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Introduction 
 

The written responses in this document are examples of Grade 9 English Language Arts writing 
that meets or exceeds the acceptable standard for student achievement.  Along with the 
commentaries that accompany them, they should help teachers and students to understand the 
standards for the Grade 9 English Language Arts Part A:  Writing achievement test in relation to 
the scoring criteria. 
 
The purpose of the sample responses is to illustrate the standards that governed the 2007 marking 
session and that anchor the selection of similar sample responses for marking sessions in 
subsequent years.  The sample papers and commentaries were used to train markers to apply the 
scoring criteria consistently and to justify their decisions about scores in terms of each student’s 
work and the scoring criteria. 
 
The sample responses included in this document represent a very small sample of successful 
approaches to the Functional Writing Assignment. 
 
Cautions 
1. The commentaries are brief.  The commentaries were written for groups of markers to 

discuss and apply during the marking session.  Although brief, they provide a model for  
 relating specific examples from student work to the details in a specific scoring criterion.  
 
2. Neither the scoring guide nor the assignments are meant to limit students to a single 

organizational or rhetorical approach in completing any achievement test assignment. 
Students must be free to select and organize their material in a manner that they feel will 
enable them to best present their ideas.  In fact, part of what is being assessed is the final 
effectiveness of the content, the form and structure, and the rhetorical choices that students 
make.  The student writing in this document illustrates just a few of the many successful 
organizational and rhetorical strategies used by students.  We strongly recommend that you 
caution your students that there is no preferred approach to an assignment except that which 
enables the student to communicate his or her own ideas about the topic effectively.  We 
advise you not to draw any conclusions about common patterns of approach taken by 
students. 
 

3. The sample papers presented in this document must not be used as models for instructional 
purposes.  Because these papers are only illustrations of sample responses to a set topic, 
students must be cautioned neither to memorize their content nor to use them when either 
completing classroom assignments or writing future achievement tests.  The approaches 
taken by students at the standard of excellence, not their words or ideas, are what students 
being examined in the future should emulate.  In fact, it is hoped that the variety of 
approaches presented here will inspire students to experiment with diction, syntax, and form 
and structure as a way of developing an individual voice and engaging the reader in ideas and 
forms that the student has considered.  Examination markers and staff at Alberta Education 
take plagiarism and cheating seriously.  The consequences for students are grave. 
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Addressing an Envelope 
 

1

2

 
  

1. Return Address 
 The return address is the name and address 

of the person sending the letter.  The return 
address appears in the top left corner of the 
envelope and consists of your name, street 
address, city or town, province, and postal 
code. 

 
 JEAN BROWN 
 13 SPRING ROAD 
 TORONTO ON  L2R 3V6 
 

 
2. Mailing Address 
 The mailing address is the name and 

address to which the letter is being sent.  It 
always appears in the centre of the 
envelope.  In a business letter, the address 
on the envelope is the same as the inside 
address of the letter.  There may be 
separate lines for the title of the addressee 
(Editor, Director, President), the division or 
department in which the person works, and 
the name of his or her company, business, 
or organization. 

 
 SAM HUNT 
 DIRECTOR 
 THE KNITTING MILL 
 1403 3 AVE 
 TORONTO ON  L3V 7O1 

 
Envelope Format 
 
1. Address should be typed or written in upper case or block letters. 
2. All lines of the address must be formatted with a uniform left margin. 
3. Punctuation marks (such as commas and periods) should not be used unless they are part of a 

place name (e.g., ST. JOHN’S). 
4. The postal code should always appear on the same line as the municipality and province 

name, and should be separated from the province by two spaces. 
5. The two-letter abbreviation for the province name should be used wherever possible (see 

following page). 
6. The return address should be formatted in the same way as the main address. 
 
For more information, refer to the Canadian Addressing Guide on the Canada Post web site at 
http://www.canadapost.ca. 



 

 9

 

Format of a Business Letter 
 
There are three basic business letter formats.  Any of 
these formats is appropriate and acceptable for the 
test.  What is most important is that students choose 
one format and use it consistently so that the overall 
appearance of the letter is attractive. 
Note:  Students may double-space their work if they 
think it will allow them to make changes more 
easily.  This should be applied only to the body of 
the letter and not to the other parts. 
 

