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1 You have seen the above notice in a shop window and wish to apply. Send a letter to
Andrew Holling informing him of the reasons why you would be a good person to join
Community Action.

You should include:

whether you want to be a worker or a volunteer
what skills and talents you have to offer

why you are interested in Community Action.

Remember to:

plan your answer

write accurately in sentences and paragraphs.

Content

[10 marks]

Functional Skills bullets W1.1; W1.2; W1.3; W1.4 and W1.5
(Communication, Organisation, Sentence Structure, Punctuation and Spelling)

Marks | Skills Descriptors Content Descriptors
0 ¢ writes nothing; fails to present any | ¢ no evidence of understanding of
marks factual information; completely purpose or structure of letter
incoherent
Band 1 | e attempts to present at least one topic of job application barely evident
1-2 fact or item of information attempts to provide one or more facts
marks information not sequenced about self/application
writing not suitable for purpose o letter form barely evident
and audience
Band 2 | ¢ limited evidence of writing clearly topic of job application evident
3-4 and coherently with appropriate information and details about job/self
marks level of detail random or irrelevant
e presents limited information in a ¢ limited evidence of purpose of letter in
logical sequence providing information about job/self
o limited ability to use language, ¢ limited elements of letter form
format and structure suitable for
purpose and audience
Band 3 | ¢ writes clearly and coherently some relevant details of job/self
5-6 including an appropriate level of information is selected for purpose
marks detall some evidence of purpose of letter in

presents information in a logical
sequence

uses language, format and
structure suitable for purpose and
audience

providing information about job/self
some elements letter form
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Accuracy

Mark O

e no evidence of grammatical structure

e no subject/verb agreement

e use of tense completely inappropriate

e NO punctuation or entirely inaccurate with

extremely poor spelling
meaning incomprehensible

Band 1 Marks 1-2

e inconsistent and inadequate grammar

e limited subject/verb agreement

¢ inadequate and inconsistent use of tense

e random use of punctuation and common spelling

errors
meaning not always clear

Band 2 Marks 3-4

e uses correct grammar

e subject/verb agreement

e correct and consistent use of tense
e accurate punctuation and spelling
e meaning is clear
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2 You have recently used Veg2Urtable but are not happy with the service that was
provided. Write an email to Mishal informing her of what happened and what you feel
should be done.

You should include
e what happened
e your feelings about what happened
¢ what you would like Veg2Urtable to do.

Remember to:

e plan your answer
e write accurately in sentences and paragraphs.

[10 marks]
Content
Functional Skills bullets W1.1; W1.2; W1.3; W1.4 and W1.5
(Communication, Organisation, Sentence Structure, Punctuation and Spelling)
Marks | Skills Descriptors Content Descriptors
0 e writes nothing; fails to present ¢ no evidence of understanding of
any factual information; purpose or structure of email
completely incoherent
Band 1 | e attempts to present at least one topic of vegetables/delivery not evident
1-2 fact or item of information attempts to provide one or more facts
marks information not sequenced about vegetables/delivery
writing not suitable for purpose e structure of email barely evident
and audience
Band 2 | « limited evidence of writing clearly topic of vegetables/delivery evident
3-4 and coherently with appropriate information and details random or
marks level of detail irrelevant
e presents limited informationina | e limited ability to provide coherent
logical sequence structure to email
¢ limited ability to use language, ¢ limited evidence of purpose of email by
format and structure suitable for providing concerns about vegetables/
purpose and audience delivery
Band 3 | e writes clearly and coherently e some relevant details of vegetables/
5-6 including an appropriate level of delivery
marks detall information is selected for purpose
e presents information in a logical some ability to present coherent
sequence structure to email
e uses language, format and e some evidence of purpose of email in
structure suitable for purpose providing concerns about vegetables/
and audience delivery

50f 6



MARK SCHEME - LEVEL 1 FUNCTIONAL SKILLS - 47202 — JANUARY 2016

Accuracy

Mark O

e no evidence of grammatical structure

e no subject/verb agreement

e use of tense completely inappropriate

e Nno punctuation or entirely inaccurate with

extremely poor spelling
meaning incomprehensible

Band 1 Marks 1-2

e inconsistent and inadequate grammar

e limited subject/verb agreement

e inadequate and inconsistent use of tense

e random use of punctuation and common spelling

errors
meaning not always clear

Band 2 Marks 3-4

uses correct grammar

subject/verb agreement

correct and consistent use of tense
accurate punctuation and spelling
meaning is clear
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