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vskillbuilders n writing n entry level 3

Introduction

Functional Skillbuilders have been specifically developed to support teachers delivering
Functional Skills. There are 30 volumes in the series providing a dedicated book for each
section and level of the Functional Skills standards in English and Maths. The series has
also proved to be invaluable to support English and maths skills for a range of students
whether they are working towards Functional Skills, Apprenticeships, Foundation and
Progression Awards or simply brushing up on their skills.

All the task-based activities in Functional Skillbuilders are based in three workplace
settings – a hotel, a supermarket and a factory. This helps make the activities both real
and relevant to adult and young adult students. Knowledge about each workplace builds
cumulatively as students progress through the levels. The tasks become increasingly work
specific as students progress through the series. At Entry Level 3 Writing tasks remain
straightforward, but become increasingly work focused.

Functional Skillbuilders are designed to be mediated by teachers. They provide you with
resources to explicitly teach Functional Skills at each level. The teaching notes explain the
skills addressed on each worksheet and provide guidance for teaching strategies.
Templates for groupwork are included at every level.

Functional skills

These activities are task-based and provide teachers with a variety of materials to build
the full range of Functional Writing skills. The first section of the book explicitly teaches the
Functional Writing skills required at Entry Level 3. Students then have 2–3 more
opportunities to build and apply these skills in vocational contexts, allowing the teacher to
teach skills, enable practise and to check learning. 

Instructions are mostly given for carrying out the activities on paper, however you can
choose to use to use on-screen wherever possible and applicable to your own setting. We
have made suggestions for on-screen work in the teaching notes. We have also included a
list of websites for teachers to use as source material to create on-screen writing tasks
relevant to the manufacturing, retail and hotel industries, these are on page 64. Teachers
should bear in mind the complexity and reading/writing level of texts and select pages as
appropriate as possible for Entry Level 3 students.

How to use this pack

Ask the student to complete the checklist on page xvii with you. This checklist will tell you
the writing skills your student most wants to practise. Use the outcome of this discussion
to agree targets with the student and use the table to identify suitable worksheets.
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Introduction

vi

Teaching point

If there are any teaching points on the worksheet they will appear like this.

Tutor questions

Mapping

Mapping to the Functional Skills standards is available electronically. Please email
enquiries@axiseducation.co.uk.

Additional teaching materials

Templates for group work are at the very back of the pack. Photocopy them as required.

Any questions to be read aloud by the te
acher appear

at the bottom of the worksheet in a box 
like this.

tutor questions

Teaching notes

There are teaching notes for each worksheet. They explain the purpose of each worksheet
and any groundwork that the teacher needs to cover first. The teaching notes include
suggestions for group work, work in pairs and extension work. 

Worksheets

A box like this at the top of each worksheet tells students the skills they will
practise, ensuring that they are aware of learning outcomes from the outset.
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These teaching notes are organised by
worksheet. There are teaching notes for every
worksheet and they are designed to be read in
conjunction with a photocopy of the relevant
worksheet. The skills covered are listed
alphabetically in the Student checklist on page
xvii of this pack. The Groundwork section
highlights the skills that need to be taught before
your students tackle the worksheets, together
with teaching suggestions. Suggestions for
paired and group work are also included.

Worksheets 1, 2
Spelling by analogy

Worksheets

Explain the skills that your students are going to
practise. Make sure that your students
understand the use of analogy and how it can
help them spell hundreds of words. Then ask
them to carry out the task.

Extension work

Ask students to make a note of words they find
difficult to spell. Help them use the strategy of
analogy to improve their spelling skills. If the
word is irregular you may find it fits in with other
words of a similar pattern. Otherwise you may
need to suggest that your students learn very
irregular words as sight vocabulary.

Worksheet 3
Word building

Groundwork

Use the teaching point to discuss compound
words and how they are made up. Ask your
students to think of any compound words
without prompting. Then ask them to complete
the worksheet. This reading strategy will be

useful even if the students can only recognise
half of the word.

Worksheet

First, explain the skills your students are going to
practise. Then ask them to carry out the
activities.

Worksheets 4, 5
Wordbuilding using prefixes and
suffixes

Groundwork

Use the teaching point to explain what prefixes
are and how they change the meaning of the
word. For example, putting un in front of a word
often makes an opposite:

happy � unhappy
helpful � unhelpful. 

Then ask your students to complete the
worksheet. If they can write a sentence
explaining the meaning of the new word, they
will have achieved the standard required by the
curriculum elements in brackets.

Worksheet 4

Use the teaching point to explain what suffixes
are and how they often change the grammatical
sense or the meaning of a word. 

For example, putting er after a verb often 
changes it to a noun:

help � helper. 
Putting ed after some verbs changes their 
tenses:

help � helped. 

Ask your students to complete the worksheet. If
they can write a sentence explaining the

Teaching notes
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Teaching notes
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meaning of the new word, they will have
achieved the standard required by the
curriculum elements in brackets.

Extension work

Extend your students’ knowledge and use of
prefixes. Teaching the meaning of the prefix will
help them remember it:

anti – against or opposite to
dis – not, or away
il – not
im – not
in – not
inter – between
ir – not
mis – wrong
post – after
pre – before
pro – for, or forward
re – again, or back
sub – under
super – above
trans – across

Extend your students’ knowledge and use of
suffixes. Suffixes can begin with vowels or
consonants:

Suffix Example
-ful helpful
-less hopeless
-ly gladly
-ment argument
-ness happiness
-er, -or baker, actor
-en hidden
-ish foolish
-ation migration
-ing shopping

Worksheet 6
Writing notes and messages 

Groundwork

Discuss the tone and style your students should
use when writing notes and messages. Ask them
to come up with a list of guidelines for writing
notes. Include guidelines for punctuation and
spelling.

Worksheet

Explain the skills that your students are going to
practise, then ask them to carry out the
activities. 

Groupwork

Compare the style and tone used in the
messages on Worksheet 6 and place them in
order of the level of formality required.

Worksheets 7, 23, 41
Writing telephone messages

Worksheet 7

Use the notes at the top of the page to
demonstrate how a telephone message pad is
used. Provide your students with sufficient copies
of the message pad for you or a partner to leave
these messages:

Message 1
“My name is Jenny Platt. Can you please tell Tom
Browne that I can’t meet him for lunch
tomorrow. Can he phone me back on 01675
564314? Thanks.”

Message 2
“Hi, Carol McIvor here from the Inland Revenue.
Meg Harris rang me earlier this morning but I
was out of the office. Could you please ask her

C
on
so
na
nt
 

Vo
w
el
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to ring me on 01897 657543 before 5 pm? Thank
you.”

Message 3
“Good morning. This is Tim Neal speaking from
the Job Centre. Please can you let Bob Hill know
that his advert will be on display as from today?
Many thanks. “

Message 4
“Hello. Alex King speaking from ANC couriers.
I’m trying to contact John Ball urgently about a
missing consignment. Can he ring me on 01897
765451 as soon as possible please?”

Worksheet 23

Demonstrate how a telephone message pad is
used. Provide your students with sufficient copies
of the message pad for you or a partner to leave
these messages:

Message 1
“Hello. I’m David Green’s secretary. Can you ring
him on 01876 908908? He’d like to change the
catering arrangements for his stay this coming
Friday. Thank you.”

Message 2
“Hi, Sally here. Can you say sorry to Dev, but I’ll
be a little late for work. I’ve got a puncture. I
think I’ll be another 30 minutes. See you later.”

Message 3
“Good morning. It’s Jenny Young from
Ashbourne Waters returning Tim Clarke’s
telephone call. I’m going to be out of the office
for the rest of the day, but he can get me on my
mobile. That’s 0898 75452413. Could you ask
him to call me please?”

Worksheet 41

Demonstrate how a telephone message pad is
used. Provide your students with sufficient copies
of the message pad for you or a partner to leave
these messages:

Message 1
“Good morning. Gilda Smart here. I’m returning
Mr Browne’s call. Can he call me today on
01543 987098 before 5 pm.”

Message 2
“Good morning. It’s Graham from Morris Oils
calling to confirm my lunch meeting with Joe at
1 pm today. I’ll just turn up unless he calls to say
that’s not OK. Thanks.”

Message 3
“Hello. Mr King from Renault here. I’m not happy
about the order I’ve just received. Can you get
the manager to call me back as soon as possible.
My number is 0151 347 8989.”

Extension work

Ask your students to work in pairs giving and
receiving telephone messages to each other.
They could write the notes on paper or on screen.

Worksheets 8, 9, 10, 11
Planning writing

Groundwork

These worksheets provide students with
techniques for planning their writing. You should
make sure that you are familiar with the use of
each method before you help your students
tackle these tasks.

Extension work

Use writing software such as write online from
Cricksoft.
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Worksheet 8
Writing for different purposes

This worksheet helps you introduce the need to
plan writing and the concept of writing drafts.
The brief activity requires students to identify the
definitions of different writing tasks. 

Worksheet 9
Wordchains

Explain that wordchains are helpful for thinking
of adjectives and adverbs for descriptive writing.
Explain any terms that your students may find
difficult. The teaching point provides you with the
opportunity to do this. Then ask your students to
complete the tasks.

Worksheet 10
Key word bricks

Use the teaching point to explain the concept of
using key words when planning writing. We have
not provided ideas for writing on this worksheet
and suggest that you ask students to plan a text
about something in which they are interested.

Worksheet 11
Spidergrams

Explain that using a spidergram is another
method of gathering ideas. Demonstrate how to
use a spidergram. Then ask students to use a
separate piece of paper to write a spidergram
about themselves. 

Extension work

Use all the plans and drafts to produce pieces of

writing from word chains, key word bricks and
spidergrams.

Worksheets 12, 13, 27, 33, 36, 43
Narrative writing

Groundwork

Discuss the factors that make a good narrative
text. You might want to give your students some
wordchain sheets to help get their ideas flowing.

Worksheets

Explain the skills that your students are going to
practise, then ask them to carry out the tasks.
Provide each student with a thesaurus and a
dictionary so that they can proofread and
improve their initial drafts. These worksheets all
require students to produce various pieces of
descriptive writing:

Worksheet 12 – piece of personal writing about a
hobby, eventful day or an opinion on a film or sport

Worksheet 13 – describing food items, writing
an advertisement

Worksheets 27, 33, 43 – using pictures to write
about the hotel, supermarket and factory
respectively 

Worksheet 36 – Prepare text for a supermarket
advertising leaflet.

