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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. Students will find the tasks in  Level 1
Writing more demanding and entirely work focused.

Functional Skillbuilders are designed to be mediated by teachers. The teaching notes
explain the skills addressed on each worksheet and provide guidance for teaching
strategies. Teaching materials have also been included. Templates for group work 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 Level 1. 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 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 61. Teachers should bear in mind the complexity and reading/writing level of texts
and select pages as appropriate as possible for Level 1 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

Teaching point

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

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.

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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Teaching notes

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, 3, 4, 5
Improving spelling skills

Groundwork

These worksheets all help students improve
spelling skills via a variety of methods. Your
students may already have a preferred way of
remembering spelling. The idea of these
worksheets is to give students a ‘pick and mix’
approach, so that they can try all the methods
and choose one that best suits them. It is
worthwhile trying all of these worksheets with all
of your students. However, before you do, a
discussion on spelling tips and techniques where
the ideas of the group are shared would serve as
a very useful introduction to this group of
worksheets.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Worksheet 4

You may have to remind students about the
short vowel sounds. A simple explanation is that
long vowel sounds say the vowel name, whereas
short vowel sounds say the vowel sound. For

example, the a in hat is a short vowel sound
whereas the a in hate is a long vowel sound.

Sentences for dictation:

The doubling rule
1. The bill is still in my pocket
2. I’m calling to tell you that I’m going to be late.
3. The jazz band will play at 8 o’clock.
4. Press the button to call the lift.
5. The kitchen staff are all in a meeting.

The w rules
1. The supermarket was busy today.
2. Bill swatted a wasp in the bakery.
3. The bread was still warm.
4. The staff on the tills work hard.
5. Jenny went home early because her cold got 
worse.

The v rules
1. Production workers should wear gloves.
2. The sign above the door fell off.
3. Joe gave all the staff a Christmas bonus.
4. Line five is not working today.
5. Dave Jones is covering for the Safety Officer.

Worksheet 5

Sentences for dictation:

1. All the chefs left early.
2. Please leave your keys at the desk.
3. There were five coaches in the hotel car park.
4. A gang of car thieves stole four cars last night.
5. The gardener planted new bushes along the 
drive.

Extension work

Working on spelling is often a very individual
task, dependent on the specific needs of each
student. However, a personal spelling dictionary
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viii

will be useful for most students at Level 1. A
pocket indexed book, available from most
stationers would be suitable for this.

You can also expand your students’ knowledge of
increasingly complex spelling rules, to suit their
needs and interests.

One very useful tip is to highlight only the ‘tricky’
bit of a word and to work out a way to
remember how to spell it.

Worksheets 6, 7
Improving grammar

Groundwork

Before your students attempt this worksheet, you
should check their understanding of these terms:
plural, singular, subject, and verb. Use the
teaching point to draw attention to the terms
and re-teach them if necessary.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Introduce increasingly complex grammar rules,
as needed by your students.

Drills can be boring, but they do have a place.
The key is to ensure that your teaching is of
direct relevance to your students. It can be
beneficial to look for examples of grammatical
rules and exception in real texts so that students
can see the rules in action, and not just in an
isolated worksheet.

Worksheets 8, 9, 10, 11
Improving punctuation

Groundwork

Before your students attempt Worksheets 8, 9,
10, 11, you need to check their understanding of
these terms: dash, bullet point, comma, colon,
full stop, question mark and exclamation mark.
Use the teaching points to draw attention to the
terms and re-teach them if necessary.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Worksheets 12, 13
Planning and drafting writing

Groundwork

Use the teaching points to show your students
how the writing process works.

Worksheets

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

Extension work

Ask students to polish their drafting skills. Use
pre-prepared paragraphs and ask them to re-
write each one. Try to use paragraphs from a
wide variety of texts: essays, notes, emails,
stories, letters, reports and so on.

Make sure your students use these tips for all the
subsequent worksheets in Writing Level 1 to plan
and proofread all tasks.
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Worksheet 14
Use format and structure for different
purposes

Groundwork

Use the teaching point to ensure that your
students understand all of the methods of
presenting text in the list. Try to find examples of
these in texts to show to your students.

Worksheet

Explain the skills your students are going to
practise, then ask them to complete the tasks.
This worksheet lends itself to working in pairs or
small groups. 

Extension work

Ask students to use colour-coded highlighter
pens to mark these methods in a variety of texts
that you provide.

Ask students to choose two of the texts on
Worksheet 14 and to write or type them using
their chosen methods of presentation.

Worksheet 15
Devise diagrams to make information
explicit

Groundwork

Use the teaching point to demonstrate to your
students that a simple diagram can often clarify
the meaning of text.

Worksheet

Explain the skills your students are going to
practise, then ask them to complete the tasks. If
your students need help with these tasks – tell
them that Task 1 could be explained using a

hierarchy or organisation chart. Task 2 could be
explained using a flowchart.

Extension work

Seek out complex texts to which your students
could add diagrams, charts or tables to make
the meaning explicit, onscreen or paper.

Worksheets 16, 17, 39, 40, 41
Filling in forms

Groundwork

Ask your group which sorts of forms are
important to complete accurately. Help your
group establish the reasons why accuracy in
facts and spelling is important.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Ask your students to bring in copies of any forms
they need to complete for work or leisure
purposes. 

Worksheets 18, 19, 29, 38, 43
Writing letters

Groundwork

To introduce the idea of standard letters, ask
your group for the sort of information they would
expect to see in a letter from a company
rejecting someone who they’ve recently
interviewed for a job. List the points on the
board to form a checklist.
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x

Worksheets 18, 19

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. Your students should check that all the
points in their checklist are covered in the letter
on Worksheet 18. Your students can add points if
required. You may need to remind your group
about letter layout. Worksheet 16 in Writing
Entry Level 3 will help. Or you could use
Template 1 (T1) to demonstrate.

Group work

Template 1 provides you with a sample job
rejection letter. There are six deliberate spelling
errors on the page, none of which are in the
names. Ask your students to proofread the letter
and find the mistakes.

Next, ask your students to consider the tone and
style of the letter. Ask them:
n how the letter explains the reasons for rejection
n if the tone and vocabulary used sound sincere
n if the letter gives sufficient information
n what gives them the answers to these

questions?
n if they were the recipients of this letter, how

would it make them feel about:
– themselves?
– Blackwell’s supermarket?

Worksheet 29

Brainstorm answers to the questions as a group.
Ask one of the group to be the note-taker – write
each separate idea on a Post-it note. Plan and
draft these ideas in a logical sequence. The final
letter can be typed up and then proofread for
logic as well as for the usual spelling and
punctuation errors.

Worksheet 38

To help your students use the correct vocabulary
and tone for this letter, you could help them
make a list of key words that would lend a
professional, but disappointed tone to the letter.
Some of the terminology in the Efficiency Report
Summary is very technical. However, the key
point will be to convince Motor Cabling that
AutoParts has both the capacity to produce the
cables and that they can produce them to a high
standard.

Worksheet 43

The drugs policy will need to be read carefully to
make sure that your students include the correct
information in their letter and email. You may
need to explain some of the terminology for this
activity – disciplinary issues and workplace rules
for example.

Extension work

Use the text in the drugs policy as the basis of a
reading comprehension activity.

Ask students to highlight terms and phrases in
the drugs policy that they don’t understand. Look
these words up in a dictionary and write
sentences that either explain their meaning or
use the words in context.

Worksheet 20
Writing and designing a poster

Groundwork

Ask your group to formulate a list of key features
for a successful poster. A good starting point is
to ask the group the purpose of a poster. Once
you have a list, ask the group to identify the
features over which the writer has influence. The
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design and colour of the poster, for example,
may be areas that the writer can’t influence. 

To complete this task in final draft form, it would
be extremely useful for your students to have
access to a wordprocessing or desktop
publishing package.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Group work

Run the design as a peer reviewed competition.
The final versions of the posters should be
judged against the categories your group chose
as key features of posters before they began the
task. 

Worksheet 21
Writing promotional leaflets. Using
persuasive writing

Groundwork

Ask your group to formulate a list of key features
for a successful promotional leaflet. Once you
have a list, ask the group to identify the features
over which the writer has direct influence. The
design and colour of the leaflet, for example,
may be areas that the writer can’t influence. 

Ask your group to review a selection of leaflets
from other hotels. You can gather this
information via the Internet or from any tourist
information office. 

Use the leaflets to discuss the sort of vocabulary
used. Ask your group to come up with a list of
ten key words that would be important to use

when drafting promotional writing for a hotel.

To complete Worksheet 21 in final form, it would
be extremely useful for your students to have
access to a wordprocessing or desktop
publishing package.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. Remind your group that they have already
discussed how to write promotional information.
This time they are required to do a similar task
with a Valentine’s twist. To make sure your
students’ work is fit for the purpose use the
teaching points to make sure they understand:

n the target audience
n the offer. 

The specific information about the meal, drinks,
dancing, gifts and costs are left up to the
student’s imagination.

Groupwork

Use Template 2 to help your students brainstorm
useful words for this task.

Worksheets 22, 30, 46
Writing short reports. Using formal
language

Groundwork

Use the teaching points to explain how a report
should be structured. Provide an example if you
have one. Students need access to the Internet
for Worksheet 46. Alternatively, you could supply
them with printed information from the Stadco
website. www.stadco.co.uk
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Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. Before your students start writing, you
could discuss the use of graphics in reports to
show statistical information. Ask your group
which of the facts on Worksheet 22 could
usefully be presented in a chart or diagram. If
you have a student who is good at using
spreadsheets, such as Microsoft Excel, s/he may
be able to produce a pie chart for the report
showing the entries to the competition by
category.

Extension work

In pairs, conduct product reviews. Choose
criteria and write reviews of products made or
sold by different manufacturers and
supermarkets – sliced bread, bagels, croissants
and so on. Students can upload reviews to
consumer review site such as www.ciao.co.uk.

Worksheet 23
Writing short reports. Making
comparisons

Groundwork

Explain to your group that comparisons are
designed to highlight the similarities and
differences between something. The report on
Worksheet 23 requires students to write about
the differences between different bread
products. Depending on your group’s experience,
you may need to bring in examples of the breads
on Worksheet 23, substituting any as necessary.
Your knowledge of your students should guide
you. This activity could be run as a taste
challenge activity which would be good for
descriptive work. Students could describe each
product by touch, smell, sight, taste and texture

in the mouth and sound (are they crunchy?).

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Use the writing frame to compare a wide variety
of products, services and so on, to suit the needs
and interests of your students.

