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The Commonwealth of Learning  Module 1 — Unit 1.4 Report Writing 
  Tutor’s Assignment Correction Guide 
 

Module 1   Language and 
 Communication 

Unit 1.4  Report Writing 
This Guide is to assist you in the correction of the assessment 
instrument for this unit. 

If more than one Tutor is involved with Student Support in your 
institution, it will also assist in ensuring that there is a consistency 
in the weighting of assignments, and questions within assignments. 

The Core Curriculum is designed to be offered utilising competency 
standards, so the elements that need to be included in answers are 
specified in the guide.  It will therefore assist those who wish to use 
a competency assessment of Complete or Incomplete. 

It is particularly important in the Caribbean to ensure that the 
assignments are assessed as indicated in the Guide, as Regional 
recognition is an ultimate (and desired) outcome. 
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Assessor guidelines – Unit 1.4 Report 
Writing 

Introduction 
As this unit is competency based, to be considered competent the 
participants will be required to successfully demonstrate the skills 
required to complete each task contained in the Assessment section 
of their learning resources. 

Part of this written assignment requires the teacher trainee to 
prepare a report on a topic relevant to his/her teaching area which is 
suitable for presentation to the management body of the 
organisation or institution. The topic for this assignment MUST be 
negotiated with the tutor prior to the student commencing work on 
this assignment. 

The suggested Checklist included will outline all items to be checked 
to ensure that the person is competent in Unit 1.4 Report Writing.  
All items must be able to be checked as correct.  If not, the teacher 
trainee will be required to repeat the exercise or exercises at a later 
date, before successful completion can be indicated. 

Assessment instrument 
Assessment for the unit will involve a written assignment.  You 
should negotiate a suitable time with the participant to complete the 
assignment. 

Requirements for the assignment 
Prior to commencing the assignment 
Check that the following are available for the participants: 

�� copy of assignment 
�� copy of worksheet 
�� copy of answer sheet for Question 3 
�� copy of the report ‘An investigation of the forms, and 

effectiveness, of communication to full-time students at the 
Greentown College of Advanced Education’. 
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Assessment Instrument 
 

 
 

Your assessment for this module will consist of a written 
assignment.  Check with your tutor to organise a suitable time to 
complete the assignment. 

You are now ready to complete your assessment for this unit.  

Written Assignment 
1. Write a report of an activity related to your specific field of 

teaching expertise suitable for presentation to the 
management body of your organisation/institution. The report 
must adhere to the principles of report writing as outlined in 
this unit. 

The topic of this report must be negotiated with your tutor 
before you begin. 

2. Identify and describe four characteristics consistent with clear 
and logical report writing. 

The next two questions should be answered from the 
Worksheet which your tutor will supply. 

3. Match the six types of reports listed on the Worksheet with 
their correct description and uses. 

4. Analyse the report accompanying.  Comment on the following 
aspects of the report: 
�� structure and headings 
�� numbering 
�� presentation 
�� grammar, spelling and punctuation 
�� information sources 
�� style and language. 

(a) Give reasons for any limitations or omissions you observe. 

(b) Identify any noteworthy aspects of the report. 
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Worksheet 

Question 3: 

Match the six types of reports listed on the Worksheet with 
their correct description and uses. 

Match the correct information from each column.  Match the name of 
the report in Column 1, with the number that corresponds to its 
correct description in Column 2, and the letter that corresponds to 
its correct uses in Column 3.  

The description and uses are in random order. 

Name of report 
 

Description Uses 

Administration 
reports 

1 
Includes technical details 
and specifications. 
 

A 
Provides information on 
organisation’s financial 
health. 

Evaluation reports 2 
Includes a section called 
Methods and Materials. 
 

B 
Provides information on 
the performance of 
technology. 

Financial reports 3 
A longer report that may 
include recommendations 
as well as conclusions. 
 

C 
Uses numerical 
information to report on 
an issue. 

Technical reports 4 
An information report 
that discusses ‘how 
things are going’. 
 

D 
Publishes research 
results. 

Statistical reports 5 
A list of income and 
expenses over a specific 
period of time. 
 