Groupwork

The picture on Worksheet 27 is available as a
template (T1). Use it to conduct this descriptive
writing task as a group activity.
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Extension work

The outcomes of many of these activities lend
themselves to group discussions and
presentations. You could therefore combine
speaking and listening and reading skills in an
integrated task. For example, one student could
give other members of the class a handout of
their piece of writing or a power point
presentation together with an oral presentation
on their topic. The other students could then
question the presenter. 

Worksheets 14, 15, 25, 26, 34, 51
Creative writing

Groundwork

Discuss the factors that make a good piece of
creative writing. You might want to give your
students some key word brick sheets or a
spidergram to help gather ideas. When you
review the discussion, ensure that the list of
factors includes: a believable story, convincing
characters, as well as a good beginning, middle
and end.

To help ideas flow, you could use the first
paragraph of a selection of stories or
advertisements and ask your group to
constructively criticise them. They could then
write the next paragraph.

Worksheets

Explain the skills that your students are going to
practise, then ask them to carry out the tasks.
Provide each student with a thesaurus and a
dictionary so that they can proofread and
improve their initial drafts. These worksheets all
require students to produce various pieces of
creative writing:

Worksheet 14 – writing advertising copy about
the mood and style of redecorated rooms at the
hotel

Worksheet 15 – writing a 200-word passage
comparing good levels of hotel service to poor
levels

Worksheets 25 and 34 – writing witty captions
for competitions

Worksheet 26 – writing about a ‘dream’ hotel.

Worksheet 51 – writing a gossip column.

Extension work

After working on writing advertising copy, the
students could put together an advert for the
college or for a product of their choice.

Extend the caption writing activities by collecting
competition entry forms for your students. Look
at the products or promotors and try to help the
students create captions that best suit each
product. 

The gossip column activity could be just one
feature in a class newspaper. You could set up a
news sheet or newspaper working party with
tasks allocated to students reflecting their
interests – sports writer, news editor, beauty
editor and so on. Ask each student to write and
edit a feature. Help the students bring all of the
articles together and print it using
wordprocessing or desktop publishing software.
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Worksheets 16, 24, 28, 32, 42, 48, 49
Letter writing

Groundwork

The template on Worksheet 16 will help you
remind your students how a letter should be laid
out. 

Worksheets

These worksheets all require students to produce
various types of letters:

Worksheet 16 – a letter of explanation to a
child’s school, a letter to a boss asking for time
off, a thank-you letter, a letter of enquiry, a reply
to a letter of complaint

Worksheets 24, 32, 42 – job application letters
for jobs at the hotel, supermarket and the
factory

Worksheet 28 – a letter of complaint

Worksheets 48, 49 – a warning letter to an
employee.

Ensure that your students understand how to lay
out a letter, then ask them to carry out the tasks. 

Extension work

If your students require help with letter writing,
ask them to provide examples from their
everyday life. For example – letters to utility
companies, letters applying for jobs, letters
asking for information or brochures and so on.
Write, edit and proofread them using ICT.

Worksheets 17, 37
Proofreading for language and layout

Groundwork

Discuss the expected level of formality in
business letters.

Worksheets

Explain the skills your students are going to
practise then ask them to carry out the tasks.
Use Worksheet 16 as a prompt if students
remain uncertain about letter layout.

Group work

Worksheet 17 is available as a template (T2).
Use it to conduct this proofreading task as a
group activity.

Extension work

Prepare passages for proofreading using a
wordprocessing programme. Prepare documents
for different purposes with errors in language
and layout. Ask students to read the documents
on screen and correct them.

Worksheets 18, 19
Tenses

Worksheet

Use the teaching point to help your students
understand the correct use of past, present and
future tense. Then ask them to complete the
activities.

Extension work

Select a variety of brief passages from
newspapers and magazines and ask students to
alter the tenses. Prepare passages for changing
tense using a wordprocessing programme. Ask
students to read the documents on screen and
alter the tenses to either past, present or future.
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Worksheets 20, 21, 30, 40
Writing emails

Groundwork

Explain what emails are used for in the
workplace. Make it clear that the standard of
spelling and punctuation should be good. You
may want to get your students to use email
software for these worksheets.

Worksheets

Explain the skills your students are going to
practise then ask them to carry out the tasks.

Extension work

Encourage students to use email. Many authors,
artists and experts are contactable through
email on the Internet. Get students to contact
authors of books that they have read or to ask
questions and respond to issues. A really good
place to look is on the BBC’s website. There are
lots of forums where people can email comments
on a range of topics from sport to food. There
are also opportunities to send in questions about
revision (on the Bitesize section). 

Worksheets 22, 31, 39
Punctuation

Groundwork

These three worksheets are similar proofreading
activities contextualised to the supermarket hotel
and factory. Before you start the activity you
should check your students’ understanding of the
use of capital letters, full stops and question
marks.

Worksheets

Explain the skills your students are going to
practise, then ask them to complete the task.

Group work

These worksheets are available as Templates 3, 4
and 5. Use them to conduct these exercises as
group activities.

Extension work

Prepare punctuation exercises using a
wordprocessing programme. Write a passage of
three paragraphs with incorrect punctuation and
ask students to correct the mistakes.

Worksheets 29, 38, 44, 45
Writing reports

Groundwork

Your students are going to use the writing frame
on Worksheet 29 to summarise a discussion
about the pros and cons of moving Blackwell’s
Supermarket from a town centre to an out of town
site. You need to facilitate the discussion. How you
do this will depend on the skills and confidence of
your group of students. 

You could run the discussion as a debate with
your group split into opposing teams – one for
and one against the out of town site. Or you
could let everyone make their own contributions.
You might ask students to work in small groups
to brainstorm reasons why the supermarket
should or shouldn’t move and use this
information as a cribsheet for the discussion. You
could also ask your students to carry out some
research on the Internet or in a library to find
out about the pros and cons of various
supermarket locations and then come back for
the discussion.
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Worksheet 29

The writing frame should scaffold your students’
write-up of the discussion and help them put
across their own point of view.

Extension work

Use this format for group discussions and
reports on a wide variety of topics to suit your
students’ interests and needs.

Groundwork

Your students need to do some Internet research
to complete Worksheet 38. We recommend
Google as a search engine: www.google.co.uk
If you ask them to search for online supermarket
shopping they should be able to find all the
supermarkets that offer this service. The
following are the websites of online
supermarkets: 

www.asda.com
www.iceland.co.uk 
www.sainsburys.co.uk
www.tesco.com
www.waitrose.com

Students have to judge whether or not an
independent supermarket at one site only can
compete with the big nationals.

Worksheet 38

The writing frame should scaffold the findings of
your students’ research and help them explain
their own point of view.

Extension work

Use this writing frame as a format for reports on
a huge variety of topics to suit your students’
interests and needs.

Worksheets 44, 45

Explain the skills your students are going to

practise, then ask them to complete the form.
All the information they need to complete the
accident report form is provided. Students
should use their own name at the foot of the
form.

Worksheet 35
Write a questionnaire

Groundwork

Discuss features of questionnaires and types of
questions. Demonstrate to your students the use
of open and closed questions and how to write
them. The information gathered will form the
basis of a short report. The questions will
therefore need to be worded so that the results
can be quantified. For example:

On a scale of 1–5, where 1 is very important and
5 is not at all important, how important is our
on-site carwash?

Worksheet

Ask students to devise questions. When you
check their questionnaires, make sure that the
questions will provide appropriate information
for the report. Then ask the students to conduct
the questionnaire with ten different people and
summarise their findings. You could help scaffold
their writing by using the report criteria as
subheadings. Your students can put in as much
or as little work as you require on the report.
Those with good numeracy skills may like to
present their results as percentages. 

Worksheet 46
Write instructions

Groundwork

Discuss the importance of using clear language
in instructions. Model how to write a set of
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instructions – choose something with which all
your students will be familiar. Write the
instructions on a board. Then revise each step,
making sure that the language is clear and
concise. You should also discuss the conventions
of instructions, such as numbered or bulleted
points. 

Worksheets

Explain the skills that your students are going to
practise, then ask them to carry out the task. 

Extension work

Ask your students to write sets of instructions for
a variety of processes appropriate to their work
or social needs.

Worksheet 47
Write a warning sign

Groundwork

Discuss the features of warning signs with your
group. Explain that the information given needs
to be very brief and to the point.

Worksheet

Explain the skills that your students are going to
practise, then ask them to carry out the task.

Extension work

Ask your students to write and choose suitable
graphics for a variety of warning and safety
signs and notices appropriate to their work or
social needs.

Worksheet 50
Sequence writing in chronological
order

Before you ask your students to do this activity it

may be helpful to discuss the types of
sequencing words used in instructions, for
example next, finally, before and so on. You may
find that there are several variations in the
answers so when your students have completed
the task, it is worthwhile asking students to
discuss their answers and justify them. The group
can then come to a consensus.

Groupwork

The table on Worksheet 50 is available as
Template 6. Use it to conduct this sequencing
task as a group activity.

FSB_WRITING EL3_2011_U_writing EL 3  01/09/2016  07:05  Page xv



FSB_WRITING EL3_2011_U_writing EL 3  01/09/2016  07:05  Page xvi



xviiskillbuilders n writing n entry level 3

Student checklist

Functional Skillbuilders Writing Entry Level 3 will help you improve your English skills. These
are the writing skills covered in this book. Tick the boxes to say which skills you think you will
find the most useful to practise. Then discuss your ideas with your teacher.

Skill � Worksheets

Adding details to bare text 36

Expressing an opinion 29, 38

Filling in a form 25, 34, 44, 45

Finding out information 38

Improving spelling skills 1, 2

Planning and drafting a brief questionnaire 35

Planning and drafting a short report 29, 38

Planning and producing a narrative text 12, 13, 14, 15, 26,27, 33, 43, 51

Planning your writing 9, 10,11

Proofreading 17, 37

Understanding different reasons and types of writing 8

Using correct punctuation 17, 22, 31, 37, 39

Using descriptive language 36

Using graphics 46, 47

Using tense correctly 18, 19

Word building using compound words 3

Word building using prefixes and suffixes 4, 5

Writing a sign 47

Writing a witty caption 25

Writing in chronological order 50

Writing instructions 46

Writing letters 16, 24, 28, 32, 42, 48, 49

Writing emails 20, 21, 30, 40

Writing notes and messages 6

Writing personal details 25

Writing telephone messages 7, 23, 41

Writing using headings 36
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Improve spelling. Word building.

