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NZQA Assessment Support Material 

 
Unit standard 28072 

Title Write formal texts for practical purposes (EL) 

Level 4 Credits 5 Version 1 

 

Note 
The following guidelines are supplied to enable assessors to carry out valid and consistent 
assessment using this internal assessment resource. 

Assessors must manage authenticity for any assessment from a public source, because learners 
may have access to the assessment schedule or student exemplar material.  This assessment 
resource without modification may mean that learners’ work is not authentic.  The assessor will 
need to change the context or topic to be investigated, or change to a different text to read or 
perform. 

 

Assessor guidelines 
 
Introduction 
 
Refer to the unit standard document for the outcome, evidence requirements and grading criteria. 
 

T H I S  U N I T  S T A N D A R D  C A N  B E  A W A R D E D  W I T H  A N  
A C H I E V E D ,  M E R I T ,  O R  E X C E L L E N C E  G R A D E  
 

A W A R D  O F  G R A D E S  

• For award with Achieved, the purpose of the text is communicated. 

Content, structure and layout are generally appropriate to the practical purpose of the text, 

topic, and audience. 

Content is developed. 

Text is generally coherent and cohesive. 

A limited range of language features and vocabulary is used. 

Meaning of the text is generally conveyed but may contain errors and inaccuracies. 
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A W A R D  O F  G R A D E S  

Range language features may include but not limited to – complete simple, compound and 

complex sentences, verb forms, modals; pronouns; reference; prepositional phrases; 

complex noun phrases; connectives; punctuation. 

• For award with Merit, the purpose of the text is communicated clearly. 

Content, structure and layout of the text are appropriate to the topic and text type. 

Content is developed and linked. 

Text is coherent and cohesive with minor lapses. 

A range of language features and vocabulary is used.  

Meaning of text is conveyed with minor inaccuracies. 

• For award with Excellence, content is well developed and linked. 

Text is coherent and cohesive with minimal lapses. 

A wide range of language features and vocabulary is used. 

Meaning of text is conveyed with minimal inaccuracies. 

 

This unit standard has one outcome: 
 
Outcome 1: Write formal texts for practical purposes (EL). 
 
Range two texts each of at least 500 words, each written for a different purpose, assessed on 

separate occasions; texts may include but are not limited to – procedural, formal letter, 

report, information. 

 
Conditions of assessment 
 
• All assessment must be conducted in English, which must not be the leaner’s first language. 
• Leaners may use an English dictionary, but not electronic devices, other than for word 

processing. 
• Leaner’s writing competence must be assessed after they have been given the opportunity to 

edit and proofread their work. 
• Leaner’s drafts and any resource materials used must be attached as part of the completed 

assessment. 
• The assessor must be satisfied that the leaner can independently demonstrate competency 

against the unit standard. 
 
Learning contexts 
 
Assessment of this standard must reflect the qualifier (general, workplace or academic) being 
studied. Leaners should be assessed after they are familiar with the topics. Topics must be related 
to contexts that are relevant to the leaner. This assessment activity should follow formative work in 
which the leaners have had the opportunity to become familiar with each topic, question types and 
vocabulary. It is recommended that this assessment be linked with other level 4 English Language 
unit standard assessments. 
 



 

28072 version 1 ASM version 1 Page 3 of 13 
Assessor guidelines July 2014   New Zealand Qualifications Authority 2014 
 

Notes for assessors 
 
• It is important that leaners are familiar with the requirements of the evidence requirements and 

explanatory notes of the standard, including definitions. 
• Each of the two texts should be assessed at separate times as part of a wider area of study. 
• Leaners may use the model text and the checklist to guide their writing and to ensure they 

meet all of the performance criteria. 
• Between drafts, assessors can make global comments to advise leaners that their writing may 

need further work on ideas, language, structure or accuracy in spelling and punctuation, but 
should not indicate or correct specific errors or inaccuracies. 

• The assessment schedule is for assessors only and is not to be shared with leaners during the 
assessment process. 

• Refer to your institution’s policies before offering a further assessment opportunity. 
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Model text 
 

A formal procedural text on a parallel topic 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 How to create a reference list 
 

A reference list is a list of all the sources that you refer to in the body of your text. This differs 
from a bibliography, which includes all material that you have consulted in your research and 
that informs your thinking. Referencing is how you acknowledge the work of other people. It is 
an academic requirement to reference all material used in research. Failure to reference any 
source is considered a form of plagiarism. 
 
There are many different styles of referencing. APA is most commonly used in education. The 
following is the correct procedure for creating a reference list using APA style. 
 
The list must be started on a new page after you have completed your essay and should be 
headed ‘References’. 
 
