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NCFE Functional Skills Qualification in English at Entry Level 3
Writing (600/1510/X)
Mark Scheme
Set A (Sample) – The Nature Trail  

Guidance for Assessors
The following Mark Scheme gives you:

· examples and criteria of the types of response expected from a learner

· how individual marks are to be awarded

· the total mark for each task.

Assessors should be prepared to award zero marks for any of the tasks if the learner’s response is not worthy of credit according to the Mark Scheme.
For levels of support and generic guidance on marking please refer to the NCFE Assessor Instructions and Guidance – Functional Skills Controlled Assessment (Entry Levels).
Summary of coverage and range 
	Skills Standards
	Coverage and range
	Task reference
	Available marks

	Write texts with some adaptation to the intended audience
	a) Plan, draft and organise writing
	1,2,3
	14

	
	b) Sequence writing logically and clearly
	1,2,3
	11

	
	c) Use basic grammar including appropriate verb-tense and subject-verb agreement
	3
	6

	
	d) Check work for accuracy, including spelling
	3
	3

	Summary of question type: 100% open questions 


	Task 1
	
	Marks

	
	The learner has: 

· used bullets or numbering for each task in the list (1 mark)
· identified 5 or more tasks that they need to complete (2 marks)
· identified 3 or 4 tasks that they need to complete (1 mark).
Maximum of 4 marks available.
	4

	
	Award marks for the learner’s ability to: 
· use consistent and appropriate words and phrases used to present information and omit any unnecessary words and/or conjunctions (eg and/so/if/of) (3 marks) 
· use appropriate words and phrases to present information and omit any unnecessary words and/or conjunctions, most of the time (2 marks)
· use words and phrases to present information and omit any unnecessary words and/or conjunctions, some of the time, but may be incomplete or inappropriate (1 mark).
Maximum of 3 marks available.
	3

	
	Total marks
	7


	Task 2
	
	Marks

	
	The learner has:

· added a subject (1 mark)
· used an appropriate opening (1 mark)
· used a logical sequence (1 mark)
· used an appropriate closure (1 mark)

· produce an email which fit for purpose (1 mark).
Maximum of 5 marks available. 
	5

	
	The learner’s email: 

· invited people to go on the nature trail (1 mark)

· gave relevant information about the nature trail (1 mark per piece of information, maximum of 2 marks)
Maximum of 3 marks available. 
	3

	
	Total marks
	8


	Task 3
	
	Marks

	
	The learner has:

· appropriately addressed the letter (1 mark) 

· used an appropriate opening (1 mark)

· used an appropriate closure (1 mark)
· used a logical sequence (1 mark)

· produced a letter that is fit for purpose (1 mark).
Maximum of 5 marks available.
	5

	
	The learner’s letter: 
· informed the manager that the trip is arranged (1 mark)

· provided the number of people attending (1 mark)

· provided details of the date and time of the trip (1 mark)

· explained that the mini bus is booked and/or paid for (1 mark)

· explained who is leading the trip (1 mark).
Maximum of 5 marks available.
	5

	
	Learners must achieve a minimum of 6 or more marks across the below sections.

	
	Award marks for the learner’s ability to: 

· spell all high frequency words and words with common spelling patterns correctly (3 marks)

· spell most high frequency words and words with common spelling patterns correctly most of the time (2 marks)

· spell some high frequency words and words with common spelling patterns correctly most of the time (1 mark).
Maximum of 3 marks available.
	3

	
	Award marks for the learner’s ability to: 
· consistently construct all sentences correctly using upper and lower case letters, full stops and question marks, as appropriate 
(3 marks)
· construct most sentences correctly using upper and lower case letters, full stops and question marks, as appropriate (2 marks)
· construct some sentences correctly using upper and lower case letters, full stops and question marks, as appropriate (1 mark).
Maximum of 3 marks available.
	3

	
	Award marks for the learner’s ability to: 
· consistently use correct basic grammar including verb-tense and subject-verb agreement appropriately, all of the time (3 marks)
· use correct basic grammar including verb-tense and subject-verb agreement appropriately, most of the time (2 marks)
· use correct basic grammar including verb-tense and subject-verb agreement appropriately, some of the time (1 mark).
Maximum of 3 marks available.
	3

	
	Total marks
	19


	
	Overall marks
	34

	Pass mark
	26 
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