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Task

Indicative content

Attempts to use appropriate tone, language and structure when referring to some
of the following:
e details of the event
purpose of the day
different activities
how people can be involved
why people should go
which people should go

Leaflet specific:
¢ would have a title (eg name of the group/activity day/community centre,
etc)
e organised using eg subheadings, bulleted points, sections, etc.

Be prepared to award marks for responses which are fit for purpose although may
not address all of the bullets above.
(15 marks)

Mark | A: Form, communication and purpose
0 No rewardable material.
¢ Communicates occasionally appropriate information and develops ideas at a
basic level.
1-3 e Information is presented with limited sequencing of ideas.
e Uses language, format and structure for specific audience and purpose to a
limited extent.
e Limited use of appropriate layout.
¢ Communicates some appropriate information and develops ideas with some
success.
e Information is presented with some logical sequencing of ideas, although this
4-6 is not sustained throughout the response.
e Uses language, format and structure for specific audience and purpose, for
some of the response.
e Some use of appropriate layout.
e Communicates mostly appropriate information and develops ideas
successfully, although there may be minor lapses.
¢ Information is presented with a logical sequencing of ideas and this is evident
7-9 for the majority of the response.

e Uses language, format and structure for specific audience and purpose
throughout the response, although there may be occasional slips/omissions.
e Appropriate use of layout.




Mark

B: Spelling, punctuation and grammar

No rewardable material.

There is limited use of correct grammar and use of tense is minimal.
Spelling and punctuation are used with limited accuracy and errors will often
affect clarity of meaning.

There is some correct use of grammar and some correct use of tense
although not sustained throughout the response.

Spelling and punctuation are used with some accuracy although errors will
sometimes affect clarity of meaning.

5-6

There is correct use of grammar and consistent use of tense throughout the
response, although there may be occasional errors.

Spelling and punctuation are used with general accuracy and meaning is
clearly conveyed, with only occasional lapses.




Task

Indicative content

Uses relevant organisational features.

Uses appropriate tone/language when writing to the Complaints Department.
Shows awareness of audience and purpose when providing the background
information.

Provides an indication of what they want to happen.

(10 marks)
0 No rewardable material.
¢ Communicates occasionally appropriate information and develops ideas at a
basic level.
1-2 e Information is presented with limited sequencing of ideas.
e Uses language, format and structure for specific audience and purpose to a
limited extent.
e Response has limited level of appropriate detail.
e Communicates some appropriate information and develops ideas with some
success.
¢ Information is presented with some logical sequencing of ideas, although this
3-4 is not sustained throughout the response.
e Uses language, format and structure for specific audience and purpose, for
some of the response.
e Response has some level of appropriate detail.
e Communicates mostly relevant information and develops ideas successfully,
although there may be minor lapses.
e Information is presented with a logical sequencing of ideas and this is evident
5-6 for the majority of the response.
e Uses language, format and structure for specific audience and purpose
throughout the response, although there may be occasional slips/omissions.
e Response has developed level of appropriate detail.
Mark | B: Spelling, punctuation and grammar
0 No rewardable material.
e There is some use of correct grammar and some appropriate use of tense.
1-2 e Spelling and punctuation are used with limited accuracy and errors will
sometimes affect clarity of meaning.
e There is mostly correct use of grammar and mostly consistent use of tense
3-4 throughout the response, although there may be occasional errors.

e Spelling and punctuation are used mostly with accuracy, with some lapses.




Mapping to Functional Skills for English Level 1

Writing
Skill Standard
Write a range of texts to communicate information, ideas and opinions, using
formats and styles suitable for their purpose and audience.
Criterion | Coverage Description No. of %
Ref. no. marks
L1.3.1 Q1 Write clearly and coherently,
Q2 including an appropriate level of
detail.
L1.3.2 Q1 Present information in a logical 15 60
Q2 sequence.
L1.3.3 Q1 Use language, format and structure
Q2 suitable for purpose and audience.
L1.3.4 Q1 Use correct grammar, including
Q2 correct and consistent use of tense.
L1.3.5 Q1 Ensure written work includes 10 40
Q2 generally accurate punctuation and
spelling and that meaning is clear.
Total for Writing 25 100
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