Parts of the Business Letter (see illustrations on 
following page) 
 
 

1. Heading 
 The heading consists of your address and the 

date. 
 

 501 Spring Street 
 Regina SK  R3T 4N7 
 January 3, 2007 
 

2. Inside Address 
 The inside address consists of the name and 

address of the person to whom you are writing.  
It usually appears four lines below the heading if 
a word processor is used or one line below if it 
is handwritten. 

 

 Sam Hunt, Director 
 The Knitting Mill 
 1409 3 Avenue 
 Toronto ON  L3V 7O1 
 

3. Salutation 
 The most traditional salutation or greeting for a 

business letter is Dear followed by Mr., Ms., 
Mrs., or Miss and the person’s last name, 
followed by a colon. 

 

 Dear Mr. Smith: 
 Dear Ms. Black: 
 Dear Mrs. Brown: 
 Dear Miss Green: 

4. Body 
 The body is the main part of the letter in 

which you write what you have to say to 
the addressee.  Skip one line after the 
salutation. 

 

• Be concise.  Ensure that sufficient 
information is given so that your purpose 
is clearly understood and your request 
well received. 

• Business letters are usually formal, so 
the language that you use should also be 
formal. 

 

5. Closing 
 The closing is the ending to your letter.   

It appears at the bottom of the letter, 
directly under the body.  Only the first 
word in the closing should be capitalized.  
It is always followed by a comma. 

 

 Yours truly, 
 Sincerely, 
 

6. Signature 
 The signature is your full name signed.  

Your signature should appear directly 
below the closing.  It should always be 
written in ink. 

 

7. Your Name Printed 
 

8. Commonly Used Abbreviations for 
Provinces and Territories 

 

 Province            Symbol 
 

Alberta    AB 
British Columbia   BC 
Manitoba    MB 
New Brunswick   NB 
Newfoundland   NL 
Northwest Territories  NT 
Nova Scotia   NS 
Nunavut    NU 
Ontario    ON 
Prince Edward Island  PE 
Quebec         QC or PQ 
Saskatchewan   SK 
Yukon    YT 
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Business Letter Formats 
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Part A:  Writing – Description and Instructions 
 

Grade 9 Achievement Test 
 

English Language Arts 
 

Part A:  Writing 
 

Description 
 
Part A:  Writing of the Grade 9 English 
Language Arts Achievement Test consists of 
two assignments: 
  
• Assignment I:  Narrative / Essay Writing  

This section contains some material for you 
to consider.  You must then respond in 
writing to the topic presented in the 
assignment.  You should take about 70 
minutes to complete Assignment I. 

 

• Assignment II:  Functional Writing  
This section describes a situation to which 
you must respond in the format of a business 
letter.  You should take about 40 minutes to 
complete Assignment II. 
 

 Before beginning to write, you will have  
10 minutes to talk with your classmates 
(in groups of two to four) about both writing 
assignments or to think about them alone.  
During this time, you may record your ideas 
on the Planning pages provided. 

 
This test was developed to be completed in 
two hours; however, you may take an 
additional 30 minutes to complete the test. 
 
Do not write your name anywhere in this 
booklet. 
 
You may make corrections and revisions 
directly on your written work. 
 

2007 

Instructions 
 
• You may use the following print references:
 – a dictionary (English and/or bilingual) 
 – a thesaurus 
 
• Jot down your ideas and/or make a plan 

before you write.  Do this on the Planning 
pages. 

 
• Write in pencil, or blue or black ink, on the 

lined pages provided. 
 
• You are to do only one handwritten copy 

of your writing.   
 
 
Additional Instructions for 
Students Using Word Processors 
 
• Format your work using an easy-to-read 

12-point or larger font, such as Times. 
 
• Double-space your final printed copy.  For 

the Functional Writing assignment, this 
should be applied to the body of the business 
letter but not to the other parts. 

 
• Staple your printed work to the page 

indicated for word-processed work for 
each assignment.  Hand in all work. 
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Assignment II:  Functional Writing 
 
(suggested time—40 minutes) 
Read the situation below and complete the assignment that follows. 
 