Worksheets 24, 25, 34, 35, 42, 43, 47
Writing emails

Groundwork

If your students are not familiar with emails,
explain that they can be used as methods of
internal communication within a company, as
well as external communication. If possible, use
software to make these tasks real.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Set up a virtual company – either the Old Hall
Hotel, Blackwell’s Supermarket or AutoParts.
Assign students different jobs and role play sets
of activities. For example, give instructions via
email. Students could:
n order stationery or other office 
requirements

nbook a meeting room
nmake travel arrangements
narrange meetings
nwrite up the minutes of a meeting.
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Worksheets 26, 36, 45
Writing directions

Groundwork

Discuss the vocabulary required when giving and
receiving directions. Make a list of key phrases
and words on the board – left, right, straight on,
roundabout, traffic lights, exit, follow, turn, after
and so on. Discuss the need for clarity when
writing instructions.

If students are unfamiliar with using maps,
demonstrate how to give directions using a
street atlas.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Groupwork

The maps on Worksheets 36 and 45 are
available as Templates 3 and 4. Use them to
conduct these exercises as group activities.

Extension work

Ask students to give directions to and from
various venues, for example from home to school
or college.

In pairs, ask students to give and receive
directions to and from chosen towns and villages
on a street map or road atlas. 

Worksheets 27, 32
Writing instructions

Groundwork

Ask your group where they have seen graphical
instructions or for what sorts of activities they
have used them.

Use Template 5 to model how to draw up a set
of instructions from a graphic. For this task
students need to convert the following text into
labels for the diagram on the template:

n VDU Workstation Design Guidelines
Viewing distance from eye to screen 0.45 –
0.50 m (maximum 0.7 m) 

n The screen should be at a right angle to the
line of sight.

n Operators should have a document holder.
n The knees must clear the desk.
n A footrest should be available if required.
n The seat should have an adjustable back rest

and seat height.
n Operators should sit with eye height above

ground 1.0 to 1.15 m and approximately 0.7
to 0.8 m above seat surfaces.

n The keyboard should be detachable and
positioned 0.72 – 0.75 m above ground.

Worksheets

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Groupwork

The vending machine is available as Template 6.
Use it to conduct this exercise as a group
activity.

Extension work

Ask students to write instructions for things from
their everyday life, for example:
n how to use a fire extinguisher
n how to use a cash point machine
n how to use a washing machine and so on.
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Worksheet 31
Sequence instructions

Groundwork

Use the teaching points to model how to put
instructions in a logical sequence.

Worksheet

Explain the skills your students are going to practise,
then ask them to read and complete the tasks.

Extension work

Cut up and muddle instructions for increasingly
complex and unfamiliar tasks and machinery.
Ask students to sequence them.

Worksheet 33
Write a leaflet

Groundwork

This task demands a good deal of creative work,
so input pre-task will be very useful. Help
students get ideas together by asking them to
discuss:
n types of competitions
n how they are run
n how to enter competitions
n types of prizes
n how companies use publicity generated 
by competition winners.

You could encourage students to work along the
lines of a themed competition on a Gold theme
for the 50th Anniversary. Provide examples of
competition entries which your students can use
as a model.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the

tasks. This whole task lends itself to paired or
group work. The final leaflet should be typed up
if possible.

Worksheet 37
Write an article for a newsletter

Groundwork

Producing a piece of writing to order can induce
‘writers block’. Before your students attempt this
task demonstrate the following activities to
encourage writing flow.

Brain storm a topic

Write a list of single words.

Give your students a blank piece of paper and
start a sentence for them. Ask them to complete
a paragraph. They must write continuously for
three minutes.

Write lists 

Ask your group to think about something they
have been struggling to write. Ask them to make
two lists of thoughts about the project. Start
each item on the first list with:

I should write x because ... 

Start each item on the second list with:

I would love to write x because ...

Improvisation 

Give your students three completely random
words. Then ask them to use those words in any
way, shape, or form. They could write anything
from a poem to an essay. They must be creative.

Write a first draft 

Tell students that even very good writers produce
poor first drafts. The only rule about a first draft
is that they finish it. The purpose of the first draft
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is to get their ideas down on paper so they can
work on polishing it.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks. When your students come to the point
where they have to edit their articles. Use these
points as a checklist to help edit sensibly:
n What must go in for the article to make 
sense?

n What information can they cut?
n After cutting, is the article still a good read?
If not – redraft.

Worksheet 39 
Use workplace documentation. Fill in
forms

Groundwork

Explain what a production schedule is and why
accuracy is vital. Ask students what they think
are the implications of error in a production
schedule.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Use real examples of forms from your students’
work-related needs to find/solve any areas that
may be causing them problems.

Worksheets 40, 41
Use workplace documentation. Fill in
forms

Groundwork

Your students will need to read all of the
documentation carefully to complete this task
accurately.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Ask students to invent lists of machine faults and
actions and re-use the Quality Control Report to
document the new information. 

Worksheet 44
Write a speech

Groundwork

Discuss the differences between the written and
spoken word. A good way to demonstrate this is
to tape record the news headlines and type a
transcript. Compare the transcript to the news
from the same day written in a newspaper.

Make sure that your students understand that
some speakers can talk from brief notes while
others need the speech to be written word for
word. To test the speech, your students should
read their work aloud.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.
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Group work

Ask students to prepare short speeches on issues
of interest to them or as a result of their work.
For example, they could prepare presentations
on any of the reports they have written on
Worksheets 22, 23, 30 or 46.

Worksheet 48
Write persuasively

Groundwork

Discuss the art of persuasive writing. Bring in a
selection of persuasive texts to show your
students – an advertisement, a leaflet, a point of
view in a letter to newspaper and so on. Ask
students to highlight all the persuasive
vocabulary and phrases.

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Use argumentative texts and ask students to try
to rebuff the proposed arguments using their
own techniques of persuasion.

Worksheets 21 and 38 also provide practise in
writing persuasively.

Worksheet 49
Write a risk assessment

Groundwork

Explain to your students that most workplaces
conduct risk assessments for potential hazards
at work. A risk assessment should clearly list
potential problems and state action points or
procedures that will minimise the risk. 

Worksheet

Explain the skills your students are going to
practise, then ask them to read and complete the
tasks.

Extension work

Ask students to conduct risk assessments for:

n the room in which you teach them
n their workplace.
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Student checklist

Functional Skillbuilders Writing Level 1 will help you improve your English skills. This chart lists
the writing skills covered in this book. Tick the boxes to say which skills you think you will find
the most useful to practice. Then discuss your ideas with your teacher.

Skill � Worksheets

Devise a competition 33

Edit text 37

Express an opinion 48

Fill in forms 16, 17, 39, 40, 41

Improve spelling skills 1, 2, 3, 4, 5

Plan and produce a report 22, 23, 30, 46, 32

Plan and draft writing 12, 13, 18, 19

Plan and write an article for a magazine 37

Proofread text 6, 7, 9, 11, 12, 18, 19, 20, 28, 38

Punctuate correctly 8, 9, 10, 11

Sequence instructions 31

Use a map 26, 36, 45

Use colons and dashes 8, 9

Use commas 10, 11

Use descriptive language 23

Use formal language 13, 17, 18, 19, 22, 30, 38, 41, 43, 46

Use graphics/diagrams 15, 20, 26, 27, 32, 36, 45

Use homophones 3

Use mnemonics as spelling aids 2

Use persuasive language 21, 22, 38, 48

Use spelling rules 4, 5

Use tense correctly 6, 7, 28

Use the best methods to present text 14

Use the Internet 46

Write a poster/leaflet 20, 21, 33

Write a risk assessment 49

Write a speech 44

Write directions 26, 36, 45

Write emails 24, 25, 34, 35, 42, 43, 47

Write instructions 27, 31, 32

Write using headings 22, 46

Write letters 13, 18, 19, 29, 38, 43
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1skillbuilders n writing n level 1

Improve spelling skills using different methods.

1. Spelling aids

Many learners worry about spelling. There are several methods you can use to help you
remember how to spell words. You will find that some work better for you than others.

Choose a selection of words you find difficult to spell and try out each of these
methods.

Look Say Cover Write Check. This method is
good for learning a list of words that you find
difficult to spell.
1. Look at the word.
2. Say it.
3. Write the word while saying the letter 

names.
4. Cover the word.
5. Write it from memory.
6. Check it.

Fernald method. This method is useful for
remembering difficult words.

Look at the word and trace the letters with your
finger on a piece of paper (textured paper is
best) saying the word as you trace the letters.
Try to remember the shape of the letters as you
trace them. Then either close your eyes and
write the word or cover the word and say the
letters aloud.

Spelling rules. Lots of words are regular, which
means that the spelling of them follows set
rules. You can learn spelling rules and apply
them to your writing. There are lots of books
dedicated to teaching spelling rules.
Skillbuilders gives you just a taste of learning
and applying spelling rules on Worksheets 4
and 5.

Syllables. Being able to split a word into
manageable chunks will help you spell it. A
syllable is a beat of a word. For example: love

has one syllable, lovely has two syllables and
loveliest has three syllables. Each syllable must
have a vowel. Choose some longer words and
see if breaking them down into syllables helps
you to spell them. There is a lot of work you can
do on this – ask your tutor for help.

Mnemonics. These are rhymes or sayings that
help you remember how to spell particular
words. Using mnemonics is not practical for
memorising long lists of words, but they are
very useful for those words which can you never
remember how to spell. Mnemonics work best if
you make them up yourself. Here are a couple
of examples:

because – big elephants can always upset
smaller elephants.

special – a special agent is someone in the
CIA.

Try writing a mnemonic for a word you find
particularly tricky. Worksheet 2 gives you a
taste of mnemonics.

Etymology. Sometimes learning where a word
comes from can help you remember it. Graph
comes from Greek and means writing. It is used
in several compound words including:
telegraph, autograph, paragraph and
biography.
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skillbuilders n writing n level 1

Use mnemonics to remember spellings.

2. Memorise it!

2

Mnemonics should only be used if you have repeated problems with particular words. A
mnemonic is a rhyme or saying that helps you remember how to spell a word. Mnemonics
work best if you make them up yourself. These are examples of popular mnemonics:

Believe: never believe a lie.
Friend: I have friends round on Friday.
Island: an island is land.
Tuesday: u eat sweets day.

Make up your own mnemonics for these words.

1. Definite

2. Could

3. Forty

4. Some

5. Busy

6. Sure

7. Come

8. Beautiful

9. Piece

10. Receipt

Create mnemonics for three words of your own choice.
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3skillbuilders n writing n level 1

Use knowledge of homophones to aid spelling.

3. Sounds like...

Homophones are words that sound the same, but have different meanings and spellings. You
will have to learn each word because spelling rules don’t apply to most homophones. 

This is a list of common homophones. Use a dictionary to look up the meaning of each
word and write a sentence using each word in context, on a separate piece of paper.

