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Essential Skills Communication Level 2 Sample Paper 2

Marking Scheme — Section 1 Reading

Section 1 Reading

Maximum
marks

Coverage
and Range

Fixed/Open
response

1

Which two phrases in Document 1 mean the same as
asking people to be quiet?

Two from:

e Keepalidonit
e Pipe down
e Shhh

(2 mark for each correct answer — maximum 2 marks)

2 marks

(d)

Open

2
Give two layout features used in Document 1 to convey the
author’s message.

Two from:
e Heading
e Paragraphs/sections
e Bold
e Different fonts
e Different sized fonts
e Columns
e slanted writing / Italics
e Image
e Colour/shading

(2 mark for each correct answer — maximum 2 marks)
(accept any other justifiable layout technique)

(accept similar wording)

2 marks

(0)

Open
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3

Identify two language techniques that make the article
more effective and provide an example of each from the
text.

Two from:
e Onomatopoeia
eg Ring, Bang, Clatter
¢ Rule of three
eg Ring, Bang, Clatter
¢ Rhetorical questions
egis it just you or is it others as well?
e Metaphor
eg vote with their feet
e Bias
eg there are real costs in productivity loss
e Colloquial expression
eg nitpicking
e Direct address to the reader
eg you
¢ Imperative
eg hold an office meeting
e Hyperbole
eg churn out documents all day

(accept similar wording)

(accept any other justifiable technique with / without linked
example)

1 mark for each technique (max 2 marks)
1 mark for each linked example (max 2 marks)

If example is incorrect, this invalidates the technique mark.

4 marks

(0)

Open
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4
Identify four phrases in Document 2 that are opinions

presented as facts.

Four from:

e aquiet office is bad news for business

e the only sound coming from many of today’s offices
is the hum of electronic equipment

e the demand for office silence is counter-productive

e anoisy office has its problems

e (anybosswho...)isnt helping

e people overhearing the conversation would be
distracted

e you can't speak freely if everyone can hear

e thereis no need to worry about disturbing other
people

e people will exchange ideas and brainstorm the next
big thing when talking is the rule rather than the
exception

e the buzz of background chatter is good for morale

e quiet does have an important role in life

(1 mark for each correct answer — maximum 4 marks)

(accept similar wording)

4 marks

(d)

Open

5
According to Daniel Kehoe, what are two disruptive noises

that may come from outside the office?

Traffic
Sirens

(2 mark for each correct answer — maximum 2 marks)

(accept similar wording)

2 marks

Fixed
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6

Contrast the opinions in Documents 1 and 2 about the
impact of a noisy office on creativity.

4 marks in total:
maximum 2 for detail
maximum 2 for comparing and/or contrasting

Detail

Evidence from 1 document only

1 piece of evidence from both documents

At least 2 pieces of evidence from 1 document and only 1
from the other

Contrasting

No explicit contrasting
Minimal explicit contrasting
More detailed contrasting

Document 1
negative opinion of noise

does not support concentration

can often interrupt the flow of creative ideas
inspiration rarely comes from a noisy situation
more likely to come from a tranquil work space

Accept any other justifiable evidence from document 1

Document 2

positive opinion of noise

sparks creativity

allows for spontaneity

allows exchange of ideas

allows brainstorming

Accept any other justifiable evidence from document 2

(accept similar wording)

TOTAL 4
MARKS:
(see below)

o marks
1 mark
2 marks

o marks
1 mark
2 marks

(e)

Open
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7
Summarise four possible solutions to noise from

conversations in Documents 1 and 2.

Document 1
e minimise your reaction to it / shift in your own
attitude

e make a personal appeal

o foreveryone to cooperate / hold an office
meeting / put ways to minimise noise on the
agenda

Document 2
e meeting rooms away from the main working
area
e email instead of speak
e provision of a few quiet work stations

(accept similar wording)

(2 mark for each correct answer — maximum of 4 marks)

4 marks

(b)

Open

8
According to Andrew G Rosen, when can it be useful to have
a quiet office? Give three answers.

When reading a demanding document
When someone is giving a presentation
When concentrating on a complicated task

(accept similar wording)

(2 mark for each correct answer — maximum 3 marks)

3 marks

(@)

Fixed




Marking Scheme - Section 2 Writing

Marking instructions:
Markers should read the candidate’s response and decide on the band as follows:
Document A (Persuasive Question)

O

Band 4: Only candidates whose response meets all of the bullets should be awarded
full marks