Situation 
 
Imagine that your name is Candace Winters and that you have recently purchased a product such 
as one of the following four products: 
 

hair dryer calculator in-line skates CD player 
 
The product that you purchased has become defective in some way.  You have used this 
product for only a short period of time.  Alert Manufacturing Limited, the company that 
made the product, included the guarantee statement below with the packaging.  Mike 
Gibson is the company’s public relations officer who deals with complaints about products. 

 
 

Guarantee 
 

We want you to be completely satisfied with your 
new purchase.  If you are not entirely satisfied with 

this product, return it to us along with proof of 
purchase and an explanation of the problem you 
have experienced.  We will gladly either refund 

your money or replace the product. 
 

 
 
Assignment 
 

 
Write a business letter to Mike Gibson identifying the product you are 
returning and providing your reasons for doing so.  Explain how the 
product was used appropriately and request a refund or a replacement. 

 

 

When writing, be sure to 
 
• identify the purpose of the letter 
• explain the details of the situation and request 
• organize your thoughts appropriately in sentences and paragraphs 
• use vocabulary that is appropriate and effective 
• sign your letter Candace Winters—do not sign your own name 
• address the envelope on page 13 
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Assignment II:  Functional Writing 
 

Address Information 
 
 
Use the following information for your letter and to address the envelope below. 
 

 
Mike Gibson 

 
Mike Gibson is the public relations officer for Alert Manufacturing Limited.  His office is 
located in Rangeview, Alberta.  The address is 929 Main Street.  The postal code is  
T7J 3E9. 

 
 
 

Candace Winters 
 

Your name is Candace Winters and you live in Centreville, Alberta.  The postal code is 
T0A 2E3.  Your mailing address is P.O. Box 123. 
 

 
 
 
 
 
Envelope 
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Observations from Standards Confirmation and Central Marking 2007 
 
Throughout the 2007 central marking session, every effort was made to reward strengths 

where evident rather than to consider what was missing or what a student should have added or 
included.  When marking a response, markers conscientiously returned to the Focus section of 
the scoring criteria to reorient themselves to the distinction between the scoring categories.  As 
well, markers were reminded that there are several scoring descriptors in each scoring scale in 
each scoring category to be assessed in order to arrive at a judgement of the quality of a given 
response.  Markers were encouraged to review each assignment and the prompt material provided 
at the start of each marking day with the expectation that many students’ ideas were informed by 
details within the prompts.  Markers occasionally needed to reread a student’s response to 
appreciate what a student had attempted and, in fact, accomplished and acknowledged that 
student responses were first drafts written under examination conditions.   
 
Functional Writing Assignment 

The 2007 Functional Writing Assignment presented students with the situation of returning a 
recently purchased product that was defective.  The assignment called upon students to address 
an envelope and write a business letter to the public relations officer of the company that 
manufactured the product.  Students were required to identify the product being returned, provide 
reasons for the return, and request a refund or replacement.  Most students were successful in 
fulfilling the requirements of the Functional Writing Assignment by clearly identifying the 
purpose of the letter, the situation at hand, and the request being made.  Members of the 
Standards Confirmation Working Group noted that factors that distinguished the quality of one 
response from another included the degree to which students incorporated details from 
information provided in the assignment into their responses, the extent to which all aspects of the 
assignment—“to write a business letter to Mike Gibson identifying the product you are returning 
and providing your reasons for doing so” and to “Explain how the product was used 
appropriately and request a refund or a replacement”—were addressed, and the manner in which 
the ideas were presented. 

Some students selected a product other than one of those listed in the assignment.  The 
assignment stated that the student was to “Imagine that . . . you have recently purchased a product 
such as one of the following four products.”  Therefore, if a student indicated that he or she had 
purchased a product other than those listed, this was completely acceptable so long as the product 
was plausible within the context of the task, such as an MP3 player or even a plasma television.  
Ridiculous or completely implausible choices, such as a 747 airplane or a goldfish, were seen as 
ineffective choices and were assessed accordingly under Content.  Some students assumed an 
“adult” perspective, which was also acceptable because the assignment did not stipulate that they 
write from the viewpoint of a grade 9 student.  Markers were to assess each response by 
considering the entirety of what the student had written within the context established in the 
response. 