The four parts of a reference 
Each reference list entry needs to contain: 

• author 
• year of publication 
• title 
• publishing data 

 
1. Author’s name 

• Put the surname first, followed by a comma, with initials only for first and second name, 
then a full stop e.g. Arbury, J. 

• Insert commas to separate authors and use an ampersand (&) e.g. Bell, J., & Gower, R. 
• Always use full names e.g. The Ministry of Education not MoE 
• If the reference is an edited book, put Ed. or Eds. in brackets e.g. 

Doughty, C., & Williams, J. (Eds.) 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

The purpose of 
the text is 
communicated 
clearly and 
effectively in the 
title and 
introduction. 

Content is well 
developed and 
expanded. 

Ideas are linked 
using cohesive 
devices. Text is 
easy to follow 
and understand 
with few 
mistakes. 

Content, 
structure and 
layout are 
appropriate for 
the topic, 
audience and 
practical 
purpose. 

Layout includes 
headings, 
bulleted lists, 
bolded words, 
illustrations and 
numbered lists. 
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2. Publication date 
• Put the latest publication date in brackets, followed by a full stop e.g. (2011). 
• You may need to include day and/or month for journal or newspaper articles e.g. 2010, 

September 11. 
 
3. Title 

A. Books:  
• Use a capital for the first letter only of the first word of the title and any subtitle. Proper 

nouns will also have capitals. 
• The title should always be in italics e.g. 

Arbury, J. (1992). Discover New Zealand. 
 
B. Articles in journals, newspapers, magazines: 

• Write the article title as for books but do not underline or use italics e.g.  
Coxhead, A. (2000). A new academic word list. 

 
 
4. Publication information 
A. Books: 

• If the book was published in the USA, put the city and state of publication followed by a 
colon and the name of the publisher e.g.  
Englewood Cliffs, NJ: Prentice-Hall 

• If the book was published elsewhere, put the city, state or province and country followed 
by a colon and the publisher’s name e.g. 
Ministry of Education. (1993). The New Zealand curriculum framework.  
          Wellington, New Zealand: Learning Media. 

 
B. Articles in journals, newspapers, magazines: 

• Use the full title of the journal or magazine.  
Next, put the volume number followed by the issue number (if any) in brackets with no space 
beforehand. Do not put ‘Vol.’ or ‘No.’ 

• Put the title and volume in italics. 
• Then give the page numbers. Use ‘p.’ or ‘pp.’ for newspapers only. 
• Separate each section with a comma. 

e.g. 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

Writing makes 
correct use of a 
wide range of 
vocabulary 
relevant to the 
topic. 

Writing 
demonstrates 
control of a wide 
range of 
appropriate 
language 
features e.g. 
modal verbs, 
imperative 
verbs, time 
clauses, 
dependent 
conditional 
clauses 
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          Coxhead, A. (2000). A new academic word list. TESOL Quarterly, 34, 213-238. 
 
 
How to reference web pages 

1. Put the author’s name first, followed by the date and title (as for books) 
2. Next, write ‘Retrieved from’ and copy in the web address e.g. 

 
Laugesen, R. (2011). Stress – cause, effect, and management. Retrieved from 
http://www.listener.co.nz/commentary/stress-cause-effect-and-management/ 
 
 
Formatting the list 
 

1. Arrange the list in alphabetical order by the author’s surname. 
2. Use 1.5 or double line spaced with a gap between each reference. 
3. Indent the second line of the reference so that the author’s name stands out. 

 
Coxhead, A. (2000). A new academic word list. TESOL Quarterly, 34, 213-238. 

Ministry of Education. (1993). The New Zealand curriculum framework. 

Wellington, New Zealand: Learning Media. 

 

Newby, M. (1989). Writing: A guide for students. Cambridge, UK: Cambridge University 

Press. 

 
 
Helpful tips 

 
1. Allow plenty of time to create the references list. 

• It takes a surprising amount of time to check and double check the accuracy of the 
information and the format of the references. 

 
 
 
 

Title of journal in 
italics 

Volume 
number 

Page 
numbers 

http://www.listener.co.nz/commentary/stress-cause-effect-and-management/
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2. Make sure that you keep the reference details with the information from that source 
throughout your research. 

• If the information becomes separated from the reference details it may take a very long 
time to sort out the confusion. 

3. You need to reference sources according to how you accessed or read the original e.g. print, 
website, library database. 
 
If you read an article in the New Zealand Herald online it must be referenced using electronic 
formatting. If you read the same article in hard copy you will reference it differently. 

748 words 
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Assessment Schedule 

 
In order to complete this standard, learners must successfully write two texts.  
 

