
 

 
 

 
 
 
Sample Paper: P000298  
 
 
NCFE Functional Skills Qualification in English at Level 1 – Writing (501/1660/5) 
 
Time Allowed: 1 HOUR  
 
 
 
 
 
 
 
 
 
 
 
 
You may use a dictionary during this assessment. 
 
There are two activities in the assessment. You must complete both activities. 
 
Read the scenario and each document carefully.  
 
Read each activity carefully before starting. 
 
At the end of the assessment hand all documents over to the invigilator  
as instructed. 
 

DO NOT TURN OVER UNTIL YOU ARE INSTRUCTED TO DO SO BY THE 

INVIGILATOR. 

 

 
 
 

For Examiner use only: Writing  

Activity number 1 2 Total marks 

Marks awarded    

Marks available 20 20 40 
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Scenario 
 
This assessment is about cycling. 
 

Read the documents provided and complete the two writing activities: 
 
Activity 1: Write a factual report.  20 marks 
Activity 2: Write a letter for a newspaper.  20 marks 

 
 
Marks are given in both activities for your ability to:   
 

 
Activity 1 Activity 2 

Write clearly and coherently, including an 
appropriate level of detail 

5 marks 5 marks 

Present information in a logical sequence 2 marks 2 marks 

Use language, format and structure suitable for 
purpose and audience 

4 marks 4 marks 

Use correct grammar, including correct and 
consistent use of tense 

3 marks 3 marks 

Ensure written work includes generally accurate 
spelling and that meaning is clear 

3 marks 3 marks 

Ensuring written work includes generally 
accurate punctuation and that meaning is clear 

3 marks 3 marks 

 
45% of the marks are available for evidence of accurate spelling, punctuation 
and grammar. 
 
Suggested timings:  

 Allow 10 minutes overall for reading, planning and proofreading. 

 Allow approximately 25 minutes for Activity 1. 

 Allow approximately 25 minutes for Activity 2. 
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Activity 1: Write a factual report. 

(Marks available: 20) 
 
You were a witness to a cycling accident on your way home from work and the 
cyclist has asked you to write a factual report for her insurance company. 
 
Your report will need to include:  

 a clear explanation of what you saw and when it happened 

 a description of the person driving 

 what happened to the cyclist 

 anything else you feel it is important to mention. 
 
Think about how to format your report and remember the insurance company may 
need to contact you. 

 
One document has been provided. It contains useful content for the activity. You 
may also use your own ideas to complete the report.  
 
  
 
You may use the space below for planning and drafting your report. 
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Document 1:  This shows the incident between the cyclist and the car.  
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Write your report here: 
 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

 ..........................................................................................................................................   
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Activity 2: Write a letter for a newspaper. 

(Marks available: 20) 
 
There are no cycle lanes in the town where you live. 
 
You see an article in your local paper and decide to write them a letter, giving your 
views on cycle lanes. 
 
You can be in favour of cycle lanes or against them.  
 
You should: 

 use a suitable format 

 state why you are writing 

 explain why you think that cycle lanes would be a good idea or a bad idea. 
 
One document has been provided, which contains useful content for the activity. You 
may choose to select and use any of the material for your writing. 
 
You may also use your own ideas to complete this activity.  
 
 
You may use the space below for planning and drafting your letter. 
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Document 2:  Newspaper Article. 
 

 
 
 
 

 
 
 

 
At the Weekly Mail we have looked at 
the pros and cons of new cycle lanes 
in our local towns. We’ve talked to lots 
of locals. This is what you say. 

Some of you support cycle lanes 
because: 

 they make you feel safer and 
there will be fewer cyclists 
knocked off their bikes 

 they mean more cyclists and 
fewer cars, therefore less 
pollution 

 they make things safer for 
pedestrians because they keep 
cyclists off footpaths! 

 
 
Some of you don’t like cycle lanes 
because: 

 they mean there will be fewer 
places to park 

 there will be more litter 

 car space will be squeezed  
out because roads are reduced 
from three lanes to two.  

So what do you think? 

The council will announce traffic plans 
for our town next month. Make sure 
your voice is heard.  
 
Write to: 
The Editor 
Weekly Mail 
All Saints Road 
Bexley  
BB3 1AX 

  

The Weekly Mail 

Yes or No to more cycle lanes? 
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Write your letter here: 
 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

End of assessment 