The recommended format for the envelope and letter is provided in the guidelines of Canada 
Post—there are other formats/styles that are equally acceptable, given that the student has been 
consistent in applying a chosen format to both the envelope and letter.  Markers were not to 
“deduct marks” when assessing this criterion; rather, they were to identify those features key to 
the effectiveness of the response in terms of its potential success in communicating with the 
intended recipient.  Varying amounts of white space between the heading, inside address, and 
salutation as well as the use of single- or double-spacing in the format of the letter were not to be  



 

 15

Observations from Standards Confirmation and Central Marking 2007 
 

necessarily viewed as egregious errors.  Markers were reminded that envelope and letter format is 
one of three scoring criteria that must be considered when assessing Content Management. 

Standards confirmers observed that the implicit relevance of the task to student writers 
fostered a significant degree of personal investment in the task and a corresponding degree of 
conviction evident in the voice of many writers.  In all cases, the writer’s tone needed be 
appropriate for the intended audience to be deemed acceptable.  Some students concisely fulfilled 
the requirements of the assignment whereas others provided varying degrees of elaboration in 
their responses.  Embellishment with details beyond those provided in the assignment was 
neither a requirement of the task nor was it necessarily a detriment if included.  Some students 
developed their responses in what could be considered an “inductive” manner, wherein the 
purpose of the letter was made evident at the conclusion rather that at the outset.  This approach 
was acceptable, provided that other requirements of the assignment were sufficiently fulfilled. 

In responses that clearly met the acceptable standard, the purpose of the letter, the details of 
the situation, and the request being made were clearly identified, as in the following excerpts 
from student responses: 

• “Hello, my name is Candace Winters and I recently purchased a hair dryer from your 
company . . . After using the hair dryer only two times it began to cut in and out of power.  
It would shut off without warning, the turn back on a few seconds later.  I am returning 
the hair dryer and would like a refund or replacement.  You can contact me at 
Cwinters@hotmail.com or 999-4321 if you have any questions.”  

• “I bought some roller blades from your company and when I put them on I found that one  
  of the wheels was broken . . . I have decided to send them back and would tremendously  
  appreciate it if you could give me a refund.” 

The ideas in these responses were appropriate, development of the topic was adequate, relevant 
information was presented, enough detail was provided to fulfill the purpose of the assignment, 
and a tone appropriate for the addressee was generally maintained.  These student responses also 
demonstrated generally accurate and occasionally effective use of words and expressions, basic 
control of correct sentence structure, usage, and mechanics, and occasional format errors and/or 
omissions in the envelope and letter. 

In stronger responses that were assessed as approaching or meeting the standard of 
excellence, students delved into the applicability of the guarantee (for which proof of purchase 
was required), added precise details regarding the product purchased (which was used for only a 
short period of time), and established that the onus was on the recipient to honour the request for 
a refund or a replacement.  Some of these elements are illustrated in the following examples 
excerpted from student responses: 

• “On May 10th of this year, I purchased a Personal A.M. CD Player made by Alert  
Manufacturing Ltd.  However, as soon as May 12th, the player became defective, 
damaging any CD placed into it and rendering it unplayable.  Therefore, I am returning 
the defective CD player in accordance with your guarantee.” 

• “Shortly after I purchased your company’s New Millenium Compact Disk Player, I 
inserted one of my CDs into it.  The device seemed to work, until the ‘Play’ button was 
pushed.  At that time, I realized the device was defective in the way that it would not play 
my CD.  The same CD was tested in another compact disk player, in which it played 
without any problems.” 



 

 16

Observations from Standards Confirmation and Central Marking 2007 
 

• “I would really appreciate it if you could replace my scientific calculator with a new one 
that will, hopefully, work better.  I have enclosed my proof of purchase along with the 
calculator.  If you need to contact me or ask me any further questions, please phone me at 
455-5454 or email me at Candace-math-whiz@yahoo.com.” 

• “As a hardworking student, I am in need of a working calculator as soon as possible.  I 
would appreciate if you send me a new Turbo II Calculator at a time convenient for you.  
I have enclosed my original sales receipt and the broken product.  If you need 
information, you can reach me at 555-7744.  Thank you for taking the time to consider 
my dilemma.” 