1. aloud, allowed

2. bored, board

3. break, brake

4. check, cheque

5. find, fined

6. flour, flower

7. here, hear

8. hire, higher

9. hour, our

10. maid, made

11. new, knew

12. one, won

13. pair, pear

14. peace, piece

15. plain, plane

16. saw, sore

17. sea, see

18. sight, site

19. threw, through

20. to, too, two

21. warn, worn

22. waist, waste

23. weather, whether

24. which, witch

25. whole, hole

26. wood, would

Read this passage. Highlight the words that are spelled wrongly. Use a separate piece
of paper to write the text with all the words spelled correctly.

Non-residents are aloud in the Old Hall Hotel providing they use one of
the services. Anyone can higher a bicycle at £3.00 an our and cycle round
the grounds. The grounds are well kept and full of exotic flours. 

If the whether is bad there are indoor activities witch stop you getting
board. The leisure centre is modern and well-equipped, or you can relax
in the piece and quiet of our beauty salon. Hear you’ll fined the latest in
treatments for both men and women.
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skillbuilders n writing n level 1

Improve spelling using spelling rules.

4. Rules, rules, rules 1

4

Lots of words in the English language are regular, which means that the spelling of them
follows set rules. Learn these spelling rules and apply them to your writing. There are hundreds
of spelling rules. The rules on this page give you a taste.

The doubling rule.

If a word with a short vowel sound ends in f, l, s or z, the final consonant is doubled: stiff, bell,
fuss, buzz.

There are exceptions to every rule. In this case they include: if, of pal, yes, gas, is ,his, has, this,
us and bus

Your teacher or partner will dictate some sentences to you. Use the doubling rule to
spell the words in the sentences.

The w rules.

Vowel sounds that come after a w in a word aren’t spelled the way they sound:

1. the o sound after w is spelled with an a: watch, swan.

2. The or sound after w is spelled with ar: warning, warm. (Exception is water).

3. The er sound after w is spelled with or: worm, world.

Your teacher or partner will dictate some sentences to you. Use the w rules to spell
the words in the sentences.

The v rules.

1. No English word ends in v, except spiv. If there is a v sound at the end of a word, add a or e: 
have, dive.

2. Words ending in the sound uv are spelled ov: glove, dove, love.

Your teacher or partner will dictate some sentences to you. Use the v rules to spell the
words in the sentences.
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5skillbuilders n writing n level 1

Improve spelling using spelling rules.

5. Rules, rules, rules 2

Making plurals

A plural is more than one of something.

1. The most common way to make a noun plural is to add s: letter � letters, car � cars.

2. Nouns that end in ch, sh, s, x, or z add es to make them plural: church � churches,
bush � bushes, box � boxes.

3. Nouns that end in f change the f to v and add es to make them plural: leaf � leaves,
shelf � shelves. The exceptions are those that just add s: roofs, cliffs, chefs, handkerchiefs.

4. Nouns ending in y change y to I and add es to make them plural: baby � babies,
copy � copies, penny � pennies. But if there is a vowel before the y, you just add s: donkeys, 
keys, valleys.

Use the making plurals rules to choose the correct spelling in these sentences.

Your teacher or partner will dictate some sentences to you. Use the making plurals
rules to spell the words in the sentences.

1. The supermarket were empty. (shelfs, shelves)

2. The wholesaler delivered ten . (boxes, boxs)

3. The to the safe are in the manager’s office. (keys, keyes)

4. The cashier needed more . (pennys, pennies)

5. After lunch, the canteen staff wash the . (dishes, dishs)

6. The canteen cooked 20 staff . (lunchs, lunches)
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Use correct grammar.

6. Does it make sense? 1

6

When you write a piece of text you need to check that a singular subject has singular verb:

The supermarket closes at 4pm on Sunday.

Plural subjects should have a plural verb:

All supermarkets close at 4pm on Sunday.

Read these sentences. Re-write them so that the verbs and subjects are all singular.

1. The supermarket trolleys are in the bay.

2. The car parks are full.

3. The checkouts are busy.

4. These light bulbs are broken.

5. The queues are long.

6. There are no tins of peas on the shelves.

Write 50 words about your local supermarket. When you have finished your first draft,
check it to make sure that the verbs and subjects agree.

subject

subject
verb
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Use correct grammar.

7. Does it make sense? 2

Read these sentences. Re-write them so that the verbs and subjects are all plural.

1. The broken trolley is sent to be repaired.

2. The customers was waiting outside before the store opened.

3. The special offer on beer was so good that the shelf was empty.

4. The staff working on the deli counter is always busy.

5. Due to heavy traffic, all the delivery was late today.

6. The supervisor are having a team meeting.

Write 100 words comparing the services provided by supermarkets to those provided
by corner shops. When you have finished your first draft, check it to make sure that
the verbs and subjects agree.
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Use correct punctuation.

8. More complex punctuation 1

8

If you need to punctuate writing that is not in sentences you can use colons to mark the start
of a list and dashes or bullet points before each item in a vertical list. For example:

The tour:

– Dartmoor

– Tavistock

– Peter Tavy

– Okehampton

– Burrator.

Remember that sentences always start with a capital letter and can end with:

n a full stop

n a question mark

n an exclamation mark.

Write a short piece of text about a holiday or a place you have visited. Include at least
two vertical lists in the passage.

FSB_WRITING L1_2011_U_writing L1  01/09/2016  07:11  Page 8



9skillbuilders n writing n level 1

Use correct punctuation.

9. More complex punctuation 2

South West Tourism is the tourist board for
the 7 counties of the government’s South
West region

Gloucestershire 
The former Avon 
Dorset 
Wiltshire 
Somerset 
Devon 
Cornwall
Isles of Scilly.

The South West is a beautiful and historic
part of england its 2 National Parks –
Dartmoor and Exmoor – cover 1,631 square
kilometres (8.3% of the region’s land area).
Areas of Outstanding Natural Beauty (AONB)
cover approximately a fifth of the region
(4,641 square kilometres) The South West
Coast Path, probably england’s most
beautiful and diverse national trail, provides
residents and visitors with an unsurpassed
natural resource. Indeed, a jewel in the South
West Coast Path’s crown is the Dorset and
East Devon coast (Jurassic Coast) which was
declared a World Heritage Site in December
2001

This unique blend ensures the South West
region is the most popular destination for
domestic visitors, it accounted for
14% of England’s domestic tourist 
trips
18% of nights
16% of spending. 

In terms of visitors from overseas, the region
accommodates 8% of trips to england, 7% of
the nights and 5% of the spend.

South West Tourism is an independent limited
company with over 4,000 members and forms a
3-way partnership between private enterprise,
local government and central government its
role is to stimulate and manage the
development of tourism to bring economic,
social and environmental benefits to the people
who live and work in the region and to provide a
rewarding and enjoyable experience for visitors
South West Tourism operates a comprehensive
range of activities including marketing and
promotion, information provision, research,
business advice, training, accommodation
standards and tourism policy.

Read this passage about tourism and the South West Tourist Board. Some of the
punctuation is missing. You need to add 2 colons, 11 dashes, 6 capital letters, 1 comma 
and 5 full stops.
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Use commas correctly.

10. Using commas 1

10

Commas have the distinction of being used far too often, or not often enough! Here are a few
short rules for using commas.

1. Commas do not replace full stops.
e.g. He came to the city. He was looking for a job.

2. Commas after an introductory word or phrase:
Unfortunately, I sold the last one this morning. 
When you have made up your mind, please let me know. 

The same thing can happen at the end of a sentence, but this is less common:
I did not like it at all, as a matter of fact. 
I would not consider taking the job, however.

3. Commas around the name or title of the person addressed:
Mr. Jones, do you work in the bakery section too?
Would you mind, Chef, checking my pastry please?

4. Commas introduce direct speech and separate it from indirect speech:
He said, “I know you, don’t I?”
“Come here now!” she yelled, suggesting that I was late.

5. Commas after yes and no:
No, you can’t have another day off this week.

6. Commas separate clauses:
No one knows me here, least of all the people in charge.
However hard I try, I never seem to cook pastry properly.

7. Commas separate items in a list:
Today’s desserts are apple tart, chocolate mousse, syllabub and fruit crumble.

8. Commas eliminate ambiguity:
If you want to shoot one of the leisure club staff will demonstrate the shotgun to you.
If you want to shoot, one of the leisure club staff will demonstrate the shotgun to you.

9. Commas are used in dates:
5th September, 2018.

10. Commas should be used before and to break up long sentences:
The AutoSlice machine is a welcome addition to the Bakery Department, and as Mr.
Owen mentions about the range of products on offer, all our breads are baked in-store
from the finest ingredients.
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Use commas correctly.

11. Using commas 2

Read this passage about the services offered by the research department of the South
West Tourist Board. Some of the punctuation is missing. You need to add 12 commas
to make the passage read correctly.

The research department holds a library

of data access free to members that

provides a crucial context to the

development of tourism in the region.

Information is available on topics as

diverse as tourist trips nights and spend

data occupancy data (2005 to present),

economic impact data ‘How’s Business?’

quarterly reports, and ad hoc research

(impact of foot and mouth for instance).

In addition to holding an extensive

library of electronic and printed research

information, South West Tourism

undertakes a wide range of research

projects. Indeed, the Research

Department has over a decade of

experience in undertaking cost effective

research on behalf of a wide range of

tourism organisations, including local

authorities attractions hotels event

organisers and other regional and

national agencies. 

Our research can provide the crucial

foundation for business development

and all projects are tailored to individual

requirements. Bespoke research can

involve a variety of methods such as

face-to-face interviews on or off-site

telephone interviews design and analysis

of self-completion postal questionnaires

focus groups and mystery shopping. The

Research Department will help you

choose the method that suits your

needs.
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Use planning and drafting skills.

12. Planning 1

12

Planning and drafting writing is a craft. The difference between an average piece of writing
and a really good piece of writing is usually the time spent at stage 3 in the writing process.

STAGE ONE 

Plan

Brainstorm the main topics and arrange your ideas under headings, Put these headings in the
order in which they will come in your writing. Then expand each heading, putting brief details
of what you will write in each section.

STAGE TWO

Draft

Choose a heading and start to write in sentences. Write quickly, getting your ideas on paper.
Fill in the details for all of the headings and assemble them in the correct order before you
move on to the next stage. 

STAGE THREE

Revise

Now work on the draft itself. Read it sentence by sentence, improving the fluency of your 
writing. You may want to cut some sections if they are unnecessary, while other sections may
need to be filled out. Make sure that each paragraph makes sense as a whole. You can even
work on the text on a word-by-word basis, making sure that you have chosen the best word for
each situation. 

STAGE FOUR

Proofread 

Check that there are no errors in spelling or punctuation and that the text makes sense and
communicates the message you want it to. It is a good idea to ask someone else to proofread
it as well.
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Use planning and drafting skills.

13. Planning 2

Use the information on Worksheet 12 to carry out these tasks.

1. Plan a letter to your boss about a work-related grievance.

2. Plan a letter to a shop complaining about a faulty product or poor service.

3. Plan a letter to your local MP asking for his or her support on an issue which you
feel strongly about.

4. Choose one of the letters and finish stages 2–4 of the writing process.
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Use format and structure for different purposes.

