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	1. Title of Programme Module

Writing



	2. Component Name and Code 

 Writing  M2C02


	3. Duration in Hours

50 (typical learner effort, to include both directed and self directed learning)


	4. Credit Value

5 credits


	5. Status

Compulsory


	6. Special Requirements

None



	7. Aim of the Programme Module

This award recognises basic knowledge, skill and competence in writing and approaching personally meaningful simple writing tasks, under direction, within a variety of familiar and well supported texts. 



	8. Objectives of the Programme Module

· To facilitate the learner to complete simple written tasks

· To develop an ability to use the rules of writing appropriately

· To aid the learner to recognise and use a range of different forms of writing to suit audience and purpose

· To assist the learner to develop the language, literacy and numeracy skills related to Reading through the medium of the module themes and content

· To enable the learner to take responsibility for his/her own learning.





9. Learning Outcomes of Level 2 Writing M2CO2 

Learners will be able to:

· Write notes and messages needed for simple tasks, e.g. addressing an envelope, and writing a cheque


· Write, including drafting, at least five sentences so that they  convey meaning or information, e.g. to a friend arranging a meeting or giving directions


· Use the rules of writing appropriately, e.g. spelling familiar words accurately, checking the spelling of less familiar words using capitals and full stops


· Use a range of different forms of writing to suit purpose and audience, e.g. instructions involving three steps, a short journal entry on an event or experience

	10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.



	1. Write notes and messages needed for simple tasks, e.g. addressing an envelope, and writing a cheque

· Discuss when we write notes and messages in everyday life
· Look at examples of different notes and messages, discuss why they were written, who they are for and how we know this
· Evaluate them as part of a group
· Give the learner templates to complete notes and messages similar to examples they have looked at
· Give the learner a task to write notes and messages for different scenarios without using a template
2. Write, including drafting, at least five sentences so that they  convey meaning or information, e.g. to a friend arranging a meeting or giving directions

· Discuss when we write to convey meaning or information

· Look at various simple recipes, instructions and directions and discuss the layout and language used

· Prepare a task to allow the learner to practise writing instructions or directions in a number of situations for someone else to read from one to two steps (e.g. to bring the dog for a walk) building up to at least five steps (eg. how to make a cup of tea, how to make pancakes, directions to the centre). Include copies of drafts.

3. Use the rules of writing appropriately, e.g. spelling familiar words accurately, checking the spelling of less familiar words using capitals and full stops

· Practise filling out forms so as to spell personal details correctly

· Explain the use of capital letters and full stops and give examples

· Use simple proof reading texts that the learner is required to correct by putting in capital letters and full stops

· Introduce methods of checking spelling- looking up dictionary, online, predict text on phone, spell-check on computer

· Teach some common spelling rules such as I before e, homophones etc. to raise learners awareness

· Encourage learners to focus on words when carrying out everyday reading e.g. the newspaper, magazines, posters, letters, bills

· All writing produced for the portfolio should be drafted, proof-read and edited as appropriate, encouraging the learner to correct their own mistakes

4. Use a range of different forms of writing to suit purpose and audience, e.g. instructions involving three steps, a short journal entry on an event or experience

· Discuss formal and informal texts and examples of when each would be used.

· Discuss the difference between writing for ourselves (e.g. to do list, shopping list, diary) and writing for someone else (e.g. letter, note, postcard, instructions)

· Assign a task for the learner, having sufficiently discussed and practised the above, to complete a range of writing tasks aimed at different audiences and for different purposes


11. Assessment

11a.
Assessment Techniques

Collection of Work
100%

11b.
Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.


	Learning Outcome
	Assessment Technique

	1. Write notes and messages needed for simple tasks, e.g. addressing an envelope, and writing a cheque
	Collection of Work

	2. Write, including drafting, at least five sentences so that they  convey meaning or information, e.g. to a friend arranging a meeting or giving directions
	Collection of Work

	3. Use the rules of writing appropriately, e.g. spelling familiar words accurately, checking the spelling of less familiar words using capitals and full stops
	Collection of Work

	4. Use a range of different forms of writing to suit purpose and audience, e.g. instructions involving three steps, a short journal entry on an event or experience
	Collection of Work


11c.  
Guidelines for Assessment Activities

The assessor is required to devise assessment briefs for the collection of work.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Collection of Work


	100%

	The collection of work may be produced throughout the duration of this programme module



	The learner will compile a portfolio which demonstrates the ability to:

· Write notes and messages needed for simple tasks, e.g. addressing an envelope, and writing a cheque

· Write, including drafting, at least five sentences so that they  convey meaning or information, e.g. to a friend arranging a meeting or giving directions

· Use the rules of writing appropriately, e.g. spelling familiar words accurately, checking the spelling of less familiar words using capitals and full stops

· Use a range of different forms of writing to suit purpose and audience, e.g. instructions involving three steps, a short journal entry on an event or experience

Evidence for this assessment technique must include:

· At least three pieces of written evidence, including one that is for another reader

· The final drafts should be substantively correct, showing awareness of structure and spelling.

·  Different audiences might include a handwritten communication to a friend, and something for personal use.

· Drafting might be evident in at least one instance
The collection of work may also include worksheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, video, visual or any combination of these. Any audio or video evidence must be provided as a recording. 

All instructions for the learner must be clearly outlined in an assessment brief.




12. Grading

The achievement of awards at Levels 1-3 are graded as follows:

Successful indicates that the learner has achieved all the learning outcomes, within a narrow range of predictable and structured contexts.

Referred indicates more learning is required to enable satisfactory achievement of one or more learning outcomes.

	
Writing M2C02
	Learner Marking Sheet

Collection of Work 100%


Learner’s Name: ________________________________

Learner’s PPSN: ________________

	Learning Outcome
Learners will be able to:
	LO

()
	Evidence/ Explanatory Note

	1. Write notes and messages needed for simple tasks, e.g. addressing an envelope, and writing a cheque
	 
	

	2. Write, including drafting, at least five sentences so that they  convey meaning or information, e.g. to a friend arranging a meeting or giving directions


	
	

	3. Use the rules of writing appropriately, e.g. spelling familiar words accurately, checking the spelling of less familiar words using capitals and full stops
	
	

	4. Use a range of different forms of writing to suit purpose and audience, e.g. instructions involving three steps, a short journal entry on an event or experience
	
	


This is to state that the evidence presented in the attached portfolio is complete and is the work of the named learner.

Assessor’s Signature: 


_________________________

Date: ___________________

External Authenticator’s Signature: 
_________________________

Date: __________________
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