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NCFE Functional Skills Qualification in English at Entry Level 3 - Writing 
Sample assessment 1 - Tasks
The following pages contain assessment tasks. Since the information contains details about the assessment tasks, it should be kept securely until the date of assessment. 

Assessors may read this document prior to assessment to see assessment resource requirements. 

Candidates must not have access to the following information other than source documents (where applicable) and other relevant materials as detailed in the Assessor instructions document. 

As well as the instructions in this document, centres must adhere to the NCFE Regulations for Conduct of Controlled Assessments (Functional Skills) when carrying out controlled assessments, available from the NCFE website or on request from the Centre Support team. 
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NCFE Functional Skills qualification in English at Entry Level 3 - Writing 
Time Allowed
45 minutes 

Instructions for candidates

Make sure you are comfortable before you start.

Read the questions carefully.
If you do not understand what you have to do, ask the Assessor.

Follow the instructions for each question.
For Tasks 3 and 4 you will be given marks for accurate spelling, punctuation and grammar.

There are 43 marks available for this assessment. Each question states the number of marks available.

At the end of the assessment please give all documents to the Assessor.
Introduction – Your Assessor will read this to you

‘You are working in a small team from the school/college/workplace to help produce a Favourite Recipes Book. 

The team hope to raise money for charity by selling the book.

You have been asked to help plan the content of the book. 
Your help is also needed to sell the book.’

Task 1








(7 marks)
One of the team has sent in their favourite recipe. This is on the next page.

The instructions for the recipe are in a paragraph.
All instructions in the recipe book need to be written as a list.
Write out this recipe for the book.
Think about the use of steps, bullets or numbering.
Leave out any words which are not needed.

Use the space below.





Spelling, punctuation and grammar will not be assessed in this task.

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
Smoked sausage and bean casserole

Ingredients

1 smoked sausage, sliced 

2 carrots, peeled and diced 

1 jar of tomato and basil sauce 

415g can of baked beans 

300ml water

1 tbsp oil

Instructions

Heat the tablespoon of oil in a large pan and fry the carrots for 5 minutes. Stir in the tomato sauce and add the water. Bring to the boil, cover and simmer for 15 minutes. Add the sausage and baked beans and then cook for a further 10-15 minutes until the carrots are tender. Serve with crusty garlic bread.
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Sourced from http://www.goodtoknow.co.uk/recipes
Task 2








(8 marks)
The local book shop would be a great place to sell and advertise the Favourite Recipes Book.

Plan the content of a letter to the manager of the book shop. 










(4 marks)
Ask for their help to sell and advertise the book.

Use the team’s Details Sheet on the next page to help you.










(4 marks)
Spelling, punctuation and grammar will not be assessed in this task.
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________

Details Sheet
Topic

Favourite sweet and savoury recipes

Contents

100 Favourite recipes

Easy to follow instructions

Full colour pictures of each meal
Sale date
The book will be on sale from Saturday 6th November.

Price

£4.99

Advertising ideas

Posters

Email

Reasons for buying the book
To support our local charity - Family Matters!
It’s a great gift for anyone.
Task 3








(16 marks)
You will be given marks for accurate spelling, punctuation and grammar.








Using your work from Task 2, write the letter to the manager of the book shop – Mrs Reece. Her address is: The Book Shop, Page Lane, Binder, BD10 9TT




Use the space below. You may also use space on the next page if you need it.
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
Task 4








(12 marks)
You will be given marks for accurate spelling, punctuation and grammar.
The team want you to write a short item for the newsletter.
You need to persuade people to buy the Favourite Recipes Book.

The item needs to be exciting. 
Use any of the information below to help you.

Use the space on the next page to write your item for the newsletter.

· Book title - ‘The Favourite Recipes Book’
· 100 favourite recipes with pictures
· On sale now
· Price £4.99
Buy it from:

· Reception desk
· Reece’s Book Shop

· For every book sold £3 will go to local charity – Family Matters!

· Thank you to all the people who sent in their recipes.


End of assessment
End of assessment






















































With thanks from 


The Fund Raising Team!
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