14. How to present it

14

Texts can be presented in a variety of ways. The method chosen should suit both the purpose
and type of text. For example:

n bulleted points
n charts / graphs
n handwritten notes
n numbered lists
n paragraphs
n tables
n typed text
n using subheadings.

Decide which are the best methods of presenting the following types of texts.

Text Methods

1. A one-page report on monthly sales figures

2.A set of instructions for using a fire extinguisher

3.A letter to a supplier

4.An email to a colleague explaining how to get to a
conference centre

5.A 20-page report with details of a new contract including
lists of the components AutoParts will supply

6. A message to a colleague telling them you’ve gone to lunch

7. A list of all products produced by the factory, together with
prices and product codes

8. An email to your boss outlining the products made by your 
competitor, including details of their annual sales and growth 
figures
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Some texts can be quite complex. Writers 
sometimes use illustrations to make something
clear. For example:

Think of planning and producing a piece of
writing as a type of funnel. The beginning is
broad as you think of ideas, but then it narrows
as you plan your writing, and then narrows
even more as you actually write it. 

It can be more simply explained using a 
diagram:

15skillbuilders n writing n level 1

Devise diagrams to make information explicit.

15. Make it clear

Devise or find diagrams that could accompany these paragraphs to make the
meaning clearer.

1. People working at Blackwell’s Supermarket are organised in a hierarchy. Mr Owen is the
General Manager. Under him there are five other Managers: James Hayes, the Concessions
Manager, John Diamond, the Groceries Manager, Bill Chen, Bakery Manager, Mary
MacGuire, Wine and Spirits Manager and Jenny Kitchen, Manager of Fresh Foods. Each of
these Managers is responsible for a team of between 2–5 supervisers. The supervisors in
turn are responsible for teams of 15–30 retail assistants.

2. The Old Hall Hotel has a complaints procedure. If a member of staff has a complaint, they
should tell their immediate superior who will respond to the complaint orally, normally
within ten working days. If the staff member is not satisfied with the response they are then
entitled to make a formal written complaints stating why they weren’t happy with the oral
response. The formal written complaint must be addressed to the complainant’s
departmental manager. The Manager will then determine an appropriate procedure, in
consultation with the Personnel Manager if necessary. A written response will be sent to the
employee. The employee is entitled to a meeting with the Department and Personnel
Manager if they are not satisfied with the written response.
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Fill in forms.

16. Supermarket – Reporting an accident 1

16

Use the information below to fill in this accident report form. Read the notes carefully
to make sure that you give the correct information. Take particular note of the urgent
reporting rules.

Ann Slater slipped on a plastic bag behind the deli counter and hurt her wrist. Fred Adeyo was
working with Ann and saw the accident. The first aider was called and sent Ann to hospital
where she was x-rayed. Ann has fractured her wrist and will be off work for at least three
weeks. There should not have been any plastic bags loose behind the counter, but staff were
very busy. The deli counter supervisor will hold a meeting with all deli counter staff and the
supermarket safety officer. The minutes of the meeting will be sent in a memo to all staff.

This form should be used to report the following if they
happen on the premises of Blackwell’s Supermarket or
elsewhere if in connection with Blackwell’s activities:
� personal injuries
� near misses with the potential to cause personal injury,
ill health or property damage

� dangerous occurrences
� cases of work-related disease, ill health or medical
condition, e.g. including dermatitis and musculo-skeletal
conditions. These will include any injury to members of
the public, and customers, which result in them being
taken to hospital.

Near misses
In order to improve health and safety standards,
Blackwell’s also seeks to collect information on all
incidents / accidents including near misses. This allows
unsafe practices or conditions to be identified and
rectified.

Incidents and accidents to people not employed by
Blackwell’s
Whilst on Blackwell’s premises an Incident and Accident
report form should be completed and the incident should
be reported to their own employer who will notify the
enforcement agency if necessary.

Confidentiality of information
Personal details will not be disclosed to any third party
without the consent of the injured person, except as
required for reports to the enforcement authority, or
Blackwell’s insurers in connection with any subsequent
claim or any statutory enquiry.

URGENT REPORTING

The following categories of injuries and dangerous
occurrences MUST BE REPORTED AS SOON AS
POSSIBLE to the Safety Officer. To ensure receipt of such
reports the initial report should be made by telephone.
Injuries
� death
� loss of consciousness
� requires resuscitation
� fracture
� dislocation
� amputation
� loss of sight or penetrating injury to the eye or injury
likely to require admittance to hospital for 24 hours or
more.

Dangerous occurrences
� collapse or catastrophic failure of any lift, building or
scaffold

� accidental or uncontrolled release, spill or discharge of
any hazardous chemical, radioactive material, hazard
group 3 pathogen or category 3 genetically modified
organism likely to be a danger to human health or
property.

� accidental or uncontrolled fire.
Safety Officer ring 1869
If no-one is available, use the internal emergency number
2222 and request that the Safety Officer is paged.

Accompanying notes for the incident and accident report form
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Fill in forms.

17. Supermarket – reporting an accident 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 Blackwell’s.

�Send a complete form to the Safety Officer.
�Major injuries and dangerous occurrences must be reported
to the Safety Officer 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: Telephone: 

Are they? (please tick) Blackwell’s 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: 
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Write a letter.

18. Hotel – better luck next time

18

Use the notes below to write some letters. Prepare first drafts, then check them for
meaning, punctuation and spelling. Your second drafts should be checked over with
your teacher for any final amendments. Ask your teacher if you need help with letter
layout. 

The Old Hall Hotel has been interviewing people for the vacancy of housekeeper. You have
been asked to prepare draft letters to the unsuccessful applicants. Each letter needs to cover
the following points:

1. Thank the person for coming to the interview.
2. Say that unfortunately they were unsuccessful on this occasion.
3. Wish them luck for the future.

This letter needs to be sent to these three people:

Mr Juan Menendez
5 Park Avenue
Plymouth
PL2 8NJ

Mrs Philippa Herbert
Oak Cottage
Milton Combe
Yelverton
Devon
PL12 7NG

Miss Liz Mulgrew
12 Dark Lane
Tavistock
Devon
PL19 6HN
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Write a letter.

19. Hotel – congratulations!

Use the notes below to write a letter. Prepare a first draft, then check it for meaning,
punctuation and spelling. Your second draft should be checked over with your teacher
for any final amendments. 

You have been asked to prepare a draft letter to the successful applicant for the post of
housekeeper. The letter needs to cover the following points:

1. Thank the person for coming to the interview.

2. Say that you are delighted to offer them the job, subject to satisfactory references.

3. Say that you would like them to read, sign and return one copy of the enclosed contract of
employment.

4. Say that you would like them to report to work in four weeks’ time – give them a date.

5. End by congratulating them and saying that you look forward to working with them.

This letter needs to be sent to:

Miss Sharon Cooper
10 Bank Row
Roborough
Plymouth
Devon
PL6 6PH
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Write and design a poster.

20. Hotel – picture this!

20

Use the notes below to prepare a draft of a poster, making sure it contains all the
information needed. Complete your final draft on a computer and find a suitable
image from Clip Art to illustrate it.

The Old Hall Hotel is running a photography competition. The first prize is a three-night leisure
break for two in the best suite. The prize includes all meals and two treatments in the health
spa. The photos should be taken on these themes:

n the essence of summer

n in the lap of luxury

n pure relaxation.

All photos must be taken at the hotel. The winning entries will be used for publicity material.
Entry forms are available at reception. The photos, together with the entry forms, must be sent
to Denise Baines, Promotions Manager, by 30th August.
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Use persuasive language. Write a promotional leaflet.

21. Hotel – hear all about it

When writing a promotional leaflet you need to keep in mind what you are advertising and
who the offer is likely to appeal to. In this case, you are trying to get people to come to the
Old Hall Hotel for a Valentine’s meal.

Research shows that the person most likely to book an evening like this is a man who wants to
impress his partner. The evening will appeal to couples only. The cost is not cheap, but the
meal, surroundings and atmosphere will be very romantic.

As a writer, you need to use words and phrases that will make your reader want to spend his
money at the Old Hall Hotel. You will need to provide enough information for the person to
make that decision. Try to think of suitable adjectives and phrases that will help the leaflet
sound persuasive.

Use the information to prepare a one-page leaflet advertising a Valentine’s Night
Gala Dinner. The purpose of the leaflet is to persuade couples to come to the Old Hall
Hotel to celebrate this romantic day. 

The leaflet needs to say:

n the date and time of the dinner

n details of a gourmet five course menu

n details of what drinks are included in the price

n details of the entertainment

n details of the gifts that will be given to each lady

n the cost of the ticket per couple.
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Use formal language. Write a short report.

22. Hotel – report

22

This key information will help you write a succinct, well-structured report.

n All reports should have a title.

n Some reports summarise the findings in a very short paragraph at the beginning.

n Information in a report should be presented in a logical order – using subheadings will help
with this.

n Recommendations go at the end of a report. The information given in the body of the report
should provide enough evidence to back up the recommendations.

Use this information to prepare a short report about the photography competition.
You want to convince senior management that the competition was a worthwhile
venture and that it generated more interest in the hotel.

Your recommendation is that the hotel s
hould run a similar

competition next year. This was the first 
time the hotel has run a

photography competition. The competiti
on generated a good deal

of local media coverage with eight sepa
rate articles in the local

newspaper and one brief item on local t
elevision news.

There were 257 entries in the competitio
n.

18 people submitted photos in all three 
categories. The most

popular category was ‘in the lap of luxu
ry’ which attracted 150

entries. The remaining categories of ‘the
 essence of summer’ and

‘pure relaxation’ attracted roughly equa
l numbers. The standard

of photography was high and the marke
ting department will be

able to use at least 40 of the photograp
hs in publicity materials

and brochures. The informal photos of t
he guests were

particularly useful for this.

The information in the entry form shows
 that 20% of entrants

visited the hotel just to enter the compe
tition. The winner was Mrs

Sarah Judd from Newmarket. The winne
r and runner-up photos

will be enlarged and on display in the re
ception area.
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Write a short report.

23. Hotel – making comparisons

The breakfast menu at the Old Hall Hotel offers a variety of breads. The chef wants to
limit the bread to a choice of four. He wants the Catering Manager to choose between
taking crumpets or fruit muffins off the menu. You have been asked to compare the
two products to help the catering manager make a decision. Use this writing frame to
prepare a short report. 

Although and are 

both , they are different in many ways.

are 

, whilst are 

.

They are also unalike in that 

.

Another way they are different is 

.

Finally, 

.

FSB_WRITING L1_2011_U_writing L1  01/09/2016  07:11  Page 23



skillbuilders n writing n level 1

Write an email.

