Essential Skills Northern Ireland — Communication Level 1
Worked Example — Borderline

This marked example paper uses level 1 sample paper 2

Reading Section

1) Which four sections provide information about the money an apprentice earns?

Overview

Levels of apprenticeship

Get paid and trained (tick)

Who can apply

1 mark for ‘Get paid and trained’. It looks like this candidate has been prepared for questions that
ask candidates to identify the main points of a source document. She has listed the first four
subheadings of the source document, but only one of these is correct. She has not read the question
carefully enough, which asks which sections are about money.

2) What three steps does the document say you could take if you fail to get an apprenticeship?

Ask for feedback (tick) and complain (tick)

2 marks. The candidate has answered correctly, but they have only provided two steps when they
were asked for three, so cannot gain full marks.

3) Apart from pay, what else can you gain from an apprenticeship? Give four answers.
Study for a qualification (tick)

1 mark. The candidate was instructed to give four answers but only provided one.

4) Who can you speak to privately about your rights when employed?

Contact ACAS (tick)

1 mark.

5) Give two layout features used in Document 2 to attract the reader’s attention to the main points
and ideas.

Bold (tick) font and bullet points (tick)

2 marks.

6) Apart from handling AV equipment, give three other tasks the job involves.

AV equipment maintenance, basic office duties, (tick) taking telephone calls (tick)

2 marks. The question says ‘apart from handling AV equipment’, so ‘AV equipment maintenance’ is
not an answer.



7) What type of personality is the company looking for in an apprentice? Give four answers.
Outgoing, (tick) team worker, (tick) flexible, (tick) good communication skills, (tick) hard worker
4 marks. The fifth answer is also correct, but a maximum of 4 marks is available for this question.
8) What are four kinds of audio visual equipment you will be using at events?

In addition to supplying equipment, we offer lighting, (tick) staging and presentation services -
everything from a simple projector (tick) and a single microphone (tick)

3 marks for ‘lighting’, ‘projector’ and ‘microphone’. The candidate has found one of the relevant
sections of the document and copied out part of it, but it does not contain all the answers needed
for full marks on this question.

Reading section total marks — 16

Weriting Section

Key

Spelling errors highlighted yellow
Language errors marked in blue

Grammar errors marked in green
Punctuation errors marked in red

Writing Question 1

Richard Smith
Fun Fitness
Hughes way
Lagan

BT5 2SR

Hi Richard, (inappropriate tone)

I’'m writing (missing word: to) you for regards your gym. | go to the gym every morning to train for a
local marathon (missing word: I) am going (missing word: to) be running. Three times in the last
week your gym did not open at the usul time of 6am and so | had to leave and could not do my usul
workout.

When the gym dosent open on time | cant train and so | might not be able to race the marathon
which is in two weeks.(incorrect full stop) which isn’t fare in me.

You should make sure yur staff open the gym on time and also put camras up so you can see who is
coming in late. | should be able to use the gym at the time it is sposed to opening because | am



training for a marathon so it is really important to do regular exercise so | don’t have to give up half
way thru the marathon. That would be your fault and not mine and that (missing word: is) not faire.

Also the marathon is for charity so it will be bad to not help them. (poorly expressed)
Thankyou for taking your time to read my letter and | look forward to your response.

All the best, Gems (inappropriate tone)

Mark — 4

Overall, this answer has been placed into BAND 3, as it is mostly successful at addressing the writing
criteria.

e Communication is clear and coherent. The purpose of the letter is clear and it is easy to
understand the candidate’s points.

e The candidate’s points are mostly made in a logical order.

e This contains most of the appropriate detail. The candidate has explained the problem and
how it has affected them. They have suggested ways the manager can prevent the problem
in future. However, they have not touched on how it might affect the reputation of the gym.

e There is some success using structure suitable for purpose. The candidate has set out their
answer as a letter and has included the recipient’s address. However, the letter is missing a
sender’s address and a date, and has an inappropriate opening and closing.

e There is some success with language use. There are four examples of language being used
incorrectly, one example of poor expression, and two examples of inappropriate tone. There
are quite a few errors, but these are not severe errors and do not heavily affect the overall
clarity of the answer.

This is the shorter question, and the answer has been placed in Band 3. This means it will get either 4
or 5 marks out of 6. Considering the missing structure elements, the language errors and the
inappropriate tone in the opening and close of the letter, it has been placed lower in the band and
so a mark of 4 has been given.

Writing Question 2

Hey everyone. The marthon will be taking part on saturday at 9am and the gym’s manager has said
he will give 50p for every pound that use give to the charity, so use should give a lot please. These
people are poor and have nothing and we take things like school and food for granted. Imagine if
you had nothing. Some people don’t even have a proper roof over there heads or clean water and
just a few pounds from you can change that. The gym is giving money because it didn’t open on
time. Now that | have had time to train, | think | can complete this marathon and | can raise a lot of
money. The event will be 12 miles so why don’t you sponsor me a pound for every mile |
run.(question mark needed) The chairty is for poor people in hurt all over the world and this is a
good cause. It is important to me because | am so greatfull for everything | have and | want to give
bacj for people who really need it. We should all care about other people. We can make the world a
better place together. So sponsor me today and lets make a difference together.

By G. Hall



Mark — 4

Overall, this answer has been placed into BAND 2, as it shows some success at addressing the writing
criteria.

e There are some significant clarity and coherence issues throughout. The candidate has not
introduced the marathon or explained that it is in aid of charity. When ‘these people’ are
mentioned, it is not clear who this is referring to. The gym is mentioned without explaining
why this is relevant. It is not clear at first whether the candidate is asking people to sponsor
her or to run the marathon themselves, or simply to donate to charity. There are parts
where there is no coherence between the points being made.

e The candidate has attempted a logical sequence, but there are some significant issues. There
is no introduction. The candidate gives details of the marathon, then the charity, then the
marathon again, and then the charity again. The gym’s offer is mentioned twice at different
points.

e The answer contains all appropriate detail.

e Format and structure is limited. There is no title, no introduction and no paragraphing.

e lLanguage is mostly suitable for purpose and audience, with only a few errors. Overall clarity
is not affected by the use of language, but rather by coherence and logic issues.

This is the longer question, and the answer has been placed in Band 2. This means it will get
between 3 and 5 marks out of 9. As discussed above, this candidate is strong in some areas and
weak in others. There are clearly some attempts at clarity, coherence and logic, although there are
significant issues with these. Format and structure are limited. There is no attempt at paragraphing.
However, language is good, and all important detail has been included. This answer fits into the
middle of the band, and so a mark of 4 has been given.

Spelling, Punctuation and Grammar — 6 marks

Spelling, punctuation and grammar are marked across both questions. The combined word count for
these writing answers places them into the ‘long’ category in the marking grid.

Spelling —there are 13 errors, which means the spelling mark is 0.

Punctuation —there are 4 errors, which means the punctuation mark is 4.
Grammar — there are 8 errors, which means the grammar mark is 2.

Summary of Marks

Writing question 1 — 4 marks
Writing question 2 — 4 marks
Spelling, punctuation and grammar — 6 marks

Total reading mark — 16
Total writing mark — 14

Total mark = 30



