Level Descriptors for a Letter of Complaint
	
	2a
	3c
	3b
	3a
	4c

	Composition and Effect

Write interesting and thoughtful texts appropriate to the task, reader and purpose.
Strand 8:Creating and shaping texts
	Ideas are expressed showing some awareness of the reader.
Coverage and tone may be uneven.
Vocabulary choice is mostly relevant.
	Logical reasons for complaints made.
Vocabulary choice is mostly relevant and supports  purpose/reason  for  complaint.

	Complaints are presented appropriately and show logical reasoning.
Uses vocabulary that is relevant and seeks to interest the reader.

Evidence of viewpoint.
	Viewpoint is consistent  throughout the writing.
Vocabulary choices support attitude to complaints and purpose of the letter.


	Viewpoint is established and controlled.
Effective selection of complaints which are supported by interesting expressions and vocabulary choices.

	Text Structure and Organisation

Organise and present whole texts effectively, sequencing and structuring information, ideas and events.
Strand 9:Text structure and organisation
	Letter format is used although this may not be maintained.
Simple overall structure includes brief introductory comment or concluding statement/greeting.

Relationship between ideas often linked simply.
	Letter format is used.
Structure includes introduction and conclusion.
Ordered points may be listed or organised into sections/paragraphs.
	Letter format is secure.
Structure includes introduction, ordered points and conclusion.
May use time connectives to link paragraphs although transition between paragraphs may be awkward.

	Structure includes introduction, ordered points and a conclusion (may include desired outcome of complaints made).
Paragraphs introduced by a topic sentence and complaint is developed by offering further reasoning.
	Organisation of complaints is supported by paragraphs.
Complaints within paragraphs are developed using explanation or further reasoning.

Connections between complaints are established e.g. by reference to previous part of the text.



	Sentence structure and Punctuation

Vary sentences for clarity, purpose and effect.  Write with technical accuracy of syntax and punctuation in phrases, clauses and sentences.
Strand 10: Sentence structure and punctuation
	Simple noun phrases and simple adverbial phrases used.

Full stops and capital letters are used in some sentences.
There may be some use of exclamation marks and/or question marks.

Commas may be used in lists.
	Some expansion of noun phrases noted.

Simple connectives used with some subordinating connectives e.g. because
Full stops, capital letters, exclamation marks and question marks are used to demarcate sentences mostly accurately.
Commas used in lists.
	There is some variation in subjects of sentences.

Simple and subordinating connectives used.

Sentence variation is evident through use of expanded noun phrases and adverbials.

Most sentences are correctly demarcated.
	Variation in sentence structure is evident through the use of expanded noun phrases and adverbials.

A wider range of subordinating connectives used eg when, if, because, which

Most sentences are grammatically sound.
Some correct use of commas to mark phrases or clauses.

	Range of simple, compound and complex sentences used.
A wider range of connectives used e.g. which, although, instead.
Commas mark phrases or clauses.

Punctuation is used accurately to demarcate sentences.

	Spelling

Evidence of use of known rules and conventions.

Evidence of application of a range of strategies used to spell unfamiliar words.
Strand 11:  Word structure and spelling
	Spells many monosyllabic words accurately.  Makes phonetically plausible attempts at longer polysyllabic words.
	Spells common monosyllabic words correctly.  Attempts to spell unfamiliar words using a knowledge of convention and rules i.e. phonemic, morphemic and etymological strategies.
	Spells common monosyllabic words correctly.  Attempts to spell unfamiliar words using known conventions and rules i.e. phonemic, morphemic and etymological strategies.
	Spells common monosyllabic words correctly.  Attempts to spell unfamiliar words using known conventions and rules i.e. phonemic, morphemic and etymological strategies.
	Spells common monosyllabic words correctly.  Attempts to spell unfamiliar words using known conventions and rules i.e. phonemic, morphemic and etymological strategies.

	Handwriting

Write legibly and fluently.
Strand 12:  Presentation
	Uses accurate and consistent letter formation.
	Shows some features of regularity in size and spacing.  Handwriting is legible.
	Handwriting is regular.  Words and letters are appropriate in size and position.  Evidence of an ability to join letters.