Generic 
 

Unit standard 28072 

Title Write formal texts for practical purposes (EL) 

Level 4 Credits 5 Version 1 

 

Evidence/Judgements for achievement Evidence/Judgements for achievement with 
merit 

Evidence/Judgements for achievement with 
excellence 

The purpose of the text is communicated. 
 
This means that the reason for the text is stated 
e.g. in the title and text 

The purpose of the text is communicated 
clearly. 
This means the text is written for a specific 
audience and purpose. This is made clear in the 
title and the text. The reader clearly knows why 
the text is written. 

 

Content, structure and layout are generally 
appropriate to the topic, audience and the 
practical purpose of the text. 
 
This means that text content, structure and 
layout follow procedures for the chosen text 
type with allowances for some lapses. 

Content, structure and layout are appropriate to 
the topic, audience and the practical purpose of 
the text. 
 
This means the text is written for a specific 
audience and purpose and follows a clear 
organising principle. The structure and layout 
relate to the text type used, the audience and 
the reason for the text. 

 

Content is developed. 
 
This means that ideas are explained. 

Content is developed and linked. 
 
This means that statements are followed with 

Content is well developed and linked. 
 
This means that statements are explained and 
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supporting details and / or examples with links 
made to preceding content. 

well supported with evidence and examples with 
effective links made to preceeding content. 

Text is generally coherent and cohesive. 
 
This means that the text is understandable most 
of the time with some cohesive devices used 
correctly most of the time. 

Text is coherent and cohesive, with minor 
lapses. 
 
This means that ideas are presented in a clear 
and comprehensible manner and are linked 
between and within some paragraphs or 
sections using cohesive devices, with some 
minor inaccuracies. 

Text is consistently coherent and cohesive with 
minimal lapses that do not impact on meaning. 
 
This means that the text is clear and flows 
smoothly with cohesive devices used correctly 
to link ideas between paragraphs or sections 
and within paragraphs/sections or between 
headings. Any inaccuracies do not affect 
meaning. 

A limited range of language features is used.  
 
This means that evidence is present that the 
candidate can use sufficient language features 
of the text type to communicate ideas.  

A range of language features is used.  
 
This means that evidence is present that the 
candidate can select language features of the 
text type to communicate ideas effectively.  

A wide range of language features is used. 
 
This means that language features of the text 
type are selected and used to communicate 
ideas precisely and fluently. 

A limited range of vocabulary is used. 
 
This means that there is evidence the learner 
can:  
- select the correct vocabulary most of the 

time 
- select the correct grammatical form of the 

vocabulary most of the time 
 
- use some of the following: specialised 

vocabulary, collocation, lexical groups. 

A range of vocabulary is used. 
 
This means that there is evidence the learner 
can: 
- select sufficient vocabulary (including some 

specialised vocabulary) to communicate 
ideas effectively: 

- select the correct grammatical form of the 
vocabulary so that meaning is not 
significantly hindered by inaccuracies. 

- use a range of the following correctly most 
of the time: collocation, lexical groups, 
parallel forms. 

A wide range of vocabulary is used. 
 
This means that there is evidence the learner 
can: 
- select precise vocabulary (including 

specialised vocabulary) to communicate 
ideas effectively 

- select the correct grammatical form of the 
vocabulary containing only minimal 
inaccuracies 

- use collocation, lexical groups, parallel 
forms effectively. 

Writing may contain errors and inaccuracies, but 
these must not interfere with meaning. 

Meaning of text is conveyed with minor 
inaccuracies. 

Meaning of text is conveyed with minimal 
inaccuracies. 
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Assessment Schedule 

 

For a procedural text 
 

Unit standard 28072 

Title Write formal texts for practical purposes (EL) 

Level 4 Credits 5 Version 1 

 

Evidence/Judgements for achievement Evidence/Judgements for achievement with 
merit 

Evidence/Judgements for achievement with 
excellence 

The purpose of the text is communicated. 
 
 
This means that the reason for the procedural 
text is stated. 
- title e.g. How to apply for residency or 

citizenship 
- text e.g. There are different procedures to 

follow when applying for residency or 
citizenship. 

The purpose of the text is communicated 
clearly. 
 
This means the text is a procedure written for a 
specific audience and purpose. This is made 
clear in the title and the text. The reader clearly 
knows why the text is written. 
- title e.g. How to apply for residency or 

citizenship in New Zealand 
- text e.g. It is important to know the different 

requirements for applying for residency or 
citizenship in New Zealand. The procedures 
are very different for each category, based 
on your occupation and circumstances. 

 
 
 
This means the text is procedure written for a 
specific audience and purpose and follows a 
clear organising principle appropriate to a 
procedural text. 
e.g. an introductory paragraph that outlines the 
context; 
clear headings with information organised 
logically and concisely; final instructions. 
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Content, structure and layout are generally 
appropriate to the topic, audience and the 
practical purpose of the text. 
 
