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Mark scheme    
 
 

Question 1  Maximum 
marks 

Coverage and 
Range 

Writing is consistently clear and coherent.  
Writing is clear and coherent most of the time. 
Writing is clear and coherent some of the time. 
Writing is insufficiently clear and coherent. 

3 marks 
2 marks 
1 mark 
0 mark 

 
 
 

1.3.1a 

Writing contains all relevant detail. 
Writing contains most relevant detail. 
Writing contains some relevant detail. 
Writing contains insufficient detail. 
 
Relevant detail: 
 

 thank them for the training / help they gave you 

 what you did when you left college 

 details of the job you are applying for 

 what your hopes and plans are 

 ask for a reference. 
 

3 marks 
2 marks 
1 mark 
0 mark 

Writing is presented in a logical sequence.  
There is some attempt at presenting writing in a logical sequence.  
There is no sequencing of information/content. 

2 marks 
1 mark 
0 mark 
 

 
1.3.2a 

Language is consistently suitable for purpose and audience. 
Language is suitable for purpose and audience most of the time. 
Language is suitable for purpose and audience some of the time. 
Language is not suitable for purpose and audience. 

3 marks 
2 marks 
1 mark 
0 mark 
 

 
 
 
 
 

1.3.3a 
Format is suitable for purpose and audience. 
Format is not suitable for purpose and audience. 

1 mark 
0 mark 

Structure is suitable for purpose and audience. 
There is some attempt at appropriate structure for purpose and 
audience. 
There is no attempt at structure. 

2 marks 
1 mark 
 
0 mark 
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Spelling marks 

Marks Errors in a 
text that is 
too short 
0-100 words 

Errors in a 
text that is 
short  
100-130 
words 

Errors in a 
text of 
acceptable 
length 130-
250 words 

Errors in a 
text that is 
long 
250+ words 

 

3   0 0  
2  0 1-5 1-7  
1 0-3 1-5 6-10 8-12  
0 4+ 6+ 11+ 13+  
      
 
Grammar marks 

Marks Errors in a 
text that is 
too short 
0-100 words 

Errors in a 
text that is 
short  
100-130 
words 

Errors in a 
text of 
acceptable 
length 130-
250 words 

Errors in a 
text that is 
long 
250+ words 

 

4    0 0  
3   0 1-4 1-6  
2  1-4 5-8 7-10  
1 0-4 5-8 9-12 11-14  
0 5+ 9+ 13+ 15+  
 
Punctuation marks 

Marks Errors in a 
text that is 
too short 
0-100 words 

Errors in a 
text that is 
short  
100-130 
words 

Errors in a 
text of 
acceptable 
length 130-
250 words 

Errors in a 
text that is 
long 
250+ words 

 

4    0 0  
3   0 1-4 1-6  
2  1-4 5-8 7-10  
1 0-4 5-8 9-12 11-14  
0 5+ 9+ 13+ 15+  

Total for Question 1 25 marks 
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Question 2  
Maximum 

marks 
Coverage and 

Range 
Writing is consistently clear and coherent.  
Writing is clear and coherent most of the time. 
Writing is clear and coherent some of the time. 
Writing is insufficiently clear and coherent. 

3 marks 
2 marks 
1 mark 
0 mark 

 
 
 

1.3.1b 

Writing contains all relevant detail. 
Writing contains most ‘ detail. 
Writing contains some relevant detail. 
Writing contains insufficient detail. 
 
Relevant detail: 
 

 information about the company  
 courses we offer 
 details of the Interview Skills course  
 why interview skills are important. 

 

3 marks 
2 marks 
1 mark 
0 mark 

Writing is presented in a logical sequence.  
There is some attempt at presenting writing in a logical sequence.  
There is no sequencing of information/content. 

2 marks 
1 mark 
0 mark 
 

 
1.3.2b 

Language is consistently suitable for purpose and audience. 
Language is suitable for purpose and audience most of the time. 
Language is suitable for purpose and audience some of the time. 
Language is not suitable for purpose and audience. 
 

3 marks 
2 marks 
1 mark 
0 mark 

 
 
 
 

1.3.3b Format is suitable for purpose and audience. 
Format is not suitable for purpose and audience. 
 

1 mark 
0 mark 

Structure is suitable for purpose and audience. 
There is some attempt at appropriate structure for purpose and 
audience. 
There is no attempt at structure. 

2 marks 
1 mark 
 
0 mark 
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Spelling marks 

Marks Errors in a 
text that is 
too short 
0-100 words 

Errors in a 
text that is 
short  
100-130 
words 

Errors in a 
text of 
acceptable 
length 130-
250 words 

Errors in a 
text that is 
long 
250+ words 

 

3   0 0  
2  0 1-5 1-7  
1 0-3 1-5 6-10 8-12  
0 4+ 6+ 11+ 13+  
      
 
Grammar marks 

Marks Errors in a 
text that is 
too short 
0-100 words 

Errors in a 
text that is 
short  
100-130 
words 

Errors in a 
text of 
acceptable 
length 130-
250 words 

Errors in a 
text that is 
long 
250+ words 

 

4    0 0  
3   0 1-4 1-6  
2  1-4 5-8 7-10  
1 0-4 5-8 9-12 11-14  
0 5+ 9+ 13+ 15+  
 
Punctuation marks 

Marks Errors in a 
text that is 
too short 
0-100 words 

Errors in a 
text that is 
short  
100-130 
words 

Errors in a 
text of 
acceptable 
length 130-
250 words 

Errors in a 
text that is 
long 
250+ words 

 

4    0 0  
3   0 1-4 1-6  
2  1-4 5-8 7-10  
1 0-4 5-8 9-12 11-14  
0 5+ 9+ 13+ 15+  

Total for Question 2 25 marks 

Total for English Writing assessment 50 marks 

 
 

*Indicative pass mark *30 marks out of 50 
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