The children are brilliant,” said Mrs 

Smith. 

• Always start speech with a capital letter. Mr Roberts exclaimed, “Yes they are!”

• Include a comma before the speech if you have already included your reporting clause. Amy whispered, “Why is it so 

quiet?”

• Remember to include punctuation at the end of the speech BEFORE the closing inverted comma – this could be a 

comma, a full stop, a question mark or an exclamation mark depending on how the person has spoken. “That cake was 

lovely,” mumbled the girl around her last mouth full.

• When someone new speaks you need to start a new line. 

“The girl shouted, “It’s over there!” 

“What’s over there?” asked the boy. 



Activity 1 – Add the inverted commas for direct speech 
and correct punctuation to these sentences

1) Please can I have some sweets   asked Imran

2) Stephanie laughed   it was such a funny film

3) I’m so excited   shouted James

4) What time are we having dinner   whined Thomas

5) Molly whispered   shhh, we’re meant to be asleep



Activity 1 - Answers

1)  “Please can I have some sweets?” asked Imran.

2)  Stephanie laughed, “It was such a funny film.”

3)  “I’m so excited!” shouted James.

4)  “What time are we having dinner?” whined Thomas.

5)  Molly whispered, “Shhh, we’re meant to be asleep.”



Activity 2 – change the direct speech into reported speech. 

1)  Stephanie laughed, “It was such a funny film.”

2)  “I’m so excited!” shouted James.

3)  “What time are we having dinner?” whined Thomas.

4)  Molly whispered, “Shhh, we’re meant to be asleep.”

e.g. “Please can I have some sweets?” asked Imran.

becomes

Imran asked if he could have some sweets. 



Activity 2 – Answers should be similar to those below  
(As long as you have reported what was said your answer is correct) 

1)  Stephanie said it was a funny film. 

2)  James said he was really excited. 

3)  Thomas asked what time they were having dinner. 

4)  Molly said they were meant to be asleep. 



Things to remember when writing your newspaper report 

 Remember to look back at the features of a newspaper report to make sure you include all of these 
features in your report. 

When writing your newspaper report you should try to include both direct speech in the form of 
quotes and reported speech to give more detail from those involved in the event.

 Remember you are not writing an interview – you as the reporter of the newspaper article won’t 
have any quotes in the report but may have some reported speech. 

For example:

When asked how he felt Tom replied, “I just couldn’t believe it!” 

or 

When asked how he felt Tom said he just couldn’t believe it. 
Reported speech 

Quote from someone 
involved in the event


