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Title: Write Using Correct Punctuation and Grammar 

Level: Entry 3 

Credit value: 2 

GLH: 20 

Unique 
Reference 
Number: 

F/618/0321 

Sector 
Subject Area: 

14.1 Foundations for Learning and Life.  

Aim: 
The aim of this unit is to provide learners with the skills and knowledge to 
be able to write using correct punctuation and grammar. 

Assessment 
Type: 

Assessment of this unit will be through an internally set and internally 
assessed portfolio of evidence. 

Assessment 
Guidance: 

Assessment decisions must be based on the learner’s own work. At 
Entry 3 it is appropriate for the learner to receive a degree of support or 
guidance to evidence the unit. Competence in the learning outcomes 
should be demonstrated on two occasions in two different contexts. Any 
word-processed or computer-generated work, and any use of assistive 
technology, must be authenticated by the learner. 

Learning outcomes 

The learner will: 

1. Be able to use a range of punctuation correctly. 

Delivery content:  

The aim of this learning outcome is to provide learners with the knowledge and skills to be 

able to use a range of punctuation correctly. 

 

The learner must: 

1.1 Use the correct punctuation to complete sentences. 

1.2 Use capital letters at the start of sentences and for proper nouns. 

1.3 Use commas correctly. 

2. Be able to write grammatically correct sentences. 

Delivery content:  

The aim of this learning outcome is to provide learners with the knowledge and skills to be 

able to write grammatically correct sentences. 

 

The learner must: 
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2.1 Write sentences with correct subject-verb agreement. 

2.2 Write sentences using past tense. 

2.3 Write sentences using present tense. 

2.4 Write sentences using future tense. 

3. Proofread text for errors. 

Delivery content:  

The aim of this learning outcome is to provide learners with the knowledge and skills to be 

able to proofread text for errors. 

 

The learner must: 

3.1 Identify grammatical errors in text. 

3.2 Identify punctuation errors in text. 

 

 

Scope of Learning: 

Learners should understand that written language can be  

structured in different ways, depending upon the context and purpose, and that the writer  

should select the best style depending upon the context, purpose and audience.  

 

They should be able to: 

• Write in complete sentences. 

 

Learners should have knowledge of correct basic grammar and, in order to be able to  

structure grammatically correct sentences, should understand the terms ‘verb’, ‘tense’ and  

‘subject’. They should understand: 

• The concepts of past, present and future and that language reflects this through 

the tenses of verbs which can change form in order to convey time. 

• That a verb conveys physical and non-physical actions and that the verb should  

agree with its subject. 

 

In addition, learners should understand that punctuation is a complete family of sentence  

boundary markers and at this level should be familiar with: 

• Full stops. 

• Capital letters. 
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• Question marks. 

• Exclamation marks. 

• Commas. 

 

They should know that question marks and exclamation marks can change meaning and  

that they can act like intonation in speech.  

 

They should be aware that writing usually follows a process of planning and drafting and  

that it is necessary to proofread and correct errors before a final version is produced. In  

order to effectively proofread their own writing, learners should: 

• Be able to produce a text which is grammatically correct at this level and which  

demonstrates the correct use of grammar and punctuation. 

• Be able to proofread text for errors. 
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