1. Spelling by analogy 1

The use of analogy is a good way of spelling a wide range of words. 

For example, when you learned how to spell cat you could then spell bat, fat, hat, mat, pat,
rat, sat and vat!

Using your knowledge of the sounds that the letters of the alphabet make, see how
many real words you can make using each of these letter strings.

-ank -anch -ight -ough -ought
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Improve spelling. Word building.

2. Spelling by analogy 2

2

Choose two words from each list on Worksheet 1 and write a short sentence that will
show your teacher that you understand the meaning of each one. You may need to
use a dictionary!

Word Sentence

-ank 1.

2.

-anch 1.

2.

-ight 1.

2.

-ough 1.

2.

-ought 1.

2.
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Build words using compound words.

3. Word building

A compound word is one made from two or more smaller words.  Most of the time each of the
smaller words is just one syllable.

sun un self on ness play win

hope ful car neath in tie to

less dis un check her form port

dow fully up grace cake gin check

set tidy point happy be burger do

appear ly ground cheese man shine beef

air un him under un kind out

Use two (or more) words / syllables from the grid to make as many compound words
as you can. 

1.

2.

3.

4.

5.

Choose five of the compound words you have made from the grid and write a
sentence using each one.
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skillbuilders n writing n entry level 3

Build words using prefixes and suffixes.

4. Root words, prefixes and suffixes 1

4

Some words can be thought of as root words. They can be changed by adding some letters in
front (a prefix) or by adding letters after (a suffix). In some cases letters are added at both
ends!

Here are some common suffixes and prefixes.

PREFIX
a-
be-
de-
en-
mis-
in-
re-
to-
un-
ad-
dis-
pre-

SUFFIX
-ed
-er
-est
-ing
-ous
-able
-ly
-s
-ment
-y
-age
-ful

sad appear safe healthy clean lock shop swim chop begin

mask rub like thin pin chat invite loud obey port

unhappily

happy

unhappy happily

Follow the instructions on Worksheet 5 for work with these words
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5skillbuilders n writing n entry level 3

Build words using prefixes and suffixes.

5. Root words, prefixes and suffixes 2

Choose ten words from the grid at the bottom of Worksheet 4. Add a suffix or a prefix
to your chosen word to change its meaning. For each word you change, write a
sentence to show your tutor that you understand what the new word means.

Word Prefix / Suffix Sentence

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.
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skillbuilders n writing n entry level 3

Write notes and messages.

6. Jot it down

6

The tone used when writing notes and messages to friends and family is different to the tone
you would use in formal letters and reports. The language you use when writing notes or
messages can be relaxed, informal and friendly but the aim is just the same – to convey
information to someone else!

Choose one of these examples and write a note or message to suit the task.

� Leave a note for someone you live
with to ask them to add bread to the
shopping list.

� Leave a note for a colleague asking
them to order more tea and coffee
supplies.

� Write a note for the person you live
with telling them you will be late
home.

� Write a note to your supervisor
asking them for time off for a
doctor’s appointment.

2. List the notes in order of how formal you think they should be, starting with the
most formal first.

1
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Write telephone messages.

7. Make a record

Some companies use pre-printed forms to make a note of phone calls. Here is an example:

Telephone message

Date: Time:

To:

From:

Telephone number:

Ring back They will ring back

Returning your call Urgent

Message taken by:

0121 350 7444

Shelly

Mr Greene

Jane Collins

9 am23rd April

Use this message pad to take down the message your partner or tutor gives you.

�

Telephone message

Date: Time:

To:

From:

Telephone number:

Ring back They will ring back Returning your call Urgent 

Message:

Message taken by:
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skillbuilders n writing n entry level 3

Understand that writing is a process.  Identify different types of writing.

8. Writing for different purposes

8

Writing can be easy – if you follow a few simple rules.

n Take your time.

n Plan your writing – your tutor will help you.

n Write down some keywords that you would like to use. Your tutor can help you spell these
words correctly.

n Don’t worry about making mistakes – the first time you do a piece of writing it is called a
draft.

n Proofread your draft piece of writing. This means reading to look for spelling and
punctuation mistakes and to check that your meaning is clear.

n Above all, enjoy writing!

There are different types of writing. Use an arrow to match these types of writing to
their descriptions.

Creative writing

Descriptive writing

Formal letter writing

Informal writing

where the layout of a letter follows a set
pattern and where the language and
sentences you use will be quite formal.  This
style of writing is usually used for letters and
reports.

where the style and language you may use
will be friendly and relaxed. You might write
notes, letters or postcards in this way.

where you choose words to create an
interesting piece of writing to suit a
particular audience or to suit a particular
task.

where you choose words to describe
something.  It could be a person, a place, an
event, a book, a film – the list is enormous!
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Plan your writing.

9. Word chains

Wordchains are useful for gathering ideas to describe a topic. They work like a word association
game. Write a word in the box and then write the next adjective (describing word) that springs to
mind.

Use this wordchain to think of adjectives to use when writing about one of these three
factual issues:

Now use a word chain to think of adjectives to use when writing about one of these
three fictional topics:

Write three sentences about:

a. your chosen factual topic.

1. 

2. 

3. 

1. Pollution
2. Pub licencing hours
3. Homelessness

1. A winter morning
2. A supernatural tale
3. A tropical holiday

b. your chosen fictional topic.

1.

2.

3.

If you need help with spelling, ask your teacher or use a dictionary.
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When you plan a piece of writing it can be helpful to group ideas under key words. Key words
will summarise the overall idea you want to convey in a paragraph. 

skillbuilders n writing n entry level 3

Plan your writing.

10. Key word bricks

10

Choose a topic from the list and use each brick of the wall to write a word about it.
Then use the key words to write two paragraphs about your topic.

n your home
n your place of work
n your children
n your college or school
n your hobby
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Plan your writing.

11. Spidergrams

A spidergram will help you think of points you want to cover in a piece of writing. You can then
number each point to put your paragraphs in a logical order.  

On a separate piece of paper use the spidergram template to plan a short piece of
text about yourself. Then use the lines at the foot of this page to turn your notes into
sentences.

ME!

Where I live

I live with

My ideal job

What I don’t like

What I look like

My name is

What I do

What I like
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skillbuilders n writing n entry level 3

Plan and produce a piece of narrative writing.

12. Narrative writing 1

12

Choose one of the following topics and write100 words about it.

1. Your main hobby or interest. Say why you enjoy it, how much it costs and where you do it.

2. An eventful day you have had.

3. A film you have watched which you thought was very good or very bad, giving reasons for
your opinions.

4. Sport. Say which sports you particularly like and dislike and give reasons for your opinions.

Read your text and use a highlighter to mark all the adjectives and adverbs. Choose
five of these words and use a thesaurus or dictionary together with your own ideas to
think of as many synonyms for the words as possible. A synonym is a word with the
same or very similar meaning to another – such as large, huge and big.
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Plan and produce a piece of narrative writing.

13. Narrative writing 2

Choose one of the following food items and use the writing frame to describe it.

1. Fresh crusty loaf
2. Chocolate and cream gateau
3. Champagne
4. Cheddar cheese

The taste makes me think of 

The smell makes me think of 

The texture makes me think of 

Choose one of the food items and write an 80-word advertisement for it.
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Plan and produce a narrative text.

14. Hotel – narrative writing 1

14

The Old Hall Hotel wants to theme the style and design of the bedrooms. They have
come up with a shortlist of styles and the type of mood each room will create. Choose
one of these styles and write about 100 words to describe it. Think about the colour,
textures and style of the décor, together with the mood it is trying to create.

1. English country cottage – comfortable and traditional
2. Italian leather – modern and luxurious
3. Japanese – simple and uncluttered
4. Moroccan – exotic and decadent

Choose one of the styles and write a piece of text to go in a leaflet advertising a stay
at the hotel. The text should explain how guests will feel if they stay in that particular
room and why. Proofread your first draft for spelling and grammar mistakes then
write a final draft.
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Plan and produce a narrative text.

15. Hotel – narrative writing 2

The Old Hall Hotel is running an advertising campaign comparing the excellent
quality of its services to poor quality hotel experiences. You have been asked to write
a 200-word passage about one of these aspects of a hotel stay. Your passage should
describe very poor levels of quality and service so that the quality of the service
provided at the Old Hall Hotel seems wonderful in comparison. Proofread your text.

1. Restaurant – service, quality of the food.
2. Rooms – quality and comfort of the fittings.
3. Grounds – upkeep and facilities.
4. Staff – how helpful and efficient they are.

Read your text and use a highlighter to mark all the adjectives and adverbs. Choose
ten of these words and use your own ideas and a thesaurus to think of as many
antonyms for the words as possible. An antonym is a word that means the opposite of
another – such as large and small.
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Write letters.

16. Hotel –writing letters

16

Formal letters are laid out in a set format.  Here is an example of a letter and how it should be set
out.

Write a letter to suit each of these situations.

32 Leatfield Drive
Looseleigh
Plymouth
PL5 4NH

The Manager
Old Hall Hotel
Blacksmith’s Lane
Yelverton
Devon 
PL20 6RD

Today’s date

Dear Sir or Madam

Hotel facilities

Yours faithfully

Debbie Ball

Encs.

I am writing to complain about the lack of child-friendly facilities at
your hotel. Last weekend I came for a weekend stay with my husband
and young twin babies. The restaurant could only provide us with one
high chair. Furthermore, you do not offer a baby listening service, so
we had to spend almost all of the evenings in our bedroom.

We have been coming to the Old Hall regularly for over ten years.
This was our first visit since having the twins. If you are unable to
offer people with young children suitable facilities I will have to take
my custom elsewhere. I should be grateful if you would let me know
what your future plans are with regard to the provision of improved
facilities for young families.

I look forward to hearing from you.

Your address goes
here.

The subject of
your letter goes
here.

The address of the
person you’re
writing to goes
here.

