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Question 1 Maximum 
marks 

Guidance 
reference 
number 

Coverage and 
Range 

Writing contains all relevant information/ideas. 
Writing contains most relevant information/ideas. 
Writing contains some relevant information/ideas. 
Writing contains insufficient information/ideas. 
 
Expansion on: 

 Who you are and who you represent 
 The purpose of writing 
 Persuading the school to offer facilities free of 

charge 
 Use of new equipment by the school 
 Benefits of the programme to the community. 

3 marks 
2 marks 
1 mark 
0 marks 

1.1  
 
 
 
 
 
 
 
 
 
 

2.3.1 Information/ideas presented concisely.  
Information/ideas presented concisely some of the time. 
Information/ideas not presented concisely. 

2 marks 
1 mark 
0 marks 
 

1.1 

Information/ideas presented logically. 
Information/ideas presented logically some of the time. 
Information/ideas not presented logically. 

2 marks 
1 mark 
0 marks 
 

1.1 

Information/ideas presented persuasively. 
Information/ideas presented persuasively some of the 
time. 
Information/ideas not presented persuasively. 

2 marks 
1 mark 
 
0 marks 

1.1 

Use a range of writing styles for different purposes. 
Document type must be as specified in the 
question. 
 
Format is suitable for purpose and audience. 
Format is not suitable for purpose and audience. 

 
 
 
 
1 mark 
0 marks 
 

1.1  
 
 
 
 
 

2.3.3a 
2.3.4a 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 marks 
 

1.1 

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

3 marks 
 
2 marks 
 
1 mark 
 
0 marks 
 

1.1  
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Spelling marks 

Marks Errors in a 
text that is 
too short 
0-130 words 

Errors in a 
text that is 
short  
130-180 
words 

Errors in a 
text of 
acceptable 
length 180-
300 words 

Errors in a 
text that is 
long 
300+ words 

Errors in a 
text of 
acceptable 
length that 
contains only 
level 1 words 

3   0 0  
2  0 1-5 1-7  
1 0-1 1-5 6-8 8-10 0-4 
0 2+ 6+ 9+ 11+ 5+ 
      
 
Grammar marks 

Marks Errors in a 
text that is 
too short 
0-130 words 

Errors in a 
text that is 
short  
130-180 
words 

Errors in a 
text of 
acceptable 
length 180-
300 words 

Errors in a 
text that is 
long 
300+ 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 
0-130 words 

Errors in a 
text that is 
short  
130-180 
words 

Errors in a 
text of 
acceptable 
length 180-
300 words 

Errors in a 
text that is 
long 
300+ 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 26 marks 

 
 
 
 
 
 
 
 

  



 

Functional Skills English Level 2 sample assessment – Gaining Experience   
  
 

4

 

Question 2 Maximum 
marks 

Guidance 
reference 
number 

Coverage 
and Range 

Writing contains all relevant information/ideas on complex 
subject. 
Writing contains most relevant information/ideas on 
complex subject. 
Writing contains some relevant information/ideas on 
complex subject. 
Writing contains insufficient information/ideas on complex 
subject. 
 

Expansion on: 
 skills that have been developed 
 why the programme was successful 
 what the highlights were 
 why you would like to work overseas 
 what you think would work well in another 

country. 

3 marks 
 
2 marks 
 
1 mark 
 
0 marks 

1.1  
 
 
 
 
 
 
 
 
 
 

2.3.2 

Information/ideas on complex subject presented 
concisely. 
Information/ideas on complex subject presented concisely 
some of the time. 
Information/ideas on complex subject not presented 
concisely. 

2 marks 
 
1 mark 
 
0 marks 
 

1.1 

Information/ideas on complex subject presented clearly. 
Information/ideas on complex subject presented clearly 
some of the time. 
Information/ideas on complex subject not presented 
clearly. 

2 marks 
1 mark 
 
0 marks 

1.1 

Use a range of writing styles for different purposes. 
Document type must be as specified in the question. 
 
Format is suitable for purpose and audience. 
Format is not suitable for purpose and audience. 

 
 
 
1 mark 
0 marks 

1.1  
 
 
 
 
 
 

2.3.3b 
2.3.4b 

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 marks 

1.1 

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 marks 

1.1 
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Spelling marks 

Marks Errors in a 
text that is 
too short 
0-130 words 

Errors in a 
text that is 
short  
130-180 
words 

Errors in a 
text of 
acceptable 
length 180-
300 words 

Errors in a 
text that is 
long 
300+ words 

Errors in a 
text of 
acceptable 
length that 
contains only 
level 1 words 

3   0 0  
2  0 1-5 1-7  
1 0-1 1-5 6-8 8-10 0-4 
0 2+ 6+ 9+ 11+ 5+ 
      
 
Grammar marks 

Marks Errors in a 
text that is 
too short 
0-130 words 

Errors in a 
text that is 
short  
130-180 
words 

Errors in a 
text of 
acceptable 
length 180-
300 words 

Errors in a 
text that is 
long 
300+ 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 
0-130 words 

Errors in a 
text that is 
short  
130-180 
words 

Errors in a 
text of 
acceptable 
length 180-
300 words 

Errors in a 
text that is 
long 
300+ 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 24 marks 

Total for English Writing assessment 50 marks 

 
 

*Indicative pass mark *32 marks out of 50 
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