These examples are illustrative of student writing in which the ideas were thoughtful or 
perceptive and development of the topic was effective.  These students presented significant or 
pertinent information that was supported by details characterized by a degree of specificity or 
precision in order to fulfill the purpose of the assignment.  A tone appropriate for the addressee 
in these responses was clearly or effectively maintained.  Student writing that approached or met 
the standard of excellence also demonstrated use of accurate and effective words and 
expressions, competent or confident control of correct structure, usage and mechanics, and few if 
any format errors or omissions in the envelope and letter. 

Weaker responses often lacked development; often, students simply stated that they had a 
product that they wished to return and made a request for a refund or a replacement, but they did 
not fully explain how the product was used appropriately or how the product was defective.  
These weaknesses are illustrated in the following excerpts: 

• “I just bougt a blow dryer and it wont work.  I have tried everything I can but it wasnt  
worth it so I would like a new on.” 

• “I am returning the skates for new ones.  You’re skates are not all that comfortable the 
insides are all scratchy and cut my legs but I do give you a high five for their design.” 

• “My name is Candace Winters I recently bought a difective calculator.  When I opened the 
package on the calculator I was serprised to see teeth marks and buttons missing and I 
will be ecspecting a refund in the mail soon.  Have a nice day.” 

In student writing that did not meet the acceptable standard, ideas were superficial or 
overgeneralized and development of the topic was incomplete or ineffective.  Supporting details 
were insignificant, lacking, obscure, or absent and the purpose of the assignment was either only 
partially fulfilled or not fulfilled.  These responses were characterized by a tone that was 
appropriate but not maintained or little awareness of a tone appropriate for the addressee was 
evident.  Also evident in these responses were vague or inaccurate words and expressions, 
frequent errors in sentence structure, usage, and mechanics, and frequent or numerous and 
glaring format errors and/or omissions in the envelope and letter. 

Overall, student performance on the Functional Writing Assignment in Part A:  Writing of 
the 2007 Grade 9 English Language Arts Achievement Test was consistent with that of previous 
years.  The majority of students continue to demonstrate success in achieving provincial 
assessment standards. 
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Student Exemplar 3 

Address Information 
 
 
Use the following information for your letter and to address the envelope below. 
 

 
Mike Gibson 

 
Mike Gibson is the public relations officer for Alert Manufacturing Limited.  His office is 
located in Rangeview, Alberta.  The address is 929 Main Street.  The postal code is  
T7J 3E9. 

 
 
 

Candace Winters 
 

Your name is Candace Winters and you live in Centreville, Alberta.  The postal code is 
T0A 2E3.  Your mailing address is P.O. Box 123. 
 

 
 
 
 
 

 
 



 

 18

Student Exemplar 3 
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Student Exemplar 3 
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Student Exemplar 3 
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Rationale for Student Exemplar 3 
 

Score Reporting Category 

3 

 

3 
 
 
 

3 
 
 
 
 

4 

Content 

• The ideas are appropriate—as demonstrated in “I am writing to inform you of a 
product that I Purchased from you, that went defective in a week of use”—and 
development of the topic—in statements such as “I think it is necsessary that I 
get a full refund on this Product”—is adequate. 

• Relevant information, such as “I bought your Zenon blow-Dryer from my local 
walmart two weeks ago,” is presented, and this information is supported by 
enough detail (as in “It worked great, for a period of about seven days.  After 
those seven days The blow-dryer wouldnt turn on”) to fulfill the purpose of the 
assignment. 

• A tone appropriate for the addressee is evident in “as a customer of your 
buisness Alert Manufacturing Limited” and “I thankyou for taking the time to 
read this letter and I hope that I get a full refund on this defective Product” and is 
clearly maintained. 

3 

 

3 
 
 
 
 

3 
 
 
 
 
 
 

3 

Content Management 

• Words and expressions used are generally accurate, as seen in “as a customer 
of your buisness Alert Manufacturing Limited, I am writing to inform you” and 
“from my local walmart two weeks ago,” and occasionally effective, as seen in 
“I think it is necsessary that I get a full refund” and “I thankyou for taking the 
time.” 