The date you write
the letter goes
here.

At the end of the
letter write Yours
sincerely if you
know the 
person’s name or
Yours faithfully if
you don’t.

If you are 
enclosing other
papers such as an
application form
or CV, write Enc.
(or Encs. if there is
more than one) at
the end. Enc. is
short for
enclosing.

The name of the
person you’re
writing to goes
here.  If you don’t
know their name
use Dear Sir or
Madam.

What you want to
say goes in this
middle section in one
or more
paragraphs.

At the end of the
letter sign your
name. Print your
name underneath
in case your
signature is hard to
read.

n A letter to your child’s school explaining they will be absent from school tomorrow due to a
dentist appointment.

n A letter to your boss asking for some leave for a friend’s wedding.

n A letter to a friend thanking them for the birthday gift.

n A letter to college asking about courses on offer.

n A draft reply to the example letter above from the Manager at the Old Hall Hotel
apologising for the lack of high chairs. Assure the customer that you value her custom. Tell
her that you have recently ordered ten high chairs for the restaurant and that your new
telephone system has a baby listening service. The high chairs are due for delivery next
week. As a goodwill gesture you are enclosing a voucher for a free family weekend at the
Old Hall Hotel.
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Proofread letter layout. Use formal language.

17. Hotel – proofreading letters

Proofread this draft letter. Highlight all the errors in letter layout. There are four
errors to find. 

Rodney Cooke
Sales Manager
Tanner’s Wines
Wyle Cop
Shrewsbury
SY1 1NG

Dear Rod

Thank you for coming to visit us last week with your selection of wines. The catering team has had
great fun trying them all out. After a long natter we have decided to go for Tanner’s Claret as our
new house red wine and Tanner’s Sauvignon as our new white house wine. 

You said you’d give us a big discount of 35% if we have you as our only supplier of wine. I am
writing to tell you that we’re going to place our total wine order with Tanner’s Wines with
immediate effect.

We’ll fax our order each Friday and understand that you will deliver on the following Monday. To
get us started we need 50 cases of the claret and 30 cases of the Sauvignon. 

I look forward to working with you and your team.

Best wishes,

Sommelier

1. The letter is meant to be very formal. Read it again and highlight the two sentences that
are too informal. Rewrite the letter using formal language.

2. What is this letter about? Choose a heading that sums up the subject of the letter.

Old Hall Hotel, Blacksmith’s Lane, Yelverton, Devon PL20 6RD
Tel: 01822 504450 Fax: 01822 504456
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Use tense correctly.

18. Tenses 1

18

The tense of a piece of writing tells you when (in time) the piece of writing has been written.

People often write in the past tense: The shop stayed open until 8 o’clock.

You can write in the present tense: The shop stays open until 8 o’clock.

Or you can write in the future tense: The shop will stay open until 8 o’clock.

In each of these examples you are given a sentence in a certain tense. Your task is to
fill in the blank boxes by writing each sentence using a different tense.

Tense Sentence

Past I walked to work in the rain.

Present

Future

Tense Sentence

Past

Present The factory is closing at 3 o’clock this afternoon.

Future

Tense Sentence

Past

Present

Future I’m going to be promoted next month.

Tense Sentence

Past

Present I am helping Dev in the bar this morning.

Future

1

2

3

4
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Now write three sentences of your own.

19skillbuilders n writing n entry level 3

Use tense correctly.

19. Tenses 2

Tense Sentence

Past

Present

Future I will go to get some more change from the Supervisor.

Tense Sentence

Past

Present

Future I’ll see you at coffee break.

Tense Sentence

Past

Present I’m packing the boxes for the Peugeot order.

Future

Tense Sentence

Past I took over from Bill on the bakery counter.

Present

Future

Tense Sentence

Past I finished work early last night.

Present

Future

Tense Sentence

Past

Present

Future

Fill in the blank boxes by writing the sentence in the different tense, as on Worksheet 18

1

3

4

5

6

2
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Write emails.

20. Hotel – writing emails 1

20

Some companies pass on information to staff using email. Look at this example:

Use copies of the email template below and on Worksheet 21 to write an email to suit
each of the following occasions. Invent the addresses, dates and times yourself.

1. An email to notify staff of the Hotel Christmas Party.

2. An email to let staff know that the hotel is being inspected by the Good Hotel Guide.

3. An email to ask for volunteers for the Children in Need fundraising event.

4. An email to ask for staff to volunteer for New Year duties.

allstaff@oldhallhotel.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Staff meeting

Add Attachment

There will be a short staff meeting in the Manager’s office at 3 pm on Friday. Will
all non-essential staff on duty please attend. 

Rodney Cooke
Sales Manager

To:

CC:

Subject::

Send now Send later

Title

Add Attachment
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Write emails.

21. Hotel – writing emails 2

To:

CC:

Subject::

Send now Send later

Title

Add Attachment

To:

CC:

Subject::

Send now Send later

Title

Add Attachment

To:

CC:

Subject::

Send now Send later

Title

Add Attachment
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Use correct punctuation.

22. Hotel – make it right

22

This piece of text has been written without any punctuation. Use a highlighter pen to
mark where you think the missing punctuation needs to go.

the old hall hotel is a small busy hotel just on the outskirts of town

the hotel employs quite a few local people it offers great

opportunities for people who would like to embark upon a career in

the hotel trade  

there are job opportunities for staff to work in the bars restaurant

reception and leisure centre staff are encouraged to attend the local

college on a day release basis to gain qualifications in their chosen

area  

would you like to know more about the range of jobs on offer then

telephone the personnel manager at the hotel on 01822 504450

and ask for details

Use the chart to record the number of punctuation marks you highlighted.

Use a separate piece of paper to re-write the passage with correct punctuation.

Punctuation Number

Capital letters

Full stops

Question marks
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Write telephone messages.

23. Hotel –make a record

Use a blank copy of this message pad to take down the message your partner or tutor
gives you.  

Telephone message

Date: Time:

To:

From:

Telephone number:

Ring back They will ring back

Returning your call Urgent

Message:

Message taken by:
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Write a letter.

24. Hotel – just the job

24

Choose one of the jobs in this advertisement and write a letter of application.

Bar staff
Reception staff

Leisure centre staff
Porters

Chambermaids

Good rates of pay, with good holiday package. 
All training provided with day release at the local college for some posts.

Uniforms provided free of charge.

Write a letter of application explaining why you want to work for us. No CVs.

Julie Goodman,
Personnel Manager, Old Hall Hotel

Blacksmith’s Lane
Yelverton

Devon PL20 6RD
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Fill in a form. Write personal details. Write a witty caption.

25. Hotel – romantic weekend competition

The Old Hall Hotel is running a competition. The prize is an all-inclusive weekend
break for two. Fill in the form and in 15 words or less write a witty caption explaining
why you want to stay at the Old Hall Hotel.

Romantic weekend competition

Name: Address:

Date of birth:

Contact number: Postcode:

Caption in 15 words or less:

Signed: Date:
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Plan and draft a piece of creative writing.

26. Hotel – your ideal hotel

26

Write a passage describing your dream hotel. Use the information provided by your
tutor about hotel breaks in this country and abroad to make a list of key words and
phrases that would describe your dream hotel. They could be words like:

secluded      plush      magnificent      luxurious

and phrases like:

no expense spared       delicious food       great service

Use the writing frame below to describe your dream hotel.

Remember to write a draft copy first then proofread before writing the final draft.
You might like to wordprocess the final draft on the computer and add a picture to
complete your work.

I would like the hotel to be in 

The most important facilities for the hotel to have are 

The restaurant would serve 

The rooms would have 

The hotel would be 
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Plan and draft a piece of narrative writing.

27. Hotel – narrative writing

Look at this picture of the restaurant at the Old Hall Hotel. Write a narrative text
about it.

Start by planning your writing. Use a spidergram or key word bricks to write key
words and phrases. Then plan how you will put the words and phrases together.

Show your tutor a draft copy first, then proofread it before writing the final draft. You
might like to wordprocess the final draft.
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Write a letter.

28. Supermarket – writing letters

28

Use this information to write a letter of complaint to Mr Owen, the general manager
of Blackwell’s Supermarket, Towngate, Leyland, Lancashire, PR25 6VN. 

If you need help with letter layout, look at Worksheet 16.

You bought a kilo packet of strong wholemeal flour on September 14th.

When you opened the packet two days later it was full of weevils. The

weevils have infested all your dried food cupboards. The flour itself cost

just over £1, but you estimate that it has damaged well over £20 of

goods. You have kept the bag for inspection.

You want Blackwell’s to compensate you in some way so think about the

words you use in your letter very carefully. You should describe what

happened and then say what you would like the company to do, or write

persuasively and leave the option up to them.
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Write a report. Express an opinion.

29. Supermarket – report it

Blackwell’s Supermarket is considering moving to an out of town site. After your
discussion of the pros and cons of moving the supermarket use this writing frame to
give your own opinion.

We have been discussing whether 

Arguments for were 

Arguments against were 

After looking at the arguments I think that 

Because 
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Write emails.

30. Supermarket – writing emails

30

Use the email template on Worksheet 21 to write an email for each of these
situations. Invent any specific information yourself.

1. An email from Mr Owen, the General Manager to inform all staff of working

hours over the summer bank holiday.

2. An email from Brenda Murphy the Trades Union Staff Representative to Gwen

Price in the Personnel Department, copied to Mr Owen. Brenda is delighted to

tell Gwen that the staff are happy with the pay rise and will all sign the new

working practices document.

3. An email from Bill Chen, Bakery Manager to Sheila Jones, Finance Director,

copied to Mr Owen. Bill is informing Sheila that he has chosen Purina Flours of

Hungerford as their preferred supplier of flour. The contract will last a year.

Sheila should set Purina up as a supplier on the database. The supermarket

will be making weekly orders to Purina and Bill has negotiated a 25% discount

on all orders.

4. An email from Sheila Jones, Finance Director to Mr Owen, General Manager,

copied to all Department Managers. Sheila needs to tell the management

team that Blackwell’s have exceeded this month’s sales targets. The

department that generated the most profit was the delicatessen. Sheila wants

to congratulate everyone, but also remind them that the competition is fierce

and that they should bear in mind that they need to meet each month’s target

for the company to keep its independent status.
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Use correct punctuation.