24. Hotel – your daily bread

24

Debbie Mullins, the Catering Manager, has decided to limit the choice of bread at
breakfast to four: wholemeal bread, white soft batch, croissants and fruit muffins.
Use the email template to write an email from her to all kitchen staff telling them
about the changes. The changes take effect immediately. Debbie also wants to remind
waiting staff to offer guests the bread three times during breakfast.

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment
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Write emails.

25. Hotel – the finer details

You are going to co-ordinate the plans for the Valentine’s Gala Dinner. Use the plan to
write emails to remind other members of staff of their duties. You can use the email
headings to draft your text and then type them up using an email programme if you
have access to one.

Valentine’s Gala Dinner Plan

Date Done
February 10th Email Banqueting Manager to ensure extra staff are booked.

10.30 meeting with florist to finalise flower arrangements.

February 11th Email to the Sommelier to check that the extra 10 cases of 
champagne have been ordered. pierre.boyer@oldhallhotel.net.

Email to reception to make sure that the signs will be in place for
guests to find the Burrator Suite. reception@oldhallhotel.net.

Email to General Manager to advise him of ticket sales for the
dinner and to say that all arrangements are now in place. 
nick.clarke@oldhallhotel.net. All tickets have been sold.

�
�

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment
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Use a map to write directions.

26. Hotel – getting here

26

You have been asked to write directions to the hotel. Use the large map to write
directions from Plymouth to Yelverton. Use the smaller map to write directions for
guests once they reach Yelverton.

Parking
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Write instructions

27. Hotel – how to do it

The hotel has taken delivery of trouser presses for every room. The only instructions
are pictures. You have been asked to write a set of instructions for the press. Use the
graphics as a guide.

1 2

3 4
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Use correct grammar. Proofread text.

28. Supermarket – going organic

28

Debbie Newmarket, the Product Development Manager at Blackwell’s Supermarket
has prepared a report about organic products. The report needs proofreading. Read
the text and highlight the errors in subject – verb agreement and use of tense. Re-
write the passage and correct the errors.

Tesco, Britain’s biggest supermarket chain, has predicted that sales of its organic
food quadrupled – to be worth £1.5bn by the end of this year. Tesco’s consumer
research suggests one in four households now tried organic products – mainly
because of concern about children’s health. 

Its findings explain why more and more retailers are trying to cater for this sort of
demand. Tesco has re-packaged its organic goods and increasing its range. Every
Tesco store will stocked its organic range. The company also says that it is donate
money to support the UK organic movement. 

Currently, around 70% of everything sold in UK stores as organic is imported. 

Tesco has made a deal with The Prince of Wales’ organic food company, Duchy
Originals, to stock more of its products, including organic bread and biscuits. This
will be worth almost £100,000 to the Prince of Wales Charitable Foundation, which
took all the profits from Duchy Originals. According to Tesco, organic food no
longer had just a niche market; it is mainstream. 

The last three years have seen dramatic developments in the organic food market.
The sector is grow at 40% a year, mainly due to food scares and concern about
genetic modification. 

Tesco says it is spending £5m on bringing down the prices of its own brand organic
fresh produce. It admit that the goods will continue to be more expensive than non-
organic products since it costs farmers more to produce organic food. But the store
insists the gap between organic and non-organic costs is begun to close – even if
only by a small amount. 

Asda claims to offer the best value organics around – some 10% to 15% cheaper
than competitors on an average basket of organic products. Sainsbury’s currently
has the largest selection of organic products.
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Write a letter.

29. Supermarket – late deliveries 1

The supplier of milk for Blackwell’s Supermarket has been late delivering their order every day
for the last ten days. The chilled goods manager has phoned several times to complain, but
the milk is still turning up three hours late. The supplier is: Anjal Dairies, Back Lane, Clive,
Lancashire, PR20 8YT.

You have been asked to write to the supplier to find out what the problem is. If the
supplier can’t guarantee delivery by 7 am the supermarket will be forced to find
another supplier. Your letter needs to be assertive and business-like. Before you begin,
answer these questions to help you come up with ideas for the letter.

1. How much trade do you think the supermarket may lose if they can’t sell any milk for
the first three hours of each day?

2. What do you think Blackwell’s customers will think about the situation?

3. Do you want the dairy to compensate you? If so, how could they do this?

4. What words can you use that will let the dairy know how annoyed you are?

5. The dairy has not responded to telephone calls. You want an immediate reply to your
letter. What phrases could you use to show that the situation is urgent?
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Write a report. Use formal language.

30. Supermarket – snack attack

30

Use this information to write a short report on the sales of snacks and crisps over the
last three months. Your report should be no longer than one side of A4 paper. You need
to give the UK-wide picture of crisp sales as well as outlining the sales of crisps and
snacks at Blackwell’s.

Family Food Panel research shows t
hat

39% of adults in the UK do not eat

breakfast anymore, 22% of us skip

lunch and 11% do not eat an eveni
ng

meal. Men and women eat an average

of 39 and 37 snacks between meal
s

per week respectively. On average 
we

all eat just 2.3 meals per day, but w
e

have 5.4 snacks.

� More than 12 billion packets of crisps

are eaten in the UK every year.

� 98% of all households regularly

purchase snacks.

� A third of all sales go through

impulse outlets. 

� Snacks is the sixth largest category

by sales value, after spirits, beers,

carbonated soft drinks, chocolate

and wine. 

� It is the fifth fastest growing sector

and has the fourth largest gross pro
fit.

At Blackwell’s sales of crisps and

snacks increased by 20% in the las
t

three months. The brand with the

biggest sales growth was Walker’s

Max – a healthier snack aimed at

young males. Sensations, an adult

range of healthier crisps also show
ed

a high growth rate of 17%.

Sales of six-packs of crisps overall h
ave

increased by 15% over the last thre
e

months. The feeling is that they are

being bought for schoolchildren’s

lunchboxes and for in-home

consumption. 

Because sales of crisps and snacks
 are

both equally profitable and popula
r,

the report should say that an

interesting display and well-stocked

supply is essential.

Facts about snacks…
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Sequence and write instructions.

31. Supermarket – keep it safe!

Use this jumbled information about the deli counter’s meat slicer to write a set of
guidelines for cleaning it. The guidelines need to be in a logical order and should
include a list of numbered instructions as well as subheadings for chemicals and
equipment required.

The machine should be cleaned once a day.

All moveable parts should be stripped and soaked in hot water and detergent.

Rubber gloves should be worn when cleaning the machine.

If there is a blade guard make sure it is attached.

Switch off power and remove from socket.

Use chemical D10 to spray all parts of the machine.

Rinse the machine with cold water.

Wipe over the meat slicer with a clean cloth, making sure all food debris is removed.

Wash all soaked parts making sure that all food particles are fully removed.

Re-assemble the meat slicer.
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Write instructions.

32. Supermarket – vend it!

32

Use this writing frame and the picture of the vending machine to write a set of
instructions that tell you how to buy a cup of hot chocolate.

To begin with 

Next 

Then 

After that 

Finally 

Don’t forget 
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Write a leaflet.

33. Supermarket –points make prizes!

Blackwell’s Supermarket wants its customers to join in the celebrations for its 50th
Anniversary. You have been asked to devise a customer competition. You have been
given a budget of £3000 for prizes. Think of answers to these questions:

1. What is the top prize?
2. What are the two runner-up prizes?
3. What do customers have to do to enter?
4. How could the supermarket make the most of publicity from the competition?

Now prepare a leaflet advertising the competition. You need to make customers want
to enter. Don’t forget to include an entry form. Use these heading to help you plan
where the various pieces of information will go.

Front

Must include:

Could include:

Back

Must include:

Could include:
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Write an email.

34. Supermarket – letting everyone know 1

34

Use this email template to write an email to all members of staff about the Golden
Anniversary competition. You need to tell staff what the prizes are, how customers
can enter and when the closing date is.

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment
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Write emails.

35. Supermarket – letting everyone know 2

Use the email proforma or email software to write some emails. In each case you
need to decide on the tone of language needed and the amount of information you
should give. You can use your imagination to invent extra details.

1. A message to your co-worker asking her to swap shifts with you next week.
julieh@blackwells.net.

2. An email to your supervisor letting him know that you have a dental appointment on
Monday at 4 pm and will need to leave one hour early. nickd@blackwells.net.

3. A message to the canteen manager asking her to make sure that there are some vegetarian
options on tomorrow’s menu as you have an important visitor who you know is vegetarian.
patd@blackwells.net.

4. An email to the supermarket manager, Tom Owen, with a summary of your report on sales
of crisps and snacks over the past three months (see Worksheet 30). tomo@blackwells.net

5. An email to Bob in Bakery in his capacity as head of the sports and social club, suggesting
that the annual outing could be to Morecambe this year. bobc@blackwells.net

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment
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Use a map to write directions.

36. Supermarket – how to get here

36

Use these maps to write directions to the supermarket from the M6. 

Leyland
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Write an article for a newsletter. Edit text.

37. Supermarket – staff magazine

Blackwell’s has a monthly magazine that is sent to all members of staff. Each month one staff
member is asked to write an article about themselves, their hobby or what they like most
about work. 

1. This month it is your turn to write. You have been given 500 words – roughly seven
paragraphs. Choose your topic and plan it in note form, paragraph by paragraph,
using the Post-it stickers below.

2. Use your notes to write your article on a separate piece of paper. Then proofread
your article.

3. The editor of the magazine has asked you to cut your article to 300 words. Edit
your text accordingly.

para 

para 

para 

para 

para 

para 

para 
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Write a persuasive letter.

38. Factory – get the contract!

38

AutoParts has lost an important contract with Motor Cabling for producing gear cables. The
contract is worth £1.5 million a year to AutoParts and will make next year’s budget tight. The
contract has been given to a very large company in South Korea. Motor Cabling needed to
double the size of its monthly order and doubted that AutoParts could cope with this. Motor
Cabling has also been able to negotiate a 15% cheaper contract with the South Korean
company. Motor Cabling’s contact address is 10 Landsdown Park, Leicester LE5 8TP.

You have been asked to write a letter to your client outlining the reasons why you
think they should stay with AutoParts.

You need to consider tone: you want to sound professional, not grovelling, but to voice
your disappointment at losing the contract. It is up to you to decide how much
information to include. Use the information in the efficiency report below to draft your
letter. The letter should give the contractor enough reasons to renew their contract
with AutoParts.

Autoparts
Efficiency report summary

Cycle time on each line has been reduced by 25%.
Productivity has now increased to 96%. Quality
remained at 99.6%. Overall Equipment Effectiveness
was calculated to be 84%.

A full revamp of the factory layout is to be made next
month and we forecast being able to reduce the
manning level on the line by 25% for redeployment on
other tasks, without jeopardising delivery or quality.
Valuable floor space will also be released and online
inventory will be reduced by over 50%. Due to these
efficiency measures, ever-increasing customer demand
will be met more effectively.