This means that text content, structure and 
layout follow procedures for the chosen text 
type with allowances for a few mistakes. 
 
e.g. sub-headings, bullet points, numbering, 
supporting illustrations, maps, diagrams, 
photographs. 

Content, structure and layout are appropriate to 
the topic, audience and the practical purpose of 
the text. 
 
This means the text is written for a specific 
audience and purpose and follows a clear 
organising principle. The structure and layout 
relate to the text type used, the audience and 
the reason for the text. 

 

Content is developed. 
 
This means that ideas are explained. 
 
e.g. To help you send us the right documents, 
the Citizenship Office has translated guide 
sheets. They contain useful information on how 
to obtain documents from overseas if you do not 
have the original documents. 

Content is developed and linked. 
 
This means that statements are followed with 
supporting details and / or examples and ideas 
are linked. 
 
e.g. To help you send us the right documents, 
the Citizenship Office has translated guide 
sheets. They contain useful information on how 
to obtain documents from overseas if you do not 
have the original documents. Guide sheets have 
also been translated into many languages e.g. 
Chinese, Arabic … 

Content is well developed and linked. 
 
This means that statements are explained and 
well supported with evidence and examples with 
effective linking of ideas. 
 
e.g. To help you send us the right documents, 
the Citizenship Office has translated guide 
sheets. They contain useful information on how 
to obtain documents from overseas if you do not 
have the original documents. Guide sheets have 
also been translated into many languages e.g. 
Chinese, Arabic … 
This enables you to… 

Text is generally coherent and cohesive. 
 
This means that the text is understandable most 
of the time with some cohesive devices used 
correctly most of the time. 
 
Cohesive devices may include: 
 
- substitution e.g. There are differences 

between the form for residency and the 
one used for citizenship.  

- ellipsis e.g. by dropping it off to one of our 

Text is coherent and cohesive, with minor 
lapses. 
 
This means that content is presented in a clear 
and comprehensible manner and is linked 
between and within sections using cohesive 
devices, with some inaccuracies. 

Text is consistently coherent and cohesive. 
 
This means that the text is clear and flows 
smoothly, with cohesive devices used correctly 
to link content between sections and within 
sections. 
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offices or by mailing it (to one of our offices)   
- conjunctions e.g. and, but, or, yet 
- connectives e.g. also, however  
- reference: it shows…; they can be reached 

at… 

A limited range of language features is used. 
 
This means that evidence is present that the 
candidate can use sufficient language features 
of the text type to communicate ideas. 
 
Some of the following language features are 
used correctly most of the time: 
- imperative verbs to begin sentences e.g.   

Check that you are eligible… 
- dependent conditional clauses e.g. If the 

application is sent… 
- time clauses e.g. After you have completed 

your… 
- use of modals e.g. all applicants must 

provide… you need to… 
- formal style e.g. text does not contain slang, 

colloquialisms, inappropriate use of 
contractions. 

A range of language features is used. 
 
This means that evidence is present that the 
candidate can select language features of the 
text type to communicate ideas effectively. 

A wide range of language features is used. 
 
This means that language features of the text 
type are selected and used to communicate 
ideas precisely and fluently. 

A limited range of vocabulary is used.  
 
This means that there is evidence the learner 
can:  
- select the correct vocabulary most of the 

time e.g. eligible 
- select the correct grammatical form of the 

vocabulary most of the time e.g. eligibility 
 
Use some of the following: 
- collocation e.g. grant citizenship 
- lexical groups e.g. documents, certificates, 

papers 

A range of vocabulary is used.  
 
This means that there is evidence the learner 
can: 
- select sufficient vocabulary (including some 

specialised vocabulary) to communicate 
ideas effectively e.g. obligation, eligible, 
grant, allocated, case officer 

- select the correct grammatical form of the 
vocabulary so that meaning is not 
significantly hindered by inaccuracies. 

- Use a range of the following correctly most 
of the time: collocation, lexical groups, 

A wide range of vocabulary is used.  
 
This means that there is evidence the learner 
can: 
- select precise vocabulary (including 

specialised vocabulary) to communicate 
ideas effectively 

- select the correct grammatical form of the 
vocabulary containing only minimal 
inaccuracies 

- use collocation, lexical groups, parallel forms 
effectively. 
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- parallel forms e.g. by dropping it off… 
by mailing it 

parallel forms. 

Writing may contain inaccuracies, but these 
must not interfere with meaning. 

Meaning of text is not significantly hindered by 
inaccuracies. 

Text is consistently coherent and cohesive. 
 
This means that the text is clear and flows 
smoothly with cohesive devices used correctly to 
link content between paragraphs and within 
paragraphs. 

 


