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Assessment Standard
We know this when the learner:
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Assessment Task
Letter – Informal

Your school is planning an exciting event to raise money for charity.

1. Your task is to write a letter to a famous person to persuade him/her to attend the charity event.

Decide
· WHO – Who the person is;

· WHERE – Details of the charity event;

· WHAT – What the person will be expected to do at the event;

· WHY – The reasons why the person should attend.

Look up: Persuasive words e.g. would be excited, in dire need of, would be honoured, should, 
                                                     long awaited, recommend, most appreciative.

                                                                                             44 Long Road

                                                                                             Bedfordview

                                                                                             2008

                                                                                             1 June 2009

Dear ……

Xxxxxxxxxxxxxxxxxx

Introduction  -  State the purpose of the letter ( avoid using I am writing to tell you)

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Body – Explain what the person has to do, provide details of event

Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Conclusion – Rounds off letter (use persuasive language)

Xxxxxxxxxxxxxxxxxxx

Yours sincerely

Name

Edit your letter by using the following criteria:                              (10 Marks)

	Criteria
	Yes
	No

	Start with your address (right hand corner)
	
	

	Organise points in order
	
	

	Include details (When, Where, Why)
	
	

	Persuasive language used (underline)
	
	

	Appropriate salutation used
	
	


· Refer to the rubric below to see how your teacher will assess you.
Teacher’s rubric for final draft
	Level
	Purpose & Organisation
	Style
	Punctuation

	Level 1
	· Simple features of a letter are present

· Some awareness of persuasive language

(9 marks)
	· Writing shows simple spoken language/vocabulary.

· Sentences start in the same way

· Connectives absent or simple (and, then, but)

(2 marks)
	· Sentences sometimes demarcated by capital letters and full stops.

(2 marks)

	Level 2
	· Basic features of a letter are present

· Sequence of ideas present

· Persuasive language present

(12 marks)
	· Conscious style evident

· Simple connectives (also, as well, but, because) used.

· Subject and verbs agree

(4 marks)
	· Half the sentences are correctly demarcated by full stops, capital letters and questions marks.

(4 marks)

	Level 3
	· Letter is structured (introduction, ordered points and salutation)

· Points are ordered and logical.

· Attempt to persuade

(15 marks)
	· Complex sentences – extend meaning

· Connectives used to emphasize (if ….. then)

· Tense consistent throughout

· Appropriate adjectives

(5 marks)
	· Most sentences correctly demarcated by full stops, capital letters and question marks

· Some evidence of commas used

(5 marks)

	Level 4
	· Appropriate letter layout

· Letter well structured and convincing

· Logical order of points

· Persuasive language

(18 marks)
	· Variety of sentence structure

· Formal tone used/personal style of address

· Extensive vocabulary

· Varied connectives

(6 marks)
	· All sentences correctly demarcated by full stops, commas, capital letters and question marks

· Range of punctuation – i.e. dashes/brackets

(6 marks)


2. Work in a group. Design a poster to advertise the event.

Remember to use the keywords Where, When, What, on the poster.

You must include text and pictures, either drawn or pasted.

Assessment criteria for poster
	Element
	Self/Peer
	Teacher

	FOCUS

The topic is very clear at first glance.
	
	

	MAIN  IDEAS
The main ideas are appropriate and correctly presented.
	
	

	SUPPORTING DETAILS
Accurate and relevant – good quality of information
	
	

	PLANNING

Good evidence of planning, corrections limited.
	
	

	GRAMMAR

No errors in punctuation, spelling and grammar.
	
	

	LAYOUT

Use of space and size communicate message.
	
	

	ILLUSTRATIONS

Pictures and drawings add purpose to poster.

Good use of colour.
	
	

	CREATIVITY

Poster is original and creative.
	
	

	PRESENTATION

Poster is neat and presentable. 
	
	

	GROUP DYNAMICS

Group worked well together, everybody contributed.
	
	

	TOTAL [10]
	
	


Suggested Solution 
(Special Guest Letter)

(Total: 30 Marks)

Teacher’s rubric for final draft

	Level
	Purpose & Organisation
	Style
	Punctuation

	Level 1
	· Simple features of a letter are present

· Some awareness of persuasive language

(9 marks)
	· Writing shows simple spoken language/vocabulary.

· Sentences start in the same way

· Connectives absent or simple (and, then, but)

(2 marks)
	· Sentences sometimes demarcated by capital letters and full stops.

(2 marks)

	Level 2
	· Basic features of a letter are present

· Sequence of ideas present

· Persuasive language present

(12 marks)
	· Conscious style evident

· Simple connectives (also, as well, but, because) used.

· Subject and verbs agree

(4 marks)
	· Half the sentences are correctly demarcated by full stops, capital letters and questions marks.

(4 marks)

	Level 3
	· Letter is structured (introduction, ordered points and salutation)

· Points are ordered and logical.

· Attempt to persuade

(15 marks)
	· Complex sentences – extend meaning

· Connectives used to emphasize (if ….. then)

· Tense consistent throughout

· Appropriate adjectives

(5 marks)
	· Most sentences correctly demarcated by full stops, capital letters and question marks

· Some evidence of commas used

(5 marks)

	Level 4
	· Appropriate letter layout

· Letter well structured and convincing

· Logical order of points

· Persuasive language

(18 marks)
	· Variety of sentence structure

· Formal tone used/personal style of address

· Extensive vocabulary

· Varied connectives

(6 marks)
	· All sentences correctly demarcated by full stops, commas, capital letters and question marks

· Range of punctuation – i.e. dashes/brackets

(6 marks)


Appendix of Assessment Tools
· Learners must have mastered the use of a thesaurus or personal diary.

· Persuasive language would have been taught before this task.

· Peers can also be used to edit the story.
· Learners put up the posters and peers assess by doing a gallery walk.

(each group places a coloured sticker onto the poster.

            colour to represent level e.g. blue – excellent, green – good, pink – satisfactory,

white – can improve)