Band 3: Candidate’s response should meet at least four of the six bullets to be
awarded 6 — 8 marks

Band 2: Candidate’s response should meet at least three of the six bullets to be
awarded 3 - 5 marks

Band 1: Candidate’s response must meet at least one of the six bullets to be awarded
1-2 marks

Document B (Non-Persuasive Question)

O

Band 4: Only candidates whose response meets all of the bullets should be awarded
full marks

Band 3: Candidate’s response should meet at least three of the five bullets to be
awarded 4 — 5 marks

Band 2: Candidate’s response should meet at least three of the five bullets to be
awarded 2 - 3 marks

Band 1: Candidate’s response must meet at least one of the five bullets to be
awarded 1 mark

Awarding marks

Within each band, marks are awarded for the candidate’s overall level of performance. Once a band
has been selected, markers should consider the descriptors as a whole and award marks according to
how well the candidate has met these overall.

Consistently

Descriptor Document1 | Document 2
Band Marks Marks
(Extent to which
candidate has
met
requirements)
Band 4: e Communicates appropriate 9 6

information/ ideas clearly,
concisely and logically

e (Contains all appropriate detail

e Communicates persuasively
(doc A only)

e Format and structure are
suitable for purpose and
audience, with paragraphing
consistently used correctly

e Language is suitable for
purpose and audience




A range of sentence structures
are used correctly, including
complex sentences

Band 3:
Mostly

Communicates appropriate
information/ ideas clearly,
concisely and logically for most
of the response

Contains most of the
appropriate detail
Communicates persuasively for
most of the response (doc A
only)

Format and structure are
mostly suitable for purpose
and audience, with
paragraphing mostly used
correctly

Language is mostly suitable for
purpose and audience

A range of sentence structures
are used mostly accurately

6-8

Band 2:
Some

Communicates appropriate
information / ideas with some
success at a clear, concise and
logical response

Contains some appropriate
detail

Some attempt at persuasion
(doc A only)

Uses some format and
structure suitable for purpose
and audience, and uses
paragraphs with some
accuracy

Some use of language suitable
for purpose and audience
Some attempts to vary
sentence structure

Band 1:
Limited

Appropriate information /
ideas communicated with
limited success at a clear,
concise and logical response
Limited use of appropriate
detail

Limited persuasion (doc A
only)

Limited use of format and
structure suitable for purpose




and audience, with random or
no paragraphs

e Limited use of language
suitable for purpose and

audience
e Usesonly simple sentences
e Nothing worthy of credit ) 0

Question 1: Long Question

Format/structure: should be formatted and structured as a letter and include sender’s and recipient’s
address, appropriate salutation and corresponding closure and a name/signature.

Language: should use appropriate language for a formal letter.

Detail: should include the following detail

e Registering objection to the proposal
e Effect onthe natural environment

e Effect on recreational areas

e Effect onvillage facilities

Question 2: Short Question

Format/structure: should be formatted and structured as an email and include email address and
subject, a salutation and a closure and sender’s name at the bottom.

Language: should use appropriate language for an email.

Detail: should include the following detail

e About the party and when it will be held
e Asking for volunteers to help organise it
e Asking for suggestions for activities to get the whole village involved




Spelling, Punctuation and Grammar marks for questions 1 and 2

Candidate mark

Coverage and range

insufficiently accurate

Spelling Possible marks
Spelling at Level 2 is accurate | 2 marks

most of the time

Spelling at Level 2 is accurate | 1 mark

some of the time

Spelling at Level 2 is o marks

®

Punctuation — commas,
apostrophes & inverted
commas

Possible marks

Candidate mark

Coverage and range

accurate

Punctuation at Level 2 is 4 marks
generally accurate

Punctuation at Level 2 is 3 marks
accurate most of the time

Punctuation at Level 2 is 2 marks
reasonably accurate

Punctuation at Level 2 is 1 mark
accurate some of the time

Punctuation is insufficiently | o marks

(e)

Available (40%)

Grammar Possible marks Candidate mark Coverage and range
Grammar at Level 2 is 4 marks
generally accurate
Grammar at Level 2 is 3 marks
accurate most of the time
Grammar at Level 2 is 2 marks
reasonably accurate (f)
Grammar at Level 2 is 1 mark
accurate some of the time
Grammar is insufficiently o marks
accurate
TOTAL SPaG marks | 10

Candidate marks for
SPaG




Spelling at Level 2
Spell correctly words used most often in work, studies and daily life, including familiar technical

words

know and apply a range of methods (visual, phonetic, kinaesthetic, use of analogies and
mnemonics) to help learn and remember correct spellings

understand how knowledge of word roots, prefixes and suffixes can support spelling,
including the spelling of technical words

understand that some polysyllabic words have unstressed vowel sounds, and that it is often
helpful to segment the word into its parts, e.qg. diff-er-ent, interest-ing, poison-ous.