• The writing demonstrates basic control of correct sentence structure—“You 
may Send the refund confirmation by email at candicewinters@shaw.ca or by 
tellephone at 243-6301,” usage—“a product that I Purchased from you,” “After 
Those seven days,” and “I hope that I get a full refund on this defective Product,” 
and mechanics—“It worked great, for a period of about seven days.”  Errors 
such as “CANDICE,” “buisness,” “walmart,” “wouldnt,” “necsessary,” and “this 
Product” occasionally impede meaning. 

• Occasional format errors and omissions are contained in the envelope (as in 
the return address in “CENTREVILLE ALBERTA” and in the mailing address in 
“RANGEVIEW ALBERTA) and letter (in the heading—the inclusion of 
“Candice Winters”—in the inconsistent use of block format in the body of the 
letter with the indentation of “You may” and “I thankyou”—and in the absence 
of a comma in the closing “Sincerely”). 

Proportion of error to length and complexity of response has been considered.
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Student Exemplar 4 
 

Address Information 
 
 
Use the following information for your letter and to address the envelope below. 
 

 
Mike Gibson 

 
Mike Gibson is the public relations officer for Alert Manufacturing Limited.  His office is 
located in Rangeview, Alberta.  The address is 929 Main Street.  The postal code is  
T7J 3E9. 

 
 
 

Candace Winters 
 

Your name is Candace Winters and you live in Centreville, Alberta.  The postal code is 
T0A 2E3.  Your mailing address is P.O. Box 123. 
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Student Exemplar 4 
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Student Exemplar 4 
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Student Exemplar 4 
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Rationale for Student Exemplar 4 
 

Score Reporting Category 

4 

 

4 
 
 
 
 
 
 

4 
 
 
 
 
 
 

4 

Content 

• The ideas are thoughtful (as is evident in “When I had bought the CD player 
there was a guarantee with the packaging stating that if I am not satisfied with the 
product I could either replace the product with anew one or refund my money”), 
and development of the topic (in statements such as “I had just recently bought a 
CD player that was manufactured by your company and after a short period of 
time a defect developed and the CD player no longer works”) is generally 
effective. 

• Significant information, such as “The defect is that the CD player no longer 
reads the CD’s in it,” “So, I would like to replace this product with a new one,” 
and “I will send the CD player along with the receipt with this letter,” is 
presented, and this information is substantiated by specific details—“The CD 
player will be on and the CD will be spinning but nothing will play” and “I have 
tried everything from changing the batteries to changing the headphones to fix 
it”—that fulfill the purpose of the assignment. 

• A tone appropriate for the addressee is demonstrated in “If this is not possible, I 
would then like a refund of my money” and “Thank you for your time” and is 
clearly maintained. 

4 

 

4 
 
 
 
 

4 
 
 
 
 
 
 

5 

Content Management 

• Words and expressions used are usually accurate—such as in “a CD player 
that was manufactured by your company” and “there was a guarantee with the 
packaging stating that if I am not satisfied with the product”—and effective, such 
as in “The defect is that the CD player no longer reads the CD’s in it” and “But 
whatever I do nothing seems to work.” 

• The writing demonstrates competent and generally consistent control of correct 
sentence structure (as in “I have tried everything from changing the batteries to 
changing the headphones to fix it”), usage (as in “the CD will be spinning but 
nothing will play” and “So, I would like to replace this product with a new one”), 
and mechanics (as in “I will send the CD player along with the receipt with this 
letter”).  Errors that are present (such as in “I could either replace the product 
with anew one or refund my money”) rarely impede meaning. 

• The envelope and letter are essentially free from format errors. 

Proportion of error to length and complexity of response has been considered. 
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Student Exemplar 5 
 

Address Information 
 
 
Use the following information for your letter and to address the envelope below. 
 

 
Mike Gibson 

 
Mike Gibson is the public relations officer for Alert Manufacturing Limited.  His office is 
located in Rangeview, Alberta.  The address is 929 Main Street.  The postal code is  
T7J 3E9. 