31. Supermarket – make it right

This piece of text has been written without any punctuation at all! Use a highlighter
pen to mark where you think the missing punctuation needs to go.

Use the chart to record the number of punctuation marks you highlighted.

Punctuation Number

Capital letters

Full stops

Question marks

Exclamation marks

Use a separate piece of paper to re-write the passage with correct punctuation.

is having a facelift
the store will be open as usual but some departments may not
offer as full a range of goods as usual the bakery, grocery, dairy
and fruit and vegetable departments will run as normal but the

rest of the departments may have a smaller range

Blackwell’s is looking for people to distribute leaflets advertising
the new look around the local area interested if so call the duty

manager on 01772 453000 for details
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Write a letter.

32. Supermarket – just the job

32

Choose one of the jobs in this advertisement and write a letter of application.

Bakery department
Customer services
Cleaning services

Butchery department
Pharmacy

Good rates of pay, with good holiday package. 
All training provided.

Uniforms provided free of charge.

Write a letter of application explaining
what you would bring to our company.

No CVs.

Mr Owen, General Manager
Blackwell’s Supermarket

High St
Leyland

Lancs PR25 6VN
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Plan and draft a piece of narrative writing.

33. Supermarket – narrative writing

Look at this picture of a staff meeting at Blackwell’s Supermarket. Write a piece of
text about it.

Start by planning your writing. Use a spidergram or key word bricks to write key
words and phrases. Then plan how you will put the words and phrases together.

Show your tutor a draft copy first, then proofread it before writing the final draft. You
might like to wordprocess the final draft.
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Fill in a form. Write personal details. Write a witty caption.

34. Supermarket – trolley dash

34

Blackwell’s is running a competition. The prize is a five minute trolley dash. To enter
you have to fill in the form and finish the sentence in 15 words or less. Enter the
competition.

Trolley dash competition

Name: Address:

Date of birth:

Contact number: Postcode:

Food tastes fresher at Blackwell’s because

Signed: Date:
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Plan and draft a brief questionnaire. Plan and draft a short report.

35. Supermarket – what is important?

Blackwell’s have paid a company to survey their customers to find out what is most important
to them when they are shopping. They want to find out how important these features are:

Dry cleaning service
Car wash
Photo developing
Fresh fish counter
Deli counter
Variety of produce
Quality of produce
Customer service
Waiting time at the checkout
Parent and child facilities.

They also want to find out if there are any other services that Blackwell’s could provide
customers.

Use the information to write a one page questionnaire. Show the draft to your tutor
and then proofread it before writing it in the final form.

Conduct your questionnaire with ten different people and write a short report to
summarise your findings.
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Use descriptive language. Add details to bare text. Write using headings.

36. Supermarket – advertising leaflet

36

You have been asked to provide some information for an advertising leaflet for
Blackwell’s. Remember that Blackwell’s prides itself on offering high quality local
produce. Write 100 words to describe each of the following sections. Use your
knowledge of existing supermarkets to write the text.

Bakery

Dairy

Delicatessen

Fruit and vegetables

Groceries

Wine and spirits

FSB_WRITING EL3_2011_U_writing EL 3  01/09/2016  07:06  Page 36



37skillbuilders n writing n entry level 3

Proofread letter layout. Use formal language.

37. Supermarket – proofreading letters

Proofread this draft letter. Highlight all the errors in letter layout. There are four
errors to find. 

Towngate, Leyland Lancashire PR25 6VN Tel: 01772 453000 www. blackwells.net

Jenny Makin
Sales Manager
Purina Flours
The Mill
Hungerford
RG17 4JN

Dear Ms Makin

Thank you for the test flours for our new Parisienne range. We have tried all of them
and find that Superfine works best. We had a big chat about it and are going to go
with Superfine 2 flours.

I understand that discounts apply if our contract with you is for a minimum of 12
months. I am writing to confirm that we will be placing our total flour order with Purina
Flours from the first of next month. We will fax our order each week and anticipate
next day deliveries. Right now we need 100 kilos of Superfine 2 so can you sort that
out.

I look forward to working with you and your team.

Yours sincerely

Bill Chen
Bakery Manager

1. The letter is meant to be very formal. Read it again and highlight the two sentences that
are too informal. Re-write them using formal language.

2. What is this letter about? Choose a heading that sums up the subject of the letter.
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Write a report. Find out information.

38. Supermarket – research it

38

Blackwell’s Supermarket is considering setting up an online shopping system. You have been
asked to find out about supermarket online shopping. Use the Internet to find out which
supermarkets offer online shopping. Look at their websites. Blackwell’s is keen to move with
the times but their budget is limited and they do only have one store. 

Use the headings in this writing frame to prepare a short report saying whether or
not you think that Blackwell’s should invest money in setting up Internet shopping.

I discovered that 

I also learned that 

It was interesting that 

Finally 

As you can see, Blackwell’s should 
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Use correct punctuation.

39. Factory – make it right

This piece of text has been written without any punctuation. Use a highlighter pen to
mark where you think the missing punctuation needs to go.

the AutoParts factory is running a special promotion over the next few

weeks existing customers will be offered a really great deal – 25%

discount on all new orders beat that

new customers will be amazed at the offer of 15% discount on new orders

old customers will already know how to place their orders new customers

should call Sue on 02920 292292 who will explain how to place an order

and more importantly how to claim your discount

Use the chart to record the number of punctuation marks you highlighted.

Use a separate piece of paper to re-write the passage with correct punctuation.

Punctuation Number

Capital letters

Full stops

Exclamation marks

Commas
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Write emails.

40. Factory – writing emails

40

Use a copy of the email template on Worksheet 21 to write an email for each of these
situations. You can invent specific information yourself.

1. An email from Joe O’Connor, the Company Director, to Phil Talbot, the

Factory Manager. Joe wants to make sure that Phil has sorted out the

problems that they had with the deliveries last week. The loading bays were

overflowing with deliveries and the area was a mess. Joe wants to know

what Phil has done to make sure the problem doesn’t happen again.

2. An email from Phil Talbot, Factory Manager to all production staff to remind

them about the health and safety training session that they must all attend.

It starts after lunch at 2 pm tomorrow. There will be no production

tomorrow to allow time for this training.

3. An email from Mo Salter, Production Worker to James Cooke, Quality

Controller. Mo has noticed problems with the rivets produced on Line 2. She

thinks that the line needs to be checked over by James. She thinks that the

problems are caused when the line has been running for more than two

hours.

4. An email from Pat O’Connor, the Director’s Secretary, to all staff. Pat is

organising a retirement party for Henry Toft, the Welding Supervisor, she is

writing to all staff to tell them about the arrangements.
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Write telephone messages.

41. Factory – make a record

Use a copy of this message pad to take down the message your partner or tutor gives
you.

autoparts ltd
Telephone message

Date: Time:

To:

From:

Telephone number:

Ring back They will ring back

Returning your call Urgent

Message:

Message taken by:
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Write a letter.

42. Factory – just the job

42

Choose one of the jobs advertised and write a letter to ask for details of the post and
an application form.

autoparts ltd
Trainee welder
Office clerk
Trainee fitter

Cleaner
Good rates of pay, with good holiday package. 

All training provided with day release at the local college for some posts.
Uniforms provided free of charge. Write for an application form.

Helen Brightman, Personnel Manager
AutoParts Ltd

Church Down Business Park
Church Down

Cardiff CF10 8NY
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Plan and draft a piece of narrative writing.

43. Factory – narrative writing

Look at this picture of the accounts office at the AutoParts factory. Write a narrative
text about it.

Start by planning your writing. Use a spidergram or key word bricks to write key
words and phrases. Then plan how you will put the words and phrases together.

Show your tutor a draft copy first, then proofread it before writing the final draft. You
might like to wordprocess the final draft.
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Fill in forms. Write a report.

44. Factory – health and safety report form 1

44

Use this information to fill in the accident report form, you can invent specific details
where necessary.

At 2.15 pm yesterday, Gemma Russell, a Production Worker, cut her hand while packing a box.
The wound was washed and a dressing was applied by the duty first aider. But the cut was
bleeding a lot and she had to go to hospital to have three stitches. Gemma will be off work for
at least a week. 

Mo Salter and Terry Parker both witnessed the accident. Jane Lowe, the Production Supervisor,
checked the box that Gemma was packing. She found that one of the components had not
been wrapped in bubble wrap and was loose at the top of the box. An email has been sent to
all staff reminding them of the need to wrap each component carefully to avoid accidents.

Many of you may have already heard that Gemma Russell cut her hand yesterday. The

accident happened while Gemma was packing components.

The purpose of this email is to remind all staff of the need to exercise caution when

handling any component. I refer you to Production Manual 2, Chaper 2, page 19. This

clearly states that components “must be double wrapped in grade 2 bubble wrap”.  

Adhering to health and safety guidelines is essential if we are to avoid unnecessary

accidents in the future.

Terry Parker

Production Manager

allpermanentstaff@autoparts.netTo:

CC:

Subject:

Attachments:

Send now Send later

Title

helen.brightman@autoparts.net

Safe wrapping

Add Attachment
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Fill in forms. Write a report.

45. Factory – health and safety report form 2

Incident and accident report form
�Use this form to report any personal injuries, near misses,
dangerous occurrences or cases of work-related disease which
happen at AutoParts.

�Send a complete form to the Safety Office.
�Major injuries and dangerous occurrences must be reported 
to the Safety Office urgently by telephone.

DETAILS OF THE ACCIDENT / INCIDENT
Date: Time: Location: 

What was the injury or incident? 

What happened? How did it happen? 

Were there any witnesses? If so, please give their details:

Name: Department: 

WAS ANYONE INJURED?

Name: Occupation: Age: M F

Department: Telelphone: 

Are they? (please tick) AutoParts employee employed by someone else

work experience trainee visitor or other member of the public

TREATMENT DETAILS

None First aid Occupational Health or Medical Centre Advised to see own GP

Hospital Hospital stay? how many nights? Absence from work? how many days?

Any other treatment details? 

ACTION
What action has been taken to prevent a reoccurrence? 

YOUR NAME
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Write instructions. Use graphics to aid writing.

46. Factory – lift the load

46

You have been asked to write a set of instructions for using a forklift truck. Use the
diagrams to explain how the machine operates.