QUALITY STANDARDS
AutoParts is accredited with Industry and Customer
Quality standards including:

Industry standards: QS 9000
ISO 9002
ISO 14001

Customer standards: Ford Q1
Rover RG2000

SYSTEMS
All facilities utilise a ‘World Class’ Integrated ERP
system with automated electronic links to customers
for business information exchange. In addition to our
manufacturing systems we have deployed standard
environments and infrastructure:
� ‘World Class’ integrated ERP Systems at all sites 
� Standardised IT environment throughout AutoParts 
� Commercial/Engineering EDI links 

CAD SYSTEMS
In order to produce a service to our customer base
we have direct communication links and support a
multitude of CAD platforms including:

� AUTOCAD

� CATIA

� CADDS5

� C3P (I-DEAS)

� PDGS.
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Fill in forms. Use workplace documentations.

39. Factory – planning the day

Use the information from the computer screen to fill in the production schedule for
line 1.

Production schedule
Line number

Today’s date

Time of operation

Downtime

No. of scheduled hours

Tool change required? Yes/No

Product

Estimated output

Customer

Notes

Line 1
08:00 – 18:00 hours

No downtime or tool change scheduled

500 x Ford Focus Fuel tanks for Ford UK

Note: Customer doesn’t want more than
500 so if production goes well stop the line
at 520 tanks and call the Production
Manager.

Line 2
09:00 – 12:00 hours

1000 Ford Focus rear wings for Ford UK

Tool change at 12:00 hours

12:30 – 13.00 hours

1000 Ford Focus front wings for Ford UK

Call Production Engineer to supervise tool
change.
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Fill in forms.

40. Factory – quality control 1

40

There was a problem with the fuel tanks produced on Line 1 yesterday. Use the
following handwritten notes, emails and quality control procedure checklist to
complete the quality control report on Worksheet 41.

Stopped production line 1 because of misshape
s in fuel tank. 200 okay.

Stopped line at 12.15 pm after 20 consecutive
 misshapen tanks were

produced. No engineer available to change tool so no more
 production

took place today. Quality Control Manager and Supervisor were both on

a training day, so informed them by email.

Date: 20 April

The line was down yesterday afternoon because it was producing misshapen fuel tanks and neither the
engineer or quality assurance staff were available. The Ford UK order is now 1 day behind schedule. Can
we meet to discuss this when you get back from Dagenham this afternoon?

Jane Lowe,
Production Supervisor

Terry Parker, Production ManagerTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Production Line 1

Add Attachment

20 April

To confirm the outcome of our meeting. The Quality Department have been reminded that there must
always be one member of their department available to the shop floor during hours of production.
Overtime has been authorised for this evening to ensure that the fuel tanks will reach Ford UK by the
agreed time. Can you phone around production staff and make sure you have three volunteers for this
evening’s extra shift, please?

Terry Parker, 
Production Manager

Jane Lowe, Production SupervisorTo:

CC:

Subject:

Attachments:

Send now Send later

Title

Production Line 1

Add Attachment
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Fill in forms.

41. Factory – quality control 2

Quality control report
Production Line Number: 

Date and time of fault: 

Description of fault: 

Name of staff who reported fault: 

Action taken at the time: 

Were quality control procedures followed? 

Consequences/actions as a result of the fault: 

Name: Date 

Signature: 
1 copy of this form should go on file, 1 to the Production Manager and 1 to the Quality Control Manager.

QUALITY CONTROL PROCEDURE
During production

1. Check the first product off the line. If it meets the required standard,
production can go ahead. If it falls below the required standard, stop the line
and inform the duty Quality Controller.

2. Check every 10th product as it comes off the line. If there is any fall below
the required standard, pause the line and inform the duty Quality
Controller. Do not re-start the line until the Quality Controller has told you
to.

3. If Quality Control staff are unavailable, stop the line and speak to the
engineer for advice.

Using the information given in Worksheet 40, complete the form below.
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Write emails.

42. Factory – breaking the rules 1

42

The personnel department has received an anonymous note claiming that one of the forklift
truck drivers at AutoParts is smoking cannabis at lunchtime. You have been asked to draft an
email to all members of staff reminding them that the use of alcohol and illicit drugs is
forbidden. Also remind employees that AutoParts is committed to helping employees with
drugs problems to seek the help they need. The email address would be: allstaff@autoparts.net

You need to get the tone of your email right – it should be open, matter of fact, but not
lecturing. Use the information in the drugs policy on Worksheet 43 if you need to.

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment

Use the email proforma or email software to write your message. 
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Write a letter. Write an email.

43. Factory – breaking the rules 2

As a result of your email, Mike Cannon, one of the forklift drivers, has come to the Personnel
Department to tell them that he has a problem with cannabis. He wants AutoParts to help him
with his problem, in accordance with the company’s Drug and Alcohol policy. He is asking to
be taken off forklift truck duties while he sorts his problem out.

Use the drug and alcohol policy to write a letter to Mike outlining the support you can
give him. Use the email proforma on Worksheet 42 or email software to inform Jim
Oakley, Warehouse Manager what you have agreed with Mike. Jim’s email address is
jim@autoparts.net.

Drugs policy
The objectives of the policy are:
ß to prevent problems arising from the misuse of drugs /
alcohol by raising employees’ awareness and developing
good practice.

ß to provide assistance to employees, whose dependency
on drugs or alcohol impacts upon the work
environment.

ß to ensure that employees with a drug or alcohol problem
have the same rights to confidentiality and support as
they would have if they had any other medical or
psychological condition.

ß to encourage and assist individuals with a drug problem
to seek help.

ß to offer access to a programme of counselling / help
which will hopefully lead to a change in drugs / alcohol
behaviour, through a process incorporating self-referral
or supportive referral.

ß to offer appropriate programmes of counselling /
treatment to employees whose drug / alcohol problem
has been recognised. Time off work for this counselling /
treatment to be taken and paid for in the same way as
normal sick leave.

ß to rehabilitate and reintegrate the individuals back into
their original workplace on an agreed timetable. If this is
not possible (e.g. because the job itself may have been a
contributing factor to the problem), individuals will be
treated in the same way as any other employee
redeployed for health reasons.

When an employee believes he / she has a drug or alcohol-
related problem, he / she should seek specialist help as
soon as possible. The Personnel Department is available to
initiate such help and arrange a referral.

Immediately a Supervisor suspects an employee has a drug-
or alcohol-related problem, which is either affecting their
work performance or having an adverse affect on their
colleagues’ work performance, he / she must draw this
concern to the attention of the appropriate Manager.

After consultation with the Personnel and Support
Manager, the Manager will then arrange to interview the
employee concerned.

In the event of an employee denying that there is any
health problem, as appropriate, the particular case may
either be referred to AutoParts’ Medical Advisor or action
may be taken within the framework of the Disciplinary
Procedure.

Should a return to his / her post carry with it a risk of
recurrence of the condition or a risk of jeopardising the
welfare and safety of public or fellow employees, a suitable
alternative should be provided, if available, and / or there
should be a further referral to AutoParts’ Medical Advisor.

All employees driving or having control of AutoParts’
transport and mobile plant, or driving private vehicles on
official AutoParts’ business, must ensure at all times that
they are fit to drive and especially that their ability is not
impaired by drugs (including prescribed and counter
purchased) or alcohol. Any instances where there is
evidence of those employees either misusing drugs or
alcohol whilst undertaking any official driving duties or
being responsible for the operation of equipment or
machinery, will constitute gross misconduct and will be
dealt with in accordance with the disciplinary procedure.
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Write a speech.

44. Factory – speech, speech

44

AutoParts has won a business award. The company has been voted Welsh Automotive
company of the year. There is going to be an awards ceremony at the Angel Hotel in Cardiff.

Write a draft speech that will last between two and three minutes when it is given.
The speech will be given by Joe O’Connor, the Managing Director. He’d like to cover
these points in his speech, if possible. They are in order of importance:

n Thank the Centre for Enterprise for giving AutoParts the award.

n Joe thinks the award is very prestigious and it acknowledges the hard
work and determination of his committed workforce – so thanks go to
everyone in the AutoParts team. 

n AutoParts has also had support from the Cardiff Chamber of Commerce
and particularly the European business section. A special thank you
goes to Huw Edwards, European Business Manager who helped
AutoParts broker partnerships in the European Market.

n AutoParts is a family run firm that likes to keep things on an informal
footing, but has had to rapidly change to new technologies. 

n Joe thinks that constant improvements and reviews are the key to the
company’s success. Expanding into European markets has been crucial
for its success.

n Joe believes that working hard will not be enough to guarantee future
success. All Welsh companies should exploit international markets if
possible and help maintain the Welsh reputation for hard work,
reliability and flexibility. 

n AutoParts is looking forward to the future positively. A new factory
layout will be challenging but will almost double the company’s
capacity.
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Use a map to write directions.

45. Factory – how to find us

You have been asked to write directions to the factory from Newport. Use the map to
write directions from Newport to Church Down Business Park. Give one route that
uses the motorway and another that avoids it.
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Write a report.

46. Factory – assessing the competition

46

AutoParts had bid for a prestigious new contract with Jaguar. They have just been told that
the contract will either go to AutoParts or to the Shrewsbury plant of a company called Stadco.

You have been asked to find out as much as you can about AutoParts’ rival.

Find out about Stadco, its products and clients at their website: www.stadco.co.uk
Prepare a report about the company using these headings:

n How Stadco pitch themselves

n Sites and core activities

n Capacity and facilities at Shrewsbury

n Customers

n Products

n Quality systems

FSB_WRITING L1_2011_U_writing L1  01/09/2016  07:11  Page 46



47skillbuilders n writing n level 1

Write an email.

47. Factory – inform the staff

A team from Jaguar will be visiting the AutoParts factory on Friday this week to tour the
premises and facilities. They will also see three presentations from the Production Manager,
the Quality Control Manager and Joe O’Connor, the Managing Director. It is vital that the
Jaguar team leave AutoParts with a first-class impression of the company.

Write an explanatory email to all staff telling them what is happening and that they
should expect visitors to drop in throughout the day.

To:

CC:

Subject:

Attachments:

Send now Send later

Title

Add Attachment
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Write persuasively.

48. Factory – persuade me!

48

The staff social club at AutoParts is planning a New Year’s Eve party. They always go to the
same hotel and you don’t think that the food and drink are good value for money and the
disco is always rubbish.

Choose an alternative venue for the party. It can be anywhere you like. Use the writing
frame to persuade the social club to switch venues. Try to write as persuasively as
possible, including lots of reasons for your opinions.

I think that we should 

because 

The main reason for my thinking is that 

So 

A second reason is 

so that

Moreover 

because 

These facts show that 
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Write a risk assessment.

49. Factory – risk assessments

You have been asked to conduct risk assessments for health and safety issues on the
AutoParts shop floor. Read the issues, assess potential risks and come up with action
points. The first one is done for you.