	Handwriting is consistent and fluent.  
	Handwriting is consistent and fluent.  The handwriting maintains a personal style to engage the reader.
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Level Descriptors for a Letter of Complaint
	
	3a
	4c
	4b
	4a
	5c

	Composition and Effect

Write interesting and thoughtful texts appropriate to the task, reader and purpose.
Strand 8:Creating and shaping texts
	Viewpoint is consistent  throughout the writing.

Vocabulary choices support attitude to complaints and purpose of the letter.


	Viewpoint is established and controlled.
Effective selection of complaints which are supported by interesting expressions and vocabulary choices.

Effective use of technical/specific vocabulary.
	Viewpoint is controlled. 
Reader is engaged by a thorough coverage of complaints and use of precise details.

Vocabulary choices are interesting and appealing.
	Viewpoint is well controlled and convincing.
The writing firmly engages the reader.
Secure understanding of text type and purpose.
	Viewpoint is well controlled and convincing.

Stylistic features fully support purpose of the letter e.g. rhetorical questions, emotive language.

	Text Structure and Organisation

Organise and present whole texts effectively, sequencing and structuring information, ideas and events.
Strand 9:Text structure and organisation
	Structure includes introduction, ordered points and a conclusion (may include desired outcome of complaints made).

Paragraphs introduced by a topic sentence and complaint is developed by offering further reasoning.
	Organisation of complaints is supported by paragraphs.
Complaints within paragraphs are developed using explanation or further reasoning.

Connections between complaints are established e.g. by reference to previous part of the text.
	The structure of the text is effective and form is secure.

Paragraphs are developed and supported by relevant and interesting detail.
	The structure of the text is controlled and coherent.
Paragraphs are developed and supported by relevant and interesting detail.

	Paragraphs are varied in length and structure to support and shape the development of complaints. 


	Sentence structure and Punctuation

Vary sentences for clarity, purpose and effect.  Write with technical accuracy of syntax and punctuation in phrases, clauses and sentences.
Strand 10: Sentence structure and punctuation
	Variation in sentence structure is evident through the use of expanded noun phrases and adverbials.

A wider range of subordinating connectives used eg when, if, because, which

Most sentences are grammatically sound.

Some correct use of commas to mark phrases or clauses.
	Range of simple, compound and complex sentences used.
A wider range of connectives used e.g. which, although, instead.
Commas mark phrases or clauses.

Punctuation is used accurately to demarcate sentences.

Tense is mainly consistent and appropriate.
	Simple and complex sentences used.
A variety of connectives is used e.g. however, therefore, although.
Phrases and clauses build up detail.

Commas mark phrases and clauses.

Punctuation is used accurately to demarcate sentences.

Tense is consistent and appropriate.

	Meaning is developed through the use of simple and complex sentences.
A range of connectives is used.
A wider range of punctuation is used accurately e.g. colons, brackets, bullet points.

	Meaning is developed using a range of different sentence types.

Range of punctuation gives clarity to whole text.

	Spelling

Evidence of use of known rules and conventions.

Evidence of application of a range of strategies used to spell unfamiliar words.
Strand 11:  Word structure and spelling
	Spells common monosyllabic and polysyllabic words correctly.  Attempts to spell unfamiliar words using known conventions and rules i.e. phonemic, morphemic and etymological strategies.
	Spells common monosyllabic and polysyllabic words correctly.  Attempts to spell unfamiliar words using known conventions and rules i.e. phonemic, morphemic and etymological strategies.
	Spells most words correctly.

Spells most longer unfamiliar words, polysyllabic words containing unstressed vowels or requiring doubling of consonants.
	Spells most words correctly.


	Spells most words correctly.



	Handwriting

Write legibly and fluently.
Strand 12:  Presentation
	Handwriting is consistent and fluent.  
	Handwriting is consistent and fluent.  The handwriting maintains a personal style to engage the reader.
	Handwriting is consistent and fluent.  The handwriting maintains a personal style to engage the reader.
	Handwriting is consistent and fluent.  The handwriting maintains a personal style to engage the reader.
	Handwriting is consistent and fluent.  The handwriting maintains a personal style to engage the reader.
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