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NCFE Functional Skills Qualification in English at Entry Level 3 - Writing

Sample assessment 1 - Mark Scheme 
The following pages contain the Mark Scheme. Since the information contains details about the assessment tasks, it should be kept securely until the date of assessment.

Assessors should read this document prior to assessment to see assessment requirements.

Candidates must not have access to the following information.
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.
NCFE Functional Skills Qualification in English at Entry Level 3 - Writing
Mark Scheme and guidance

Guidance for Assessors
The following Mark Scheme gives you information about:

· the criteria to be achieved by candidates in response to tasks
· how individual marks are to be awarded

· the total mark for each task or related tasks
Notes for Assessors:

· All candidates should be fairly marked - Assessors must mark the first candidate to the same standard and criteria as they mark the last
· All candidates should have the best possible opportunity to attempt all the tasks. This includes support in understanding the requirements of the tasks
· Mark Schemes should be applied positively - candidates must be rewarded for what they have shown they can do rather than penalised for things they have not done

· Assessors should always award full marks if deserved, ie if the answer matches the Mark Scheme. Assessors should also be prepared to award zero marks if the candidate’s response is not worthy of credit according to the Mark Scheme
· When Assessors are in doubt regarding the application of the Mark Scheme to a candidate’s response, they should contact NCFE in the first instance

· Half marks must not be used – where partial achievement of a question can be made, fewer marks should be awarded

· The marks awarded for each individual candidate should be clearly and legibly recorded on the Mark Scheme and in the grid provided on the front sheet

· Ticks, crosses and marks can be indicated throughout the Mark Scheme, in addition to marks being recorded on the final page
· Candidates should only be awarded the full marks for each of the criteria where assessors feel the candidate has demonstrated an effective performance with clear evidence of proficiency.
Allocation of marks across the skills standards 

	Write texts with some adaptation to the intended audience
	T1
	T2
	T3
	T4
	Total marks

	Plan, draft and organise writing
	7
	4
	
	
	11

	Sequence writing logically and clearly
	
	4
	6
	
	10

	Use basic grammar including appropriate verb-tense and subject-verb agreement
	
	
	6
	6
	12

	Check work for accuracy, including spelling
	
	
	4
	6
	10


Summary of question type 

0 / 43 marks for closed questions = 0%

43 / 43 marks for open questions = 100%

	Task ref no


	1
	2
	3
	4

	Closed question


	
	
	
	

	Open question


	*
	*
	*
	*


Summary of coverage and range for the sample assessment paper
	Skills standards
	coverage and range
	Task reference
	Marks awarded
	Total Marks awarded
	Percentage of marks awarded

	Write texts with some adaptation to the intended audience

	a. Plan, draft and organise writing
	1,2
	7/4
	11
	26%

	
	b. Sequence writing logically and clearly
	2,3,
	4/6
	10
	23%

	
	c. Use basic grammar including appropriate verb-tense and subject-verb agreement
	3,4
	6/6
	12
	28%

	
	d. Check work for accuracy, including spelling
	3,4
	4/6
	10
	23%


Candidate name                                                                                                  Date                                  Time                      

Assessor name 









Signature

Mark Scheme Task 1

Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the Mark Scheme.

	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Write short texts with some adaptation to the intended audience.


	Plan, draft and organise writing
	W1a
	Candidate:
Set out the instructions as a list.
Example: list/ each instruction on a separate line

award 1 mark
and

Put the instructions in to 4/5 separate sentences/tasks in a logical sequence award 2 marks

and

Used numbers (1. 2. 3.) or bullets (●, ■) or signposting (First/finally/Step 1). (for ease of reference)
award 1 mark
	4
	

	
	
	
	Candidate:
Included all the necessary information from the document

and omitted some/all unnecessary conjunctions – and/and then/a 
award 1 mark
And

omitted some unnecessary information

Examples: tablespoon/further/add
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.
Add the sausage and baked beans
(and then) Cook for (a further) 10-15 minutes until (the) carrots are tender.
award up to 3 marks
The final instructions were fit for purpose award 1 mark
Accept other logical organising of instructions
	3
	