Issue Assessment Action point/s

1. Stool left in the corridor Someone could trip over the Stools to be stored when 
stool and injure themselves. not in use.

2. Factory floor left wet
after a spillage.

3. Production line worker
hair not tied back.

4. Running in the production
area.

5. Production line worker not
wearing safety goggles.

6. Food and drink in the
production area.
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9. a) hour – a period of 60 minutes
b) our – belonging to us

10. a) maid – a woman who works as a servant
b) made – to have produced something 

11. a) new – recently created
b) knew – to have known someone

12. a) one – a number
b) won – to have achieved first position in a 
race

13. a) pair – two of something
b) pear – a sweet juicy fruit with green skin

14. a) peace – calm and quiet
b) piece – a part of something

15. a) plain – not decorated in any way
b) plane – an aircraft

16. a) saw – a tool
b) sore – a painful area on the surface of the 
skin

17. a) sea – salty water which covers a large
part of the earths surface
b) see – to be aware of what is around you by 
using your eyes

18. a) sight – the ability to see
b) site – a place where something is or was

19. a) threw – to have sent something through 
the air
b) through – from one end of something to the 
other

20. a) to – to show direction
b) too – more
c) two – the number

2. Memorise it!

You should discuss your answers to this with your
teacher.

3. Sounds like...

All definitions are taken from the Cambridge
Advanced Learner's Dictionary

1. a) aloud – not silently or quietly
b) allowed – to make something possible to 
happen

2. a) bored – feeling tired or unhappy because 
something is not interesting you
b) board – a thin piece of wood or other 
material

3. a) break – to cause something to stop working 
or to snap into pieces
b) brake – a device which makes a vehicle slow 
down or stop

4. a) check – to examine
b) cheque – a printed form, used instead of 
money

5. a) find – to discover
b) fined – to have had to pay a sum of money 
as part of a punishment

6. a) flour – a powder made from grain
b) flower – the brightly coloured part of a plant

7. a) here – in, at or to this place
b) hear – to be aware of sound using your ears

8. a) hire – to pay someone to use something for 
a short period
b) higher – being a large distance from top to
bottom compared to something else
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21. a) warn – to make someone aware of a 
possible danger
b) worn – to have had clothing on your body

22. a) waist – the part of the body above the
hips
b) waste – unnecessary use of something

23. a) weather – conditions in the air around the 
earth such as rain and wind
b) whether – to introduce two or more 
possibilities

24. a) which – used in questions if there are a 
fixed number of answers
b) witch – a woman who is believed to have 
magical powers

25. a) whole – complete, not divided
b) hole – an empty space in an object

26. a) wood – a large group of trees
b) would – used to refer to a situation you can 
imagine happening

Non-residents are aloud in the Old Hall Hotel
providing they use one of the services. Anyone
can higher a bicycle at £3.00 an our and cycle
round the grounds. The grounds are well kept
and full of exotic flours. 

If the whether is bad there are indoor activities
witch stop you getting board. The leisure centre
is modern and well-equipped, or you can relax in
the piece and quiet of our beauty salon. Hear
you'll fined the latest in treatments for both men
and women.

Non-residents are allowed in the Old Hall Hotel
providing they use one of the services. Anyone
can hire a bicycle at £3.00 an hour and cycle

round the grounds. The grounds are well kept
and full of exotic flowers. 

If the weather is bad there are indoor activities
which stop you getting bored. The leisure centre
is modern and well-equipped, or you can relax in
the peace and quiet of our beauty salon. Here
you'll find the latest in treatments for both men
and women.

4. Rules, rules, rules 1

The doubling rule:

1. The bill is still in my pocket.
2. I'm calling to tell you that I'm going to be late.
3. The jazz band will play at 8 o'clock.
4. Press the button to call the lift.
5. The kitchen staff are all in a meeting.

The w rules:

1. The supermarket was busy today.
2. Bill swatted a wasp in the bakery.
3. The bread was still warm.
4. The staff on the tills work hard
5. Jenny went home early because her cold got 
worse.

The v rules:

1. Production workers should wear gloves.
2. The sign above the door fell off.
3. Joe gave all the staff a Christmas bonus.
4. Line five is not working today.
5. Dave Jones is covering for the Safety Officer.
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6. The supervisors are having a team meeting.

You should discuss your answers to the second
part of the activity on this page with your
teacher.

8. More complex punctuation 1

You should discuss your answers to this with your
teacher.

9. More complex punctuation 2

South West Tourism is the tourist board for the 7
counties of the government's South West region:

– Gloucestershire 
– The former Avon 
– Dorset 
– Wiltshire 
– Somerset 
– Devon 
– Cornwall
– Isles of Scilly.

The South West is a beautiful and historic part of
England. Its 2 National Parks – Dartmoor and
Exmoor – cover 1,631 square kilometres (8.3% of
the region's land area). Areas of Outstanding
Natural Beauty (AONB) cover approximately a
fifth of the region (4,641 square kilometres). The
South West Coast Path, probably England's most
beautiful and diverse national trail, provides
residents and visitors with an unsurpassed
natural resource. Indeed, a jewel in the South
West Coast Path's crown is the Dorset and East
Devon coast (Jurassic Coast) which was declared
a World Heritage Site in December 2001.

This unique blend ensures the South West region
is the most popular destination for domestic
visitors, it accounted for:

5. Rules, rules, rules 2

1. The supermarket shelves were empty.
2. The wholesaler delivered ten boxes. 
3. The keys to the safe are in the managers 
office. 

4. The cashier needed more pennies. 
5. After lunch, the canteen staff wash the 
dishes. 

6. The canteen cooked 20 staff lunches. 

1. All the chefs left early.
2. Please leave your keys at the desk.
3. There were five coaches in the hotel car park.
4. A gang of car thieves stole four cars last night.
5. The gardener planted new bushes along the 
drive.

6. Does it make sense? 1

1. The supermarket trolley is in the bay.
2. The car park is full.
3. The checkout is busy.
4. The light bulb is broken.
5. The queue is long.
6. There is no tin of peas on the shelf.

You should discuss your answers to the second
part of the activity on this page with your
teacher.

7. Does it make sense? 2

1. The broken trolleys have been sent to be 
repaired.

2. The customers are waiting outside before the 
store opens.

3. The special offers on beers are so good the 
shelves are empty.

4. The staff working on the deli counter are 
always busy.

5. Due to heavy traffic, all the deliveries were 
late today.
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– 14% of England's domestic tourist trips
– 18% of nights
– 16% of spending. 

In terms of visitors from overseas, the region
accommodates 8% of trips to England 7% of the
nights and 5% of the spend.

South West Tourism is an independent limited
company with over 4,000 members and forms a
3-way partnership between private enterprise,
local government and central government. Its
role is to stimulate and manage the development
of tourism, to bring economic, social and
environmental benefits to the people who live
and work in the region and to provide a
rewarding and enjoyable experience for visitors.
South West Tourism operates a comprehensive
range of activities including marketing and
promotion, information provision, research,
business advice, training, accommodation
standards and tourism policy.

11. Using commas 2

The research department holds a library of data,
access free to members, that provides crucial
context to the development of tourism in the
region. Information is available on topics as
diverse as tourist trips, nights and spend data,
occupancy data (2005 to present), economic
impact data, 'How's Business' quarterly reports,
and ad hoc research (impact of foot and mouth,
for instance).

In addition to holding an extensive library of
electronic and printed research information,
South West Tourism undertakes a wide range of
research projects. Indeed, the Research

Department has over a decade of experience in
undertaking cost effective research on behalf of a
wide range of tourism organisations, including
local authorities, attractions, hotels, event
organisers and other regional and national
agencies. 

Our research can provide the crucial foundation
for business development and all projects are
tailored to individual requirements. Bespoke
research can involve a variety of methods such as
face-to-face interviews, on or off-site telephone
interviews, design and analysis of self-completion
postal questionnaires, focus groups and mystery
shopping. The Research Department will help you
choose the method that suits your needs.

13. Planning 2

You should discuss your answers with your
teacher.

14. How to present it

Text Methods

1. A one-page report on monthly sales figures
charts/graphs, using subheadings,
typed text, paragraphs

2. A set of instructions for using a fire extinguisher 
numbered list/bullet points, 
diagram

3. A letter to a supplier paragraphs, typed text

4. An email to a colleague explaining how to get to 
a conference centre 

map, bulleted points

5. A 20-page report with details of a new contract 
including lists of the components AutoParts will supply

numbered lists, paragraphs, 
typed text, use of subheadings

6. A message to a colleague telling them you've gone to 
lunch 

handwritten note

7. A list of all products produced by the factory, 
together with prices and products codes 

numbered list, use of subheadings

8. An email to your boss outlining the products made by 
your competitor, including details of their annual 
sales and growth figures 

typed text, charts/graphs, using
subheadings

FSB_WRITING L1_2011_U_writing L1  01/09/2016  07:11  Page 53



skillbuilders n writing n level 1

Answers

54

18. Hotel – better luck next time

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

15. Make it clear

You should discuss your answers with your
teacher.

17. Supermarket – reporting an 
accident 2

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 Blackwell’s.

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

to the Safety Officer 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: Telephone:

Are they? (please tick) Blackwell’s 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:

P

P

P P

Today’s date

21+

Today’s date

Ann Slater

Fred Adeyo Deli

Deli counter

Assistant

Deli counter

Wrist fracture

Your name

Ann Slater slipped on a plastic bag behind the counter.

Staff on deli counter had been busy and let some loose bags stay on the floor when they should

have been put away

A meeting will be held with all deli counter 

staff and the Safety Officer.  A n  email will be sent to all staff with minutes of the meeting.

Old Hall Hotel
Blacksmith's Lane
Yelverton
Devon
PL20 6RD 5 Park Avenue

Plymouth
PL2 8NJ

Today’s date

Dear Mr Menendez

Interview for the vacancy of housekeeper

First of all I would like to thank you for attending the interview on
17th October and for giving us the opportunity to interview you.
Although you presented yourself well, I regret that on this occasion we
are not able to offer you the position.

Thank you for your interest and enthusiasm about our hotel. We wish
you the best of luck for the future.

Yours sincerely

Your signature
Your printed name

¸
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19. Hotel – congratulations!

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

20. Hotel – picture this!

You should discuss your answers to this with your
teacher.

21. Hotel – hear all about it

You should discuss your answers to this with your
teacher.

22. Hotel – report

You should discuss your answers to this with your
teacher.

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

10 Bank Row
Roborough
Plymouth
Devon
PL6 6PH

Today’s date

Dear Miss Cooper

Position of housekeeper

First of all I would like to thank you for attending the interview on
17th October and for giving us the opportunity to interview you. I am
delighted to offer you the position of housekeeper, subject to
satisfactory references.

