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City & Guilds Level 1 Certificate in  

Essential Skills Communication  
Question Paper 
 

Sample assessment 4  

 

Length of assessment – 1 hour 30 minutes 

Total marks available – 50 marks 

 

Candidate Name (First, Middle, Last) 

 

 
 

 
 

 
Candidate enrolment number  DOB (DDMMYYYY) 

   

 

Candidate signature and declaration* 

 

 

Assessment date (DDMMYYYY)  Centre number 

   

 
*I declare that I have no prior knowledge of the questions in this assessment and that I will not 
divulge to any person information about the questions. 

 

Section 1 Reading  

In this section: 

 There are 25 marks available. 

 You should answer all 8 questions. 

 You will need source documents for this section. Read the two documents and answer the 
questions in the question paper. 

 You do not need to write in complete sentences. 

 

Section 2 Writing  

In this section: 

 There are 25 marks available. 

 There are 2 questions. Answer both questions. 
 

General instructions for both sections 
Please write your answers in blue or black pen. 
Dictionaries are permitted.
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Section 1 Reading 
 
There are 25 marks available in this section. 
 
General information 

 Answer all 8 questions. 

 The maximum mark for each question is shown. 
 
In section 1: 

 You do not need to write in complete sentences. 

 Dictionaries are permitted. 
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Scenario 
 
Last week, there was a fire incident at your place of work.  As a result, your employer has asked all 
employees to familiarise themselves with fire safety instructions. 
 
You read the following documents: 
 
• a notice (Document 1) 
• an email (Document 2). 
 
 
Read the documents in the source booklet and answer the questions. 
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 Questions 1 to 4 are about Document 1.  

 

1 

 

List four layout features of the notice that make it easier to read.  

 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

 

 

 

4 marks 

  

2 If you discover a fire, what three actions should you take before making your 
way out of the building?  

 
 
 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

 

 

 

 

 

 

 

 

 

3 marks  
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3 

 

What are three things that could happen if you wedge a fire door open? 

  
 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

 

 

 

3 marks 

 

4 

 

Fire is one reason the fire alarm is set off. What are three of the others? 

 

 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

...................................................................................................................... 

 

 

 

 

3 marks 

 

 



Essential Skills Communication L1 Sample  

7 

 

 

 Questions 5 to 8 are about Document 2.  

 

5 

 

Which one of options a-d best describes the main purpose of the email, and 
which layout feature of options e-h shows this to the reader?  

 

TICK ONE from a-d  

   

a) To inform employees about fire safety.                   

             

b) To explain the duties of the Chief Fire Warden.        

 

c) To invite an employee to a training day.                                        

 

d) To list fire evacuation rules.                                                       
 
 
TICK ONE from e-h                                  
 

e) Title.                 
 

f) Subject line.   

 

g) Numbers.       

 

h) Bold font.       
 

 

 

 

2 marks 

 

6 According to the email, what four details should a Personal Emergency 
Evacuation Plan include?  

  

 

........................................................................................................................ 

 

 

........................................................................................................................ 

 

 

........................................................................................................................ 

 

 

........................................................................................................................ 

4 marks 
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7 What are two things a Fire Warden is expected to do during an emergency 
evacuation?  
 

 

........................................................................................................................ 

 

 

........................................................................................................................ 

 

 

 

2 marks 

  

 

 

8 If you have concerns about fire safety at work, who could you contact? Give two 
answers and explain why each would be an appropriate person to contact. 
 

 

 

........................................................................................................................ 

 

 

........................................................................................................................ 

 

 

........................................................................................................................ 

 

 

........................................................................................................................ 

 

 

 

4 marks 

 

 

End of Section 1 Reading 
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Section 2 Writing 

 
There are 25 marks available in this section. 
 

 
In section 2: 

 You should write in complete sentences. 

 You will be assessed on spelling, punctuation and grammar. 

 Dictionaries are permitted. 

 

 

The following marks are available for this section: 

 Question 1  Question 2 

 writing clearly and coherently, including an 
appropriate level of detail 

 presenting information in a logical sequence 

 using language, format and structure suitable for 
purpose and audience 

 

 

9 marks 

 

 

 

6 marks 

 

 using correct grammar, including correct and 
consistent use of tense 

 ensuring written work includes generally accurate 
punctuation and spelling and that meaning is clear 

10 marks 

Total marks available for Section 2 Writing 25 marks 
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Question 1 
 

You are applying for a work placement at a local newspaper, Stanton Evening News, and have 
been asked to write an article on the following topic: 

 

A memorable day in your life 

 

Your task: write your article. 
 
Expand on these points: 

 the day 

 why it was so memorable 

 what effect it had on you. 

 

We suggest you write 120-140 words. 
 

There are 9 marks available for this question. A further 10 marks are available for 
accurate spelling, punctuation and grammar across questions 1 and 2. 
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You may use the space below for planning and drafting. 
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Question 1 - write your article here. 

 
 

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  
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 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  
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Question 2 

 

SUBJECT: Interview  

Rachel Wheeler 
 

 

 

 

 

 

Congratulations on your work placement.  

 

Could you write to Eileen Collie, Director of Waggy Tails, a local charity that provides shelter 
and care for unwanted pets and injured animals, to ask if she will agree to be interviewed 
by the newspaper. The address is 58 Long Street, Stanton, BT12 7EU.    

 

Yours sincerely 

Rachel Wheeler 

Editor, Stanton Evening News 

 
 

Rachel  Wheeler 

 

 

 

Stanton Evening News, 12 Forest Street, Stanton, BT4 8QR 
 
 
This email and any files attached are confidential and only for the individual or group to whom they are addressed. If you receive this email in error, 
please notify the sender of the original message. Do not forward to anyone. This message has been scanned for viruses and spam and is believed 
to be clean. 

 

 

Your task: write a letter asking Eileen Collie for an interview. 
 
Expand upon these points: 

 Why you are writing 

 Why you think readers will be interested in Waggy Tails 

 How the interview will benefit the charity 

 

We suggest you write 80-120 words. 
 
There are 6 marks available for this question. A further 10 marks are available for 
accurate spelling, punctuation and grammar across questions 1 and 2. 

                    From: Rachel Wheeler (rachel.wheeler@sen.co.uk)  

                    Sent: 5 January 09:34 

                    To: workplacementstudent@sen.co.uk 
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You may use the space below for planning and drafting. 
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Question 2 - write your letter here.  
 

 

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  
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 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  
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