Remember to write a draft copy first, then proofread it. You might like to wordprocess
your finished draft.
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Write a warning sign.

47. Factory – warning!

As a result of the accident reported on Worksheet 44, you have been asked to write a
health and safety sign about packing items carefully.

Choose the most appropriate sign and write a short note to get your message across.

You may like to use a wordchain or a spidergram to help gather your thoughts first.

1 2 3 4
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Write a letter.

48. Factory – written warnings 1

48

Helen Brightman, the Personnel Manager, has asked you to draft a letter to 
David  Brace who has had too many absences over the past 12 months. Use
AutoParts’ disciplinary guidelines below and personnel records to draft your letter on
a separate piece of paper.

Autoparts LTD
Disciplinary guidelines

FIRST WARNING – ORAL
In the case of a minor infringement the
worker may be given a formal oral warning.
Workers should be told of the reasons of
the warning, that it is the first step in the
disciplinary process and that they have the
right of appeal.

FIRST WARNING – WRITTEN
If the infringement is regarded as more
serious, the worker may be given a formal
written warning, giving the details of the
complaint, the improvement required, the
timescale allowed for this and the right of
appeal. The warning should also state that a
final written warning might be considered if
the desired change doesn’t occur. 

The written letter must state the problem
exactly and go on to include these
paragraphs:

“We are keen to act in your own interests
as well as those of the business, and I feel
sure that you will appreciate the adverse
effect that such (absence / behaviour /
conduct) has on the running of your
department.

“I confirm that we will continue to closely
monitor your (attendance record / conduct)
and will aim to provide any support that you
require to improve this. However, should the

current (level of absence / abusive behaviour
/ misconduct) not improve significantly over
the forthcoming month then we will have to
seriously review for how long we can
continue to employ you in this capacity.

“We very much hope that your health and
(attendance / behaviour / conduct) will
improve.”

FINAL WARNING – WRITTEN
Where there is failure to improve the
behaviour, or an infringement which is
considered sufficiently serious, the worker
may be given a final written warning. This
should include details of the offence, that
failure to improve may result in dismissal and
the right of appeal.

DISMISSAL OR OTHER SANCTION
The decision to dismiss must be taken by the
appropriate manager and the worker should
be informed as soon as is reasonably
practicable and also how to make an appeal.
The decision to dismiss must be confirmed in
writing and workers with at least one year’s
continuous employment have the right on
request to “have a written statement of
particulars of reasons for dismissal”.
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Write a letter.

49. Factory – written warnings 2

PERSONNEL RECORDS

Name: David Brace

Department: Warehouse

Position held: Forklift Truck Driver

Employee number: 01/547

Home address: 31 Kings Drive
Swansea
SA1 3NJ

Home telephone: 01792 472814

DOB: 13/11/72

Next of kin: Julie Brace, wife

Next of kin’s address: 31 Kings Drive
Swansea
SA1 3NJ

Emergency telephone number: 01792 472814

Notes:
Meeting with David Brace, Joe O’Connor, Mo Salter and Helen Brightman on 20 April. 

David was told that he had been absent from work on 20 occasions during the last year
and that the absences totalled 38 days. He was told that his attendance record will be
closely monitored and that the current level of absence must improve significantly over
the next month or we will have to review his position in the company.

David Brace (01/547)
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Write in chronological order.

50

50. Factory – sequence it

These instructions for cleaning the production line have been muddled up. Use
numbers to say in which order you think each task should be done.

To get you started the first one has been done for you.

Instruction Order

Apply the pre-treatment solution and leave for ten minutes.

Clean the line with warm soapy water.

Cover surrounding area with dustcloths. 1

Finally, remove dustcloths.

Leave the foam for 90 minutes.

Next replace any broken or cracked parts.

Remove all non-metal components.

Rub off any pre-treatment solution residue with a cloth.

Spray the treatment foam liberally.

Then hose the froth off with cold water.

When the line is dry, replace the rubber components.
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51. Gossip column

Write a gossip column for either AutoParts, Blackwell’s or the Old Hall Hotel. Use
copies of the writing frame below to plan the articles you’ll cover in your column. The
ideas box may give you some help with thinking up stories.

People Places What happens first?

Exciting bit!

Things that begin to sort out Finish it off

Title:

Words I might want to use:

Ideas

a takeover, office romance, embezzlement, redundancies, competitor may be going bust
or read your local press and tabloid newspapers for more gossip ideas

Plan and draft a piece of creative writing.
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Answers

52

2. My trousers are too tight.

1. I haven't got enough money.
2. The sea looks really rough.

1. I thought you said we were meeting at 8 
o'clock.

2. I've brought my lunch from home today.

3. Word building

Here are our examples as a guide:

sunshine
hopeful
cheeseburger
untidy
disappear
underground
underneath
graceful
unkind

1. That ballerina is so graceful.
2. I love eating cheeseburgers.
3. You are the most untidy person I know!
4. You can expect showers with some sunshine
tomorrow.

5. Badgers live underground.

1. Spelling by analogy 1

Here are our answers as a guide.

2. Spelling by analogy 2

Here are our answers as a guide. You should
check your answers with your teacher.

1. I'm going to pay some money into the bank.
2. The boat sank.

1. That branch looks like it needs cutting.
2. Cowboys live on a ranch.

1. Shall we go out tomorrow night?

-ank

bank

sank

tank

dank

blank

drank

thank

stank

plank

frank

-anch

ranch

blanch

branch

-ight

fight

light

might

night

right

sight

tight

fright

bright

slight

-ough

rough

tough

enough

-ought

bought

fought

sought

brought

thought
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Answers

5. Root words, prefixes and suffixes 2

Here are our answers as a guide.

6. Jot it down

Here is our example as a guide:

1. Hi Jo
Can you do me a favour and put bread on the
shopping list.
Thanks!

Diane

2. 
1. Note to supervisor asking for time off for a 
doctor's appointment.

2. Note for a colleague asking them to order 
more tea and coffee supplies.

3. Note asking someone you live with to put 
bread on the shopping list.

4. Note for the person you live with telling them 
you will be late home.

7. Make a record

8. Writing for different purposes

9. Word chains

Here are our answers as a guide.

a)
1. Harmful gases being released into the
atmosphere cause pollution.

2. These gases are damaging the planet.
3. Some gases are toxic and some are very 
poisonous.

Word Prefix/SuffixSentence

1. lock unlock Can you unlock the front door?
locker Keep your clothes in the locker.

2. appear disappear The magician made the rabbit disappear. 
appearing There is a good band appearing at the 

club tonight.
3. swim swimming I love going swimming.

swimmer The swimmer in the last race was really 
fast.

4. invite invited Are you invited to the party?
inviting Who else are you inviting?

5. clean cleaner I work as a cleaner.
unclean The table looks unclean.

6. safe unsafe That bridge looks unsafe. 
safely Make sure you use the motorbike safely.

7. chat chatty She's really chatty.
chatting Can you stop chatting please?

8. Chop choppy The sea looks a bit choppy today.
chopping Begin by chopping the onions.

9. shop shopping I love going shopping! 
shopper I need a personal shopper.

10. like dislike I took an instant dislike to my new boss.
likely It's likely that it will rain today.

Telephone message

Date: Time:

To:

From:

Telephone number:

Ring back They will ring back Returning your call       Urgent 

Message:

Message taken by:

Today’s date 10.45

Tom Browne

Jenny Platt

She cannot meet you for lunch tomorrow.

01675 564314

Diane

P

Creative writing

Descriptive writing

Formal letter writing

Informal writing

where the layout of a letter follows a set
pattern and where the language and
sentences you use will be quite formal.  This
style of writing is usually used for letters and
reports.

where the style and language you may use
will be friendly and relaxed. You might write
notes, letters or postcards in this way.

where you choose words to create an
interesting piece of writing to suit a
particular audience or to suit a particular
task.

where you choose words to describe
something.  It could be a person, a place, an
event, a book, a film – the list is enormous!

dirty poisonous

harmful

destructive
damaging

toxic
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The plush four-poster bed is the star of this room
and is scattered with comfortable cushions.

The room is light and airy and manages to make
even the most up tight of occupants relax.
Maybe this is why it is so popular with our
returning guests.

15. Hotel – narrative writing 2

Here is our answer as a guide. You should
discuss your answers with your teacher.

As I walked into the restaurant, I could already
feel that it was going to be a big mistake. The
smell of fried food was making the air thick and
oppressive.

I took my seat at the table, positioned next to a
grimy looking window. Looking down at the table
I could see straight away that the cutlery was
dirty — my stomach lurched — what had I let
myself in for?

The waiter headed towards the table, and
grunted something at me. I took this to mean
"would I like to order a drink?".

My drink was served, and so, on to the menu. To
say that it was an uninspirational selection
would be an understatement. But, I ordered
hoping that my expertise in the area of food
would help me through! 

My starter turned up. Prawn cocktail
accompanied with some very limp looking
lettuce. Next please...!

On to the main course. Soggy chips and the
chewiest steak I have ever eaten. As you can
probably guess, I skipped pudding!
If you are thinking of going to this hotel, I wish
you all the luck in the world. The only words I can

b) 
1. It was a still, crisp winter morning.
2. The grass was frosty and crisp.
3. The windows glistened with ice.

10. Key word bricks

You should discuss your answers to this with your
teacher.

11. Spidergrams

You should discuss your answers to this with your
teacher.

12. Narrative writing 1

You should discuss your answers to this with your
teacher.

13. Narrative writing 2

You should discuss your answers to this with your
teacher.

14. Hotel – narrative writing 1

Here is our answer as a guide. You should
discuss your answers with your teacher.

The English Country Cottage room is warmly
decorated with yellow, aubergine, green and a
hint of gold which gives it its' individual charm
and character.

It enjoys the evening sunshine and has
spectacular views across the hotel's well-kept
gardens.

chilly frosty

glistening

crispicycrunchy
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Answers

18. Tenses 1

Here are our answers as an example.

19. Tenses 2

use to describe this place are less than
satisfactory.

16. Hotel — writing letters

Here is one answer as a guide. You should
discuss your answers with your teacher.