	Possible marks
	7
	


Mark Scheme Task 2 

Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the Mark Scheme
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Write texts with some adaptation to the intended audience.
	Plan, draft and organise writing
	W1a
	Candidate:

Attempted to plan the letter Award 1 mark
and

Produced an appropriate plan for the letter with evidence of organisation including:

· Introduction

· Middle

· End

Award 1 mark for each
	4
	

	
	Sequence writing logically and clearly
	W1b
	Candidate:

Produced an appropriate plan with evidence of relevant details which may include:

· Details of the book, topic/content/price
· The purpose of selling the book

· When the book will be available

· What the writer wants/would like help with

Award 1 mark for each up to a maximum of 4 marks

Accept inclusion of other logical information
	4
	

	Possible marks
	8
	


Mark Scheme Task 3 

Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the Mark Scheme
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Write texts with some adaptation to the intended audience.
	Use basic grammar including appropriate verb-tense and subject-verb agreement

Check work for accuracy, including spelling
Sequence writing logically and clearly
	W1c
W1d
Wb


	Spelling is consistently accurate. Award 2 marks

Spelling is sometimes accurate. Award 1 mark

and

Basic grammar is consistently accurate. Award 2 marks

Basic grammar is sometimes accurate. Award 1 mark

and
Use of verb-tense agreement is consistently appropriate. Award 2 marks

Use of verb-tense agreement is sometimes appropriate. Award 1 mark

and

Use of subject-verb agreement is consistently appropriate. Award 2 marks

Use of subject-verb agreement is sometimes appropriate. Award 1 mark
and

Final document was fit for purpose eg.

Appropriate for audience - easy to read, encourages the manager to help sell the book, and to help advertise the book

Appropriate layout - address details, name of sender, signed by sender
Appropriate level of detail - title of the book, content, price, purpose of selling the book, mention of charity.
Award 1 mark for each, up to a maximum of 6 marks
	8

6
	

	
	
	
	The tone of the letter was appropriate to the task eg:

· Persuasive
· Polite
· Used formal language
Award 1 mark for each up to a maximum of 2 marks
	2
	

	Possible marks
	16
	


Mark Scheme Task 4 
Assessors should be prepared to award zero marks if the candidate’s response is not worthy of credit according to the Mark Scheme
	Skills standard
	Coverage and range
	Ref
	Awarding of marks against evidence in response
	Available marks
	Marks awarded

	Write texts with some adaptation to the intended audience.
	Use basic grammar including appropriate verb-tense and subject-verb agreement

Check work for accuracy, including spelling


	W1c

W1d


	Spelling is consistently accurate. Award 2 marks

Spelling is sometimes accurate. Award 1 mark

and
Use of verb-tense agreement is consistently appropriate. Award 2 marks

Use of verb-tense agreement is sometimes appropriate. Award 1 mark

and

Use of subject-verb agreement is consistently appropriate. Award 2 marks

Use of subject-verb agreement is sometimes appropriate. Award 1 mark
and

Final document was fit for purpose eg.

Appropriate for audience - easy to read, encourages people to buy the book

Appropriate level of detail - title of the book, content, price, mention of charity, thank you to people
Award 1 mark for each, up to a maximum of 4 marks
	6
4
	

	
	
	
	The tone of the newsletter item was appropriate to the task eg:

· Exciting

· Appropriate for news letter

· Persuasive
Award 1 mark for each up to a maximum of 2 marks
	2
	

	Possible marks
	12
	



Total marks awarded: 
Pass Mark: 34/43 

This must include a minimum of:

· 6 or more marks for spelling, punctuation and grammar (W1c and W1d) in Task 3
· 6 or more marks for spelling, punctuation and grammar (W1c and W1d) in Task 4
Candidate achieved: Y / N
6