 
 
 

Candace Winters 
 

Your name is Candace Winters and you live in Centreville, Alberta.  The postal code is 
T0A 2E3.  Your mailing address is P.O. Box 123. 
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Student Exemplar 5 
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Student Exemplar 5 
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Rationale for Student Exemplar 5 
 

Score Reporting Category 

5 

 

5 
 
 
 
 
 
 
 

5 
 
 
 
 
 
 

5 

Content 

• Perceptive ideas are evident in “I believe that the filter within the blow dryer is 
the cause of the problem.  I propose that it was not fastened onto the blow dryer 
properly, and now it has no use,” and development of the topic is clear (as 
demonstrated in “I located the guarantee statement that assured me that if the 
product I bought was not entirely satisfying, I could return I along with the proof 
of purchase and an explanation of the difficulty I experienced”) and effective (as 
demonstrated in “I know your company, Alert Manufacturing Limited, is well 
known for their good quality products and excellence in service”). 

• Pertinent information, such as “I recently purchased a blow dryer from one of 
your Quick Mart branches located in Centreville, Alberta” and “I don’t think I 
would be able to fix it myself and I would greatly appreciate a replacement,” is 
presented, and this information is enhanced by precise details—as in “When I 
turn the blow dryer on, the dust from the air, the inside of the blow dryer, and my 
hair itself, flies everywhere and creates an unsanitary room full of allergens”—
that effectively fulfill the purpose of the assignment. 

• A tone appropriate for the addressee is illustrated in “I would like to use this 
guarantee to its fullest extent,” “I am willing to give the company another chance 
and I would love to enjoy a quality blow dryer from your inventory,” and “Thank 
you very much and I hope to receive my blow dryer shortly,” and is effectively 
maintained. 
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Rationale for Student Exemplar 5 
 

Score Reporting Category 

5 

 

5 
 
 
 
 
 
5 
 
 
 
 
 
 
 
 

5 

Content Management 

• Words and expressions are consistently accurate (as illustrated in “I recently 
purchased a blow dryer,” “an unsanitary room full of allergens,” and “with no 
positive result”) and effective (as illustrated in  “it was not performing like it 
should have been,” “I propose that it was not fastened onto the blow dryer 
properly,” and “well known for their good quality products and excellence in 
service”). 

• The writing demonstrates confident and consistent control of correct sentence 
structure—as in “I tried my best to fix it, using a small hammer to knock the 
filter into place, but that came out with no positive result” and “I would like to 
get it as soon as possible,” usage—as in “the guarantee statement that assured 
me that if the product I bought was not entirely satisfying” and “and now it has 
no use,” and mechanics—as in “I am willing to give the company another 
chance and I would love to enjoy a quality blow dryer from your inventory.”  
Errors that are present such as in “I could return I along with the proof of 
purchase” and “the addressed enclosed” do not impede meaning. 

• The envelope and letter are essentially free from format errors other than the 
inclusion of “Candace Winters” and a comma in “Centreville, AB” in the 
heading. 

Proportion of error to length and complexity of response has been considered.
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Appendix:  Marker Training Paper 
 

The Marker Training Paper is intended to provide markers with an opportunity to 
 

• apply the standards embedded in the scoring criteria and illustrated in the Exemplars  
and Rationales 

• grapple with some of the more complex decisions that face markers 
• read and score the Training Paper according to the scoring criteria 
• compare individually awarded scores with those awarded by Standards Confirmers 

 
 
Reminders for marking: 
 
• When a student’s work exhibits characteristics of two scoring criteria, a marker must use 

professional judgement to apply the scoring criterion that most accurately and appropriately 
describes the features of the paper.  Usually, the appropriate criterion is the one from which 
there are the most descriptors that “fit” the student’s work. 

 
• Be objective in your marking.  Mark according to the Scoring Guide and Exemplars ONLY. 
 
• Before marking each scoring category, read the focus information to help you to focus on the 

key words and phrases of each reporting category that help to distinguish differences between 
scoring levels. 

 
• Student work must be related to the assignment.  An INSUFFICIENT paper demonstrates no 

evidence of an attempt to address the task presented in the assignment, or the student has 
written so little that it is not possible to assess Content.  A NO RESPONSE paper has 
absolutely nothing written. 

 
• Information provided by a student on the planning page can be used to inform a marker’s 

judgements but is not directly scored. 
 