17. Hotel — proofreading letters

32 Leatfield Drive
Looseleigh
Plymouth
PL5 4NHMrs Spears

Yelverton Secondary School
2 Turnpike Road
Yelverton
PL5 4NH

Today’s date

Dear Mrs Spears

Debbie Ball

I am writing to let you know that my daughter will be absent from
school tomorrow. She has a dental appointment at 12.30.

Yours sincerely

Tense Sentence

Past I walked to work in the rain.

Present I am walking to work in the rain.

Future I am going to walk to work in the rain.

Tense Sentence

Past The factory closed at 3 o'clock this afternoon.

Present The factory is closing at 3 o’clock this afternoon.

Future The factory will be closing at 3 o'clock this afternoon.

Tense Sentence

Past I was promoted last month

Present I'm being promoted next month.

Future I’m going to be promoted next month.

Tense Sentence

Past I helped Dev in the bar this morning.

Present I am helping Dev in the bar this morning.

Future I will be helping Dev in the bar this morning.

Tense Sentence

Past I got some more change from the Supervisor.

Present I am going to get some more change from the Supervisor.

Tense Sentence

Present I am taking over from Bill on the bakery counter.

Future I will be taking over from Bill on the bakery counter.

Rodney Cooke
Sales Manager
Tanners Wines
Wyle Cop
Shrewsbury
SY1 1NG

Dear Rod

Thank you coming to visit us last week with your selection of wines. The catering team has had
great fun trying them all out. After a long natter we have decided to go for Tanners Claret as
our new house red wine and Tanners Sauvignon as our new white house wine. 

You said you'd give us a big discount of 35% if we have you as our only supplier of wine. I am
writing to tell you that we're going to place our wine order with Tanners Wines with immediate
effect.

We'll fax our order each Friday and understand that you will deliver on the following Monday. To
get us started we need 50 cases of the claret and 30 cases of the Sauvignon. 

I look forward to working with you and your team.

Best wishes,

Henri
Sommelier

Old Hall Hotel, Blacksmith’s Lane, Yelverton, Devon PL20 6RD
Tel: 01822 504450 Fax: 01822 504456

Rodney Cooke
Sales Manager
Tanners Wines
Wyle Cop
Shrewsbury
SY1 1NG

Dear Rod

House wines 

Thank you coming to visit us last week with your selection of wines. The catering team has had
great fun trying them all out. After a long discussion with my colleagues, we have decided to opt
for Tanner’s Claret as our new house red wine and Tanners Sauvignon as our new white house
wine.

You agreed to give us a discount of 35% if we have you as our only supplier of wine. I am writing to
tell you that we’re going to place our wine order with Tanners Wines with immediate effect.
We’ll fax our order each Friday and understand that you will deliver on the following Monday. To
get us started we need 50 cases of the claret and 30 cases of the Sauvignon. 

I look forward to working with you and your team.

Yours sincerely

Henri Boyer
Sommelier

Old Hall Hotel, Blacksmith’s Lane, Yelverton, Devon PL20 6RD
Tel: 01822 504450 Fax: 01822 504456

1

2

3

4

1

2

no date

today’s date
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23. Hotel — make a record

Here is an example of the first message:

6. You should check your answers with your 
teacher.

20–21. Hotel — writing emails 1 and 2

Here is one example as a guide. You should
discuss your answers with your teacher.

22. Hotel — make it right

The Old Hall Hotel is a small busy hotel just on
the outskirts of town. The hotel employs quite a
few local people. It offers great opportunities for
people who would like to embark upon a career
in the hotel trade.

There are job opportunities for staff to work in
the bars, restaurant, reception and leisure centre.
Staff are encouraged to attend the local college
on a day release basis to gain qualifications in
their chosen area.

Would you like to know more about the range of
jobs on offer? Then telephone the Personnel
Manager at the hotel on 01822 504450 and ask
for details.

5

4

Punctuation Number

Capital letters 12

Full stops 6

Question marks 1

Commas 2

Telephone message

Date: Time:

To:

From:

Telephone number:

Ring back They will ring back

Returning your call Urgent

Message:

Message taken by:

Today’s date 11.30

Tom Smith

David Green's secretary

01876 908908

Hannah Davies

Can you ring David Green back? He would like to change 
the catering arrangements for his stay this Friday.

P

Tense Sentence

Past I saw you at coffee break.

Present I can see you at coffee break.

Tense Sentence

Past I packed the boxes for the Peugeot order.

Future I will be packing the boxes for the Peugeot order.

Tense Sentence

Present I finish work early tonight.

Future I will be finishing work early tonight.

3

The Christmas Party will be held on the 20th December for all staff. It will begin at 8 
pm and finish at midnight. There will be a disco and a three-course meal. Dress code is smart.

allstaff@oldhallhotel.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Staff Christmas Party

Add Attachment
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Answers

24. Hotel — just the job

25. Hotel — romantic weekend
competition

You should discuss your answers to this with your
teacher.

26. Hotel — your ideal hotel

You should discuss your answers to this with your
teacher.

27. Hotel — narrative writing

You should discuss your answers to this with your
teacher.

28. Supermarket — writing letters

Here is our answer as a guide. You should
discuss your answers to this with your teacher.

29. Supermarket — report it

You should discuss your answers to this with your
teacher.

21 Whiteford Road
Plymouth
PL2 8NJJulie Goodman

Personnel Manager
Old Hall Hotel
Blacksmith's Lane
Yelverton
Devon
PL20 6RD

Today’s date

Dear Ms Goodman

I would like to apply for the job of leisure centre staff which was
advertised in today's newspaper.

For the past 2 years I have worked as an assistant at the local leisure
centre in Yelverton and I am now looking to broaden my horizons. 

I enjoy working with people and since completing several courses in
health and fitness, feel that I could provide a valuable service to
customers at the Old Hall Hotel leisure centre.

I look forward to hearing from you.

Yours sincerely

Nick Thomas
Nick Thomas

13 Fern Avenue
Leyland
PR25 8NHMr Owen

General Manager
Blackwell's Supermarket
Towngate
Leyland
PR25 6VN

Today’s date

Dear Mr Owen

I bought a packet of strong wholemeal flour at your store on
September 14th. 

On returning home I stored the flour in my cupboard. Two days later I
opened the packet to find that it was full of weevils. 

The weevils have infected all of the dried food in my cupboard. The
flour only cost just over £1, however, the resulting damage must
exceed £20. 

I have kept the bag for inspection, and would like some kind of
compensation for the goods that have been destroyed in my
cupboard.

I am a regular shopper at Blackwell's and have never had any cause
for complaint before. However, I do feel let down by this. I look
forward to hearing from you.

Yours sincerely

Maggie Piper
Maggie Piper
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32. Supermarket — just the job
Here is our answer as a guide:

33. Supermarket — narrative writing

You should discuss your answers to this with your
teacher.

34. Supermarket — trolley dash

You should discuss your answers to this with your
teacher.

35. Supermarket — what is important?

Here is our answer as an example. You should
discuss your answers with your teacher.

1. How often do you use the dry cleaning 
service?

30. Supermarket — writing emails

Here is one example as a guide. You should
discuss your answers to this with your teacher.

31. Supermarket — make it right

is having a facelift!
The store will be open as usual but some departments may not offer as full a
range of goods as usual. The bakery, grocery, dairy and fruit and vegetable
departments will run as normal but the rest of the departments may have a

smaller range.

Blackwell's is looking for people to distribute leaflets advertising the new look
around the local area. Interested? If so call the duty manager on 01772 453000

for details.

3 Blue Stone Lane
Mawdesley
Ormskirk
Lancashire
L40 2RG

Mr Owen
General Manager
Blackwell's Supermarket
Towngate
Leyland
PR25 6VN 

Today’s date

Dear Mr Owen

I would like to apply for the position in the customer services
department advertised in the last night's newspaper.

My current job working in my local newsagents has taught me how to
deal with customers on a regular basis. I have also completed several
courses at the local college to help me with my customer service
technique.
I would be very grateful if you could consider me for this position.

Yours sincerely

Betty Boardman
Betty Boardman

Punctuation Number

Capital letters 4

Full stops 4

Question marks 1

Commas 1

This is to let you know that the supermarket will be open 10 am to 4 pm on August 
Bank Holiday instead of the usual opening hours. Would all staff rostered to work that day 
please take note. As usual, you will be paid time and a half for hours worked on Bank Holiday 
Monday.

Tom Owen

Store Manager

allstaff@blackwells.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Summer bank holiday working hours

Add Attachment
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Once a week Once a month Never

2. How often do you use the car wash?
Once a week Once a month Never

3. How often do you use our photo developing 
facilities?
Once a week Once a month Never

4. Do you think that the selection of fish on the 
counter is:
Excellent Adequate Poor

5. What do you most frequently buy from the 
deli counter?
Meat Cheese Salads

6. What do you think of the variety of produce 
available at Blackwell's?
Excellent Adequate Poor

7. What do you think of the quality of produce 
available at Blackwell's?
Excellent Adequate Poor

8. What do you think of the customer service 
facilities at Blackwell's?
Excellent Adequate Poor

9. On average how long do you wait to be 
served at the check out?
1 minute 5 minutes More than 5 minutes

10. What do you think of the parent and child 
facilities?
Excellent Adequate Poor

36. Supermarket — advertising

Here is one answer as an example. You should
discuss your answers with your teacher.

Blackwell's delicatessen prides itself on providing
a mouth-watering selection of fine food. We stock
authentic foods from all over the world; as well
as regional specialities.

If you're after cheese, meats or salad, here at
Blackwell's deli, we probably have them. We
source as many of our products as possible from
local producers, so you can be assured that
whatever you buy, was probably made just down
the road!

So whatever you're after, make Blackwell's deli
your first port of call!

37. Supermarket — proofreading letters
1.

Towngate, Leyland Lancashire PR25 6VN Tel: 01772 453000 www. blackwells.net

Jenny Makin
Sales Manager
Purina Flours
The Mill
Hungerford
RG17 4JN

Dear Ms Makin

Thank you for the test flours for our new Parisienne range. We have tried all of
them and find that the Superfine range work best for the new range. We had a
big chat about it and are going to go with Superfine 2 flours.

I understand that discounts apply if our contract with you is for a minimum of 12
months. I am writing to confirm that we will be placing all our flour order with
Purina Flours from the first of next month. We will fax our order each week and
anticipate next day deliveries. Right now we need 100 kilos of Superfine 2 so
can you sort that out.