I would be most grateful if you could now take the time to read, sign
and return a copy of the enclosed contract of employment.

We would like you to report to work in four weeks' time, which will be
the 5th December. 

Once again, congratulations on your success at interview. We all feel
that you will make a significant contribution to the team and are
looking forward to working with you.

Yours sincerely

Your signature
Your printed name

23. Hotel – making comparisons

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

Although crumpets and fruit muffins are both
breads, they are different in many ways.

Crumpets are normally served hot whilst fruit
muffins are usually served cold.

They are also unalike in that crumpets are
savoury but fruit muffins are sweet.

Another way that they are different is that you
have to serve crumpets with butter and possibly
jam, but fruit muffins can be served on their own.
Finally, fruit muffins may be considered an
American-style bread, whereas crumpets are
considered to be very English.

24. Hotel – your daily bread

You should discuss your answers to this with your
teacher.

25. Hotel – the finer details

You should discuss your answers to this with your
teacher.

26. Hotel – getting here

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

Leave Plymouth on the A386 towards Roborough.
Keep driving on the A386 until you reach
Yelverton. At the first roundabout take the second
exit on Dousland Road, then take the first right
down Eastella Road and then turn immediately
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Tesco has made a deal with The Prince of Wales'
organic food company, Duchy Originals, to stock
more of its products, including organic bread
and biscuits. This will be worth almost £100,000
to the Prince of Wales Charitable Foundation,
which takes all the profits from Duchy Originals.
According to Tesco, organic food no longer has
just a niche market; it is mainstream.

The last three years have seen dramatic
developments in the organic food market. The
sector is growing at 40% a year, mainly due to
food scares and concerns about genetic
modification.

Tesco says it is spending £5m on bringing down
the prices of its own brand organic fresh
produce. It admits that the goods will continue to
be more expensive than non-organic products
since it costs farmers more to produce organic
food. But the store insists the gap between
organic and non-organic costs is beginning to
close – even if only by a small amount.

Asda claims to offer that best value organics
around – some 10% to 15% cheater than
competitors on an average basket of organic
products. Sainsbury's currently has the largest
selection of organic products.

29. Supermarket – late deliveries 1

You should discuss your answers to this with your
teacher.

30. Supermarket – snack attack

You should discuss your answers to this with your
teacher.

right down Midella Road and immediately right
again down Westella Road. Immediately after the
90 degree bend turn right under the bridge down
Harrowbeer Lane. Take the next right down
Blacksmith's Lane to find the Old Hall Hotel.

27. Hotel – how to do it

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

1. Firstly, open the trouser press, allowing it to 
rest on the arm.

2. Now, place the trousers neatly in the press.

3. Then close the press.

4. Finally, click the arm shut and turn the key.

28. Supermarket – going organic

Tesco, Britain's biggest supermarket chain, has
predicted that sales of its organic food will
quadruple – to be worth £1bn by 2013. Tesco's
consumer research suggests one in four
households have now tried organic products –
mainly because of concern about children's
health.

Its findings explain why more and more retailers
are trying to cater for this sort of demand. Tesco
has repackaged its organic goods and is
increasing its range. Every Tesco store stocks
its organic range. The company also says that it
is donating money to support the UK organic
movement.

Currently around 70% of everything sold in UK
stores as organic is imported.

FSB_WRITING L1_2011_U_writing L1  01/09/2016  07:11  Page 56



57skillbuilders n writing n level 1

Answers

31. Supermarket – keep it safe!

Here are our answers as a guide.

Equipment required:
Rubber gloves
Chemical D10
Hot water and detergent

1. The machine should be cleaned once a day.

2. Rubber gloves should be worn when cleaning
the machine.

3. If there is a blade guard make sure it is 
attached.

4. Switch off power and remove from socket.

5. Wipe over the meat slicer with a clean cloth, 
making sure all food debris is removed.

6. All moveable parts should be stripped and 
soaked in hot water and detergent.

7. Wash all soaked parts making sure that all 
food particles are fully removed.

8. Use chemical D10 to spray all parts of the 
machine.

9. Rinse the machine with cold water.

10. Reassemble the meat slicer.

32. Supermarket – vend it!

Here are our answers as a guide.

To begin with pay for your drink using either 5p,
10p, 20p or 50p coins. Next press a button to

choose which drink you would like. Then your
drink will arrive in the tray. After that you should
wait until the green light stops flashing. Finally
remove your cup. Don't forget to take any
change.

33. Supermarket – points make prizes!

You should discuss your answers to this with your
teacher.

34.Supermarket – letting everyone 
know 1

You should discuss your answers to this with your
teacher.

35. Supermarket – letting everyone 
know 2

You should discuss your answers to this with your
teacher.

36. Supermarket – how to get here

Leave the M6 at Junction 28. Take the B5256
towards Leyland, you will cross the B5254 and
enter King Street. Turn left at the junction of King
Street and Towngate. Blackwells is on the left
immediately after St Andrew's Way.

37. Supermarket – staff magazine

You should discuss your answers to this with your
teacher.

38. Factory – get the contract!

You should discuss your answers to this with your
teacher.
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44. Factory – speech, speech

You should discuss your answers to this with your
teacher.

45. Factory – how to find us

Route using motorway:
From Newport take the A48 and join the M4 at
junction 28. Leave the M4 at junction 33. Take
the A4232 towards Cardiff. Church Down
Business Park is on the first road on the left off
the A4232.

Route avoiding the motorway:
Leave Newport on the A49 and follow this road
towards Cardiff. You will pass junction 29 of the
A48(M). Three roundabouts later you will be on a
roundabout where the A48 crosses the A4232
back towards the M4. Take the last junction off
this roundabout towards the motorway. Church
Down Business Park is on the first road on the
right down the A4232.

46. Factory – assessing the competition

You should discuss your answers to this with your
teacher.

47. Factory – inform the staff

You should discuss your answers to this with your
teacher.

48. Factory – persuade me!
You should discuss your answers to this with your
teacher.

39. Factory – planning the day

41. Factory – planning the day

42. Factory – breaking the rules 1

You should discuss your answers to this with your
teacher.

43. Factory – breaking the rules 2

You should discuss your answers to this with your
teacher.

Production schedule
Line number 1

Today’s date Today’s date

Time of operation 0800 – 1800

Downtime none

No. of scheduled hours 10

Tool change required? Yes/No

Product Ford Focus fuel tanks

Estimated output 500

Customer Ford UK

Notes: Customer does not want more than 500 tanks.
If line works well stop work at 520 and call the 
production manager.

Quality control report
Production Line Number: 1

Date and time of fault: 20 April 1215 pm

Description of fault: Misshapen fuel tanks – line produced 20 consecutive faulty tanks.

Name of staff who reported fault: Jane Lowe

Action taken at the time: Engineer not available to change tool so production halted.
Quality Control Manager and Supervisor informed by email as they were absent on a
course.

Were quality control procedures followed? Not precisely

Consequences/actions as a result of the fault: Ford UK order is one day behind schedule.
An extra shift will get this back on schedule. Quality Department were reminded that
there must always be someone available during production hours.

Name:  Your name Date: Today’s date

Signature: Your signature

1 copy of this form should go on file, 1 to the Production Manager and 1 to the Quality Control Manager.
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49. Factory – assessing the competition

Template 1

Issue Assessment Action point/s

1. Stool left in the corridor
Someone could trip over
thestool and injure themselves

Stools to be stored when 
not in use.

2. Factory floor left wet 
after a spillage.

Someone could slip and hurt
themselves

Spillages to be cleaned at 
once. Warning sign to be
erected if floor wet

3. Production line worker 
hair not tied back.

Hair could get tangled in
machinery

Email to staff – all hair to be
tied back

4. Running in the 
productionarea.

Person could trip and injure
themselves or others

Sign erected and email to 
staff – no running in
production area

5. Production line worker not 
wearing safety goggles.

Eyes could be damaged by
strong light or debris

Sign erected and email to 
staff – safety goggles to 
be worn at all times

6. Food and drink in the 
production area.

Spillings could cause accidents
and/or damage stock

Sign erected and email to
staff to say no food or drink in
production area

Blackwell’s Supermarket, Towngate, Leyland Lancashire PR25 6VN
Tel: 01772 453000 www. blackwells.net

Helen Mayhew
Hunter’s Lodge
Well Lane
Croston
Lancashire
PR27 2HY

Deer Miss Mayhew

Re: Retale Assistant

Thank you for attending an interview yesterday for the post of retail
assisstant. As you know, Blackwell’s is a very populer employer and we
always have hundreds of applications for each advertised post. You really
did very well to be invited to interview. Unfortunately we are not going to
offer this posision to you on this occassion.

We wish you the best of luck in your search for employment

Yours sincerely

Helen Brightman
Personnel Manager
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Activity index

Devise a competition page 33

Devise diagrams to accompany text page 15

Edit text page 37

Fill in forms pages 16, 17, 38, 39, 40, 41

Format and structure texts page 14

Homophones page 3

Improve spelling skills page 1

Mnemonics page 2

Plan and write an article for a newsletter page 37

Plan and draft writing pages 12, 13

Proofread text pages 6, 7, 9, 11, 12, 18, 19, 20, 28, 38

Spelling rules – plurals page 5

Spelling rules page 4

Sequencing instructions page 27

Use maps to write directions pages 26, 36, 45

Use commas pages 10, 11

Use correct grammar pages 6, 7, 28

Use correct punctuation – 
full stop, question mark, exclamation mark pages 8, 9

Use formal language pages 13, 17-19, 22, 30, 38, 41, 43, 46

Use persuasive language pages 21, 38, 48

Use the Internet page 46

Use workplace documentation page 39

Write letters pages 18, 19, 29, 38, 43, 46

Write reports pages 22, 23, 30, 46

Write a risk assessment page 49

Write a speech page 44

Write and design posters/leaflets pages 20, 21, 33

Write emails pages 24, 25, 34, 35, 42, 43, 47

Write instructions pages 31, 32
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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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Blackwell’s Supermarket, Towngate, Leyland Lancashire PR25 6VN
Tel: 01772 453000 www. blackwells.net

Helen Mayhew
Hunter’s Lodge
Well Lane
Croston
Lancashire
PR27 2HY

Deer Miss Mayhew

Re: Retale Assistant

Thank you for attending an interview yesterday for the post of retail
assisstant. As you know, Blackwell’s is a very populer employer and we
always have hundreds of applications for each advertised post. You really
did very well to be invited to interview. Unfortunately we are not going to
offer this posision to you on this occasion.

We wish you the best of luck in your search for employment

Yours sincerely

Helen Brightman
Personnel Manager
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romantic passionate

devotion charm entrance

win over prove

irresistible mouth
watering enticing

loving tender

seductive

demonstrate show alluring

style sweetheart

capture sweep her off
her feet

sophisticated

darling enchant

desirable flirtatious
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Leyland
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