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Complete the following

First Name 
(in full)

Last Name 

Date of Birth 
(8 digits)

Highfield 
Learner ID

Approved Centre 
Number (5 digits)

Examination 
Date (8 digits)

Examination Start 
Time (24 hour clock)

Middle  
initial

Examination Finish 
Time (24 hour clock)
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Nominated Tutor Number 
(5 digits)

YES NO

D D M M Y Y YY Y Y

Is this a resit  
examination?

  Learner declaration I confirm:
•	 I removed the examination paper from the

sealed envelope.
•	 I received no help in answering the

questions in this examination paper.
•	 I am the person stated above on this form.
•	 I will not discuss the content of the

examination with anyone else.
Learner 
signature:

•	 Only remove the examination paper from the sealed envelope when instructed to do so.
•	 Under no circumstances should you use an unsealed examination paper.
•	 Complete ALL tasks.
•	 Use BLACK or BLUE ink.
•	 You are NOT allowed any assistance to complete the answers.
•	 You must NOT use a dictionary or spelling and grammar checking software.
•	 SIGN the declaration before leaving.

The duration of this examination is 1 HOUR. The examination consists of 2 TASKS and is worth 54 MARKS.

Information for centres and learners
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The Examination
There are two tasks.  Each task will assess your writing skills.  Marks are awarded for:
•	 spelling, punctuation and grammar
•	 communication of information, ideas and opinions
•	 level of detail and appropriateness of length
•	 format, structure and language
•	 sentence range and paragraph structure
•	 clarity of meaning
•	 meeting the needs of its purpose and the audience

Task 1
You work for Highfield Security. 

Your manager wants to promote the business and sends you the following message:

	




 (27 marks)

Page 2

Range of services offered:
•	 CCTV
•	 Alarm response
• Foot patrols
•	 Dog patrols
•	 24 hour on-call

All our staff are fully qualified.

Bespoke services for your home 
and business.

Notes HIGHFIELD SECURITY Details
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You may use this box to write notes or plan your answer.  
Important: notes/plans will NOT be marked.
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Write your answer here:

Highfield EXAMINATION
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Total marks
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Write an email to Highfield Council that informs them of the incident and describes the damage to 
your car.

You should take approximately 30 minutes to complete this task.	   (27 marks)
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Task 2
Your vehicle was recently damaged when you hit a pothole in the road.  

You find this information on your local council’s website:

- x
www.highfieldcouncil.coz/potholes

1. Check your vehicle for damage

2. Take some notes
Take note of where the pothole was. Did anyone witness what happened?  
If so, get their contact details. 

3. Report the pothole
Report the pothole to your local council so they can repair it and prevent any further incidents. 

4. Repair your car
Get quotes for the repairs. Keep copies of all quotes, invoices and receipts. 

5. Make your claim
Send an email to the council with all the information that you’ve collected to support your claim. 

To make your claim, email: claimsdepartment@highfieldcouncil.coz

HIT A POTHOLE? 
FOLLOW THESE TIPS…
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You may use this box to write notes or plan your answer.  
Important: notes/plans will NOT be marked.
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Write your answer here:

Highfield EXAMINATION
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END OF ASSESSMENT

Total marks
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Page intentionally blank
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2Level

Writing

Task 1 Task 2 TOTAL

Marks available 27 27 54

Marker

2nd line marker

Marker:

Date:

2nd line marker:

Date:

For official use only:        
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