Punctuation at level 2
Punctuate sentences correctly, and use punctuation accurately (e.g. commas, apostrophes, inverted
commas)

understand when commas are needed in sentences (e.g. to separate items in a list and parts
of some complex sentences, to enclose extra information), and that commas should not be
used in place of full stops

understand the use of the apostrophe to show a missing letter(s) (e.g. they're, we've, I'm)
know the full verb equivalents and that the writer can choose short or full forms depending on
the formality required

understand the difference between it's (it is) and its (belonging to it)

understand the use of the apostrophe to show where a final —s indicates that something
belongs to someone/thing

understand the use of inverted commas for direct speech and to indicate a quotation.

Grammar at level 2
Use correct grammar (e.g. subject—verb agreement, correct and consistent use of tense)

understand that, in complex sentences which may have several parts, particular care is
needed to check subject—verb agreement

understand that the choice of tense depends on the task

understand that in longer texts the writer needs to keep checking back while writing, not at
the end, and to check that the tense remains consistent

understand that, when writing texts such as impersonal reports, passive verb forms are useful
to keep the focus on the action rather than on who performs it, e.g. It has recently been
revealed that the association is losing money.

Use pronouns so that their meaning is clear

understand that pronouns are used to refer to nouns, to avoid having to repeat the noun each
time

know that, when using pronouns, it must be clear to what or to whom they refer, and to check
this when proof-reading

know the term pronoun and be able to identify personal pronouns: I, me, we, us, you, they,
them

understand how these link to the concept of first, second and third person, singular and
plural, and subject-verb agreement.



Level 2 mark allocation guidance for spelling, punctuation and grammar.

Spelling marks

Marks Errorsina Errorsina Errorsin an Errorsina Errorsin an
combined text combined text acceptable combined text | acceptable
length that is length that is combined text length thatis | combined text
too short short length long length that

contains only
0-79 words 80-159 words | 160-239 words | 240+ words level 2 words
2 [N os o7
1 0-3 4-5 6-8 8-10 0-4
o 4+ 6+ 9+ 11+ 5+
Punctuation marks

Marks Errorsina Errorsina Errorsin an Errorsina

combinedtext | combinedtext | acceptable combined text

length that is
too short

length that is
short

combined text
length

length that is
long

0-79 words 80-159 words 160-239 words | 240+ words

4 0-4 0-5

3 57 6-8

2 8-10 9-11

1 0-4 6-8 11-12 12-14

[o] 5+ o+ 13+ 15+

Grammar marks

Marks Errorsina Errorsin a Errorsin an Errorsina
combined text | combined text acceptable combined text
length that is length that is combined text length that is
too short short length long

0-79 words 80-159 words 160-239 words | 240+ words
4 0-4 0-5
3 5-7 6-8
2 8-10 9-11
1 0-4 6-8 11-12 12-14
0 o+ 9+ 13+ 15+




Spelling, Punctuation and Grammar marks when the candidate has only answered ONE of the

writing questions

Spelling marks

Marks

Errors in text
length that is too
short

0-49 words

(]

Errors in text length
that is short

50-89 words

0-2

Errors in acceptable
text length

90-109 words

0-3

Errors in text length
thatis long

110+ words

= [ —
1

0-4

1+

3+

4+

5+

Punctuation marks

Marks Errorsin text Errors in text length | Errorsin acceptable | Errors in text length
length that is too that is short text length thatis long
short
50-89 words 90-109 words 110+ words
0-49 words
4
3
2 0-4
1 0-1 0-3 3-4 5-6
o 2+ L+ o+ 7+

Grammar marks

Marks

Errors in combined
text length that is

Errors in combined
text length that is

Errors in acceptable
combined text

Errors in combined
text length that is

too short short length long
0-49 words 50-89 words 90-109 words 110+ words
0-4
0-1 0-3 34 5-6
2+ L+ 5+ 7+
Total for Section 2 Writing 25 marks
Candidate mark
Total marks for Communication assessment 50 marks
Candidate mark
Indicative pass mark 35 marks
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