I look forward to working with you and your team.

Yours sincerely 

Bill Chen
Bakery Manager

no date
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40. Factory — writing emails
Here is one example for you. You should discuss
your answers with your teacher.

41. Factory — make a record
Here is one worked example. You should discuss
your answers with your teacher.

Following a discussion with my colleagues we
have decided to use Superfine 2 flours.

In the first instance we need to order 100 kilos of
Superfine 2. I would be grateful if you arrange
delivery of this as soon as possible.

2. Confirmation of order with Purina Flours

38. Supermarket — research it

You should discuss your answers to this with your
teacher.

39. Factory — make it right

The AutoParts factory is running a special
promotion over the next few weeks. Existing
customers will be offered a really great deal —
25% discount on all new orders. Beat that!

New customers will be amazed at the offer of
15% discount on new orders.

Old customers will already know how to place
their orders. New customers should call Sue on
02920 292292 who will explain how to place an
order and, more importantly, how to claim your
discount.

autoparts ltd
Telephone message

Date: Time:

To:

From:

Telephone number:

Ring back They will ring back

Returning your call Urgent

Message:

Message taken by:

Today’s date 11.45

Mr Browne 

Gilda Smart

01543 987098

John Cole

P

Gilda is returning your call. Can you call her back today before 5 pm?

Punctuation Number

Capital letters 6

Full stops 5

Question marks 2

Commas 1

I am writing to ask if the problems we had with deliveries last week have been sorted 
out. As you know, I was not at all happy with the state of the loading bays. Can you confirm 
that these have been tidied please? In your reply to this memo I would also like you to outline
what systems you have put in place to prevent this from happening again.

Joe O’Connor

Company Director

philtalbot@autoparts.co.ukTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Delivery problems

Add Attachment
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42. Factory — just the job

43. Factory — narrative writing

Discuss your answers with your teacher.

45. Factory — health and safety report
form 2

46. Factory — lift the load

1. The forklift truck has a maximum speed limit 
of 10 miles per hour.

2. Do not drive the fork lift truck over uneven 
ground.

3. Ensure that the item has been loaded 
correctly.

4. Do not park on more than a 15% gradient.
5. Do not lift more than 1 tonne at a time.
6. Make sure that your route is clear of 
pedestrians and never lift a load above 
someone's head. 

7. Do not drive with the load raised.
8. Do not carry passengers.

47. Factory — warning!

Here is our answer as a guide. You should
discuss your answer with your teacher.

Caution should be taken when packing any
components. Make sure that the component has
been wrapped with two layers of grade 2 bubble
wrap. Before you put your hands into any box
ensure that there are no sharp objects protruding
from it.

Incident and accident report form
lUse this form to report any personal injuries, near misses,

dangerous occurrences or cases of work-related disease which
happen at AutoParts.

lSend a complete form to the Safety Office.
lMajor injuries and dangerous occurrences must be reported 

to the Safety Office urgently by telephone.

DETAILS OF THE ACCIDENT / INCIDENT
Date: Time: Location:

What was the injury or incident? 

What happened? How did it happen? 

Were there any witnesses? If so, please give their details:

Name: Department:

WAS ANYONE INJURED?

Name: Occupation: Age: M F

Department: Telelphone:

Are they? (please tick) AutoParts employee employed by someone else

work experience trainee visitor or other member of the public

TREATMENT DETAILS

None First aid Occupational Health or Medical Centre Advised to see own GP

Hospital Hospital stay? how many nights? Absence from work? how many days? 

Any other treatment details? 

ACTION
What action has been taken to prevent a reoccurrence? 

YOUR NAME
Name of person completing form: Date:

Yesterday’s date 2.15 pm Production Department

Production Department

Had to have three stitches

343

Gemma Russell cut her hand.

Gemma Russell Production Worker 22

Mo Salter and Terry Parker Parker Production Department

She cut her hand while packing a box. A component in the box had not

been wrapped in bubble wrap and was loose at the top of the box.

P

P

P 7

Employees have been reminded that all

components must be double wrapped in grade 2 bubble wrap. Also employees have been reminded that

caution should be taken when handling any components.

Sarah Jones Today's date

P

Flat 1, 2 Caer St
Swansea
SA1 3PP

Helen Brightman
Personnel Manager
AutoParts Ltd
Church Down Business Park
Church Down
Cardiff
CF10 8NY

Today’s date

Dear Ms Brightman

Application form for the position of office clerk

I am writing to request details and an application form for the position
of office clerk. 

I have recently completed an NVQ at level 2 in administration studies
and feel that this combined with my previous experience would make
me an effective member of your team.

I look forward to hearing from you.

Yours sincerely
Sarah Walsh
Sarah Walsh
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48. Factory — written warnings 1

50. Factory — sequence it

51. Gossip column

You should discuss your answers to this with your
teacher.

Instruction Order

Apply the pre-treatment solution and leave for ten minutes. 3

Clean the line with warm soapy water. 8

Cover surrounding area with dustcloths. 1

Finally, remove dustcloths. 11

Leave the foam for 90 minutes. 6

Next replace any broken or cracked parts. 9

Remove all non-metal components. 2

Rub off any pre-treatment solution residue with a cloth. 4

Spray the treatment foam liberally. 5

Then hose the froth off with cold water. 7

When the line is dry, replace the rubber components. 10

31 Kings Drive
Swansea
SA1 3NJ

Church Down Business Park
Church Down

Cardiff
CF10 8NY

Today’s date

Dear Mr Brace

You will remember that on 21 April a meeting was held to discuss the
absences that you have had over the past year. At the end of this meeting
it was concluded that unless your levels of absence improved considerably
over the next month that your position in the company would be reviewed. 

Despite this initial oral warning, there appears to have been very little
improvement in your attendance. Therefore, I am issuing you with your
first written warning.

We are keen to act in your own interests as well as those of the business,
and I feel sure that you will appreciate the adverse effect that such
absence has on the running of your department.

I confirm that we will continue to closely monitor your attendance record
and will aim to provide any support that you require to improve this.
However, should the current level of absence not improve significantly
over the forthcoming month then we will have to seriously review how
long we can continue to employ you. 

We very much hope that your health and attendance will improve. If,
however, there is no improvement then we will be forced to issue you with
a final written warning.

Yours sincerely
Helen Brightman
Helen Brightman
Personnel Manager

AUTOPARTS LTD
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Activity index

Fill in forms pages 7, 23, 25, 34, 41, 44, 45

Improve spelling pages 1, 2

Match descriptions to styles of writing page 8

Planning writing pages 9, 10, 11

Produce a piece of creative writing pages 14, 15, 26, 51

Produce a piece of descriptive writing pages 12, 13, 27, 33, 43

Proofread text pages 14, 17, 37

Use a dictionary pages 2, 12

Use a thesaurus pages 12, 15

Use compound words page 3

Use prefixes and suffixes pages 4, 5

Use punctuation correctly pages 22, 31, 39

Use reference sources page 35

Use tense pages 18, 19

Write a questionnaire page 35

Write a report pages 29, 35, 38, 44, 45

Write a warning sign page 47

Write in chronological order page 50

Write instructions page 46

Write letters pages 16, 24, 28, 32, 42, 48

Write emails pages 20, 21, 30, 40

Write notes and messages page 6

Write telephone messages pages 7, 23, 41
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Hotel
www.bestloved.com
www.bha.org.uk
www.bii.org
www.compass-group.co.uk
www.gmb.org.uk
www.hcareers.co.uk
www.ih-ra.com
www.instituteofhospitality.org
www.people1st.co.uk
www.springboarduk.net

Supermarket
www.gov.uk/defra
www.fdf.org.uk
www.thegrocer.co.uk
www.improveltd.co.uk
www.just-food.com
www.morrisons.co.uk
www.sainsburys.co.uk/
www.supermarket.co.uk
www.talkingretail.com

Factory
www.autoexpress.co.uk
www.autotrader.co.uk
www.tatasteelautomotive.com
www.ford.co.uk
www.just-auto.com
www.motor.org.uk
www.sae.org
www.semta.org.uk
www.smmt.co.uk

Useful websites
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Rodney Cooke
Sales Manager
Tanner’s Wines
Wyle Cop
Shrewsbury
SY1 1NG

Dear Rod

Thank you for coming to visit us last week with your selection of wines. The
catering team has had great fun trying them all out. After a long natter we
have decided to go for Tanner’s Claret as our new house red wine and
Tanner’s Sauvignon as our new white house wine. 

You said you’d give us a big discount of 35% if we have you as our only
supplier of wine. I am writing to tell you that we’re going to place our total
wine order with Tanner’s Wines with immediate effect.

We’ll fax our order each Friday and understand that you will deliver on the
following Monday. To get us started we need 50 cases of the claret and 30
cases of the Sauvignon. 

I look forward to working with you and your team.

Best wishes,

Sommelier

Old Hall Hotel, Blacksmith’s Lane, Yelverton, Devon PL20 6RD
Tel: 01822 504450 Fax: 01822 504456
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the old hall hotel is a small busy hotel just on the

outskirts of town the hotel employs quite a few local

people it offers great opportunities for people who would

like to embark upon a career in the hotel trade

there are job opportunities for staff to work in the bars

restaurant reception and leisure centre staff are

encouraged to attend the local college on a day release

basis to gain qualifications in their chosen area

would you like to know more about the range of jobs on

offer then telephone the personnel manager at the hotel

on 01822 504450 and ask for details
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the AutoParts factory is running a special promotion over the
next few weeks existing customers will be offered a really
great deal 25% discount on all new orders beat that

new customers will be amazed at the offer of 15% discount
on new orders

old customers will already know how to place their orders
new customers should call Sue on 02920 292292 who will
explain how to place an order and more importantly how to
claim your discount
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Instruction Order

Apply the pre-treatment solution and leave for ten minutes.

Clean the line with warm soapy water.

Cover surrounding area with dustcloths. 1

Finally, remove dustcloths.

Leave the foam for 90 minutes.

Next replace any broken or cracked parts.

Remove all non-metal components.

Rub off any pre-treatment solution residue with a cloth.

Spray the treatment foam liberally.

Then hose the froth off with cold water.

When the line is dry, replace the rubber components.
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