E 
Provides information to 
management on progress 
in an organisation. 

Scientific/Academic 
reports 

6 
Contains tables and 
graphs with minimal 
written text. 
 

F 
Used to present and 
analyse information. 
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Record your answers here - identify the number in the Description 
column and the letter in the Uses column. 

Name of report 
 

Description Uses 

Administration reports  
 
 
 
 

 

Evaluation reports 
 

 
 
 
 
 

 

Financial reports 
 

 
 
 
 
 

 

Technical reports 
 

 
 
 
 
 

 

Statistical reports 
 

 
 
 
 
 

 

Scientific/Academic 
reports 
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Solutions for assessment 
 

Suggested solutions to the assignments are included on the following 
pages. 
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Written Assignment 
1. Write a report of an activity related to your specific field of 

teaching expertise suitable for presentation to the management 
body of your organisation/institution. The report must adhere 
to the principles of report writing as outlined in this unit. 

The topic of this report must be negotiated with your tutor before 
you begin. 

No solutions are provided for this assignment item as each 
participant will be submitting different items.  Ensure the 
answers provided respond exactly to the question asked. 

2. Identify and describe four characteristics consistent with clear 
and logical report writing. 
1. Good research 
2. Complete and concise information 
3. Observes the conventions of grammar, spelling and 

punctuation 
4. Attractive presentation 

 
The students can use this information from the text to describe these 
characteristics. 

1. Good research 
1. Three phases: 

�� define the task 
�� define the type of report 
�� determine the audience for your report. 

2. Discover the limitations you must work within. 
3. Describe the major issues to be researched. 

 
Prepare a preliminary plan 
Determine the types of information required in each phase of 
the report, Introduction, Body and Conclusion. 

Determine Information sources 
There are three types of information: 
�� primary information - actual evidence from original 

sources including information obtained from surveys, 
questionnaires and interviews 
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�� secondary information - comment and analysis of events 
mainly available through reference libraries 

�� anecdotal or personal experience - information directly 
from other people or from your own personal experience.  
Use sparingly. 

2. Complete and concise 
�� complete - says all that you want it to say 
�� concise - says it quickly and economically. 

Be aware of the ‘readability’ of your document and avoid jargon, 
complex words and sentence structure, sexist language, vague 
words and terms and bureaucratic language. 

3. Grammar, spelling and punctuation 
Grammar: 
�� general rules about sentences:  subject, verb and object. 
Spelling: 
�� proofread! 
Punctuation: 
�� be aware of the correct use of punctuation, especially the 

comma, colon and apostrophe. 

4. Attractive presentation 
Layout: use of white space and the placement of text on 

the page. 

Print style: ‘Sans serif’ print style for headings, ‘serif’ print 
style for text. 

 Use different point sizes to show importance. 
 Use bold, italics and underlining for emphasis. 

Packaging: attractive paper and covers. 
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The next two questions should be answered from the 
Worksheet. 

3. Match the six types of reports listed on the Worksheet with 
their correct description and uses.  Give reasons for any 
limitations or omissions you observe.  Identify any noteworthy 
aspects of the report. 

Name of report 
 

Description Uses 

Administration reports 4 
 

E 

Evaluation reports 
 

3 
 

F 

Financial reports 
 

5 
 

A 

Technical reports 
 

1 
 

B 

Statistical reports 
 

6 
 

C 

Scientific/Academic 
reports 
 

2 
 

D 

 

4. Analyse the report accompanying the Worksheet.  Comment on 
the following aspects of the report. 
�� Structure and headings 

Positive: �� This is an example of a short report. 
�� Conforms with all conventions of structure 

and headings. 
 
�� Numbering 

Positive: �� Conforms to all conventions. 
�� In the introduction, could have inserted 

another number, 1.5 
 
�� Presentation 

Positive: �� Report uses a separate page for each section. 
Negative: �� Boring in the extreme! 

�� Needs better choice of font. 
�� Headings need to be highlighted more clearly. 
�� More space required between sections and 

subsections. 
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�� Grammar, spelling and punctuation 
Positive: ��  
Negative: �� Some spelling errors (minor ones