• Do not be misled by the presentation of the paper.  Poorly handwritten/word-processed 

responses are not necessarily poorly constructed, just as neatly handwritten/word-processed 
responses are not necessarily of quality and substance. 

 
• Score each bullet within each reporting category separately, and then assign an overall score for 

that category.  For example, if two of the three bullets in a scoring category are scored as “4” 
and the third bullet as “3,” assign an overall score of “4” in this scoring category.  You will 
encounter papers that, according to the scoring guide, are at the high end or low end of the 
range of a given scoring category; nonetheless, a single score must be awarded for each 
scoring category. 

 
• A student response does not have to be perfect to receive a score of 5 in any one or all of the 

scoring categories. 
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Marker Training Paper 
 

Address Information 
 
 
Use the following information for your letter and to address the envelope below. 
 

 
Mike Gibson 

 
Mike Gibson is the public relations officer for Alert Manufacturing Limited.  His office is 
located in Rangeview, Alberta.  The address is 929 Main Street.  The postal code is  
T7J 3E9. 

 
 
 

Candace Winters 
 

Your name is Candace Winters and you live in Centreville, Alberta.  The postal code is 
T0A 2E3.  Your mailing address is P.O. Box 123. 
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Marker Training Paper 
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Marker Training Paper 
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Rationale for Marker Training Paper 
 

Score Reporting Category 

4 

 

4 
 
 
 

4 
 
 
 
 
 
 

4 

Content 

• The ideas are thoughtful (as is evident in “I have recently purchased one of your 
new VR-12400 series HI-FI compact disk players and soon after purchase it 
stopped reading CDs”), and development of the topic (as in “I have been very 
careful with this item so misuse is not an issue”) is generally effective. 

• Significant information—such as “I would like for you to send me a 
replacement and look into this problem” and “I have sent you a copy of my 
receipt, the box with all original contents including the CD player”—is 
presented, and this information is substantiated by specific details, such as “I 
replaced the batteries just in case they were low and that did not help, Also I took 
it to a local electronics repair shop and he said the laser was faulty or 
malfunctioning,” that fulfill the purpose of the assignment. 

• A tone appropriate for the addressee is demonstrated in “Over the past five 
years I have owned two of your CD players and they have worked wonderfully” 
and “I wouldn’t want your company to have a bad name because I know that 
Alert Manufacturing LTD makes quality products” and is clearly maintained. 
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Rationale for Marker Training Paper 
 

Score Reporting Category 

3 

 

4 
 
 
 

3 
 
 
 
 
 
 
 

2 

Content Management 

• Words and expressions used are usually accurate (as shown in “Unfortunately 
they were both stolen” and “I replaced the batteries just in case they were low”) 
and effective (as shown in “soon after purchase it stopped reading CDs” and “so 
misuse is not an issue”). 

• The writing demonstrates basic control of correct sentence structure in “Over 
the past five years I have owned two of your CD players and they have worked 
wonderfully,” usage in “the laser was faulty or malfunctioning” and “I would 
like for you to send me a replacement,” and mechanics in “I have recently 
purchased one of your new VR-12400 series HI-FI compact disk players and 
soon after purchase it stopped reading CDs.”  Errors such as “CADACE,” 
“RELATOTIONS,” and “that did not help, Also I took” occasionally impede 
meaning. 

• Frequent format errors and omissions are contained in the envelope (in the 
return address—in the placement of “P.O BOX 123” beneath “CENTREVILLE 
AB T0A 2E3”—and in the mailing address—in the omission of “ALERT 
MANUFACTURING LIMITED” and in the placement of “929 MAIN STREET” 
beneath “RANGEVIEW AB T7J 3E9”) and in the letter (in the heading—in the 
placement of “P.O Box 123” beneath “Centreville AB T0A 2E3” and in the 
omission of the date—in the inside address—in the omission of “Alert 
Manufacturing Limited” and in the placement of “929 Main Street” beneath 
“Rangeview AB T7J 3E9”—in the salutation in “Dear Mr. Gibson;”—and in the 
lack of paragraphing in the body). 

Proportion of error to length and complexity of response has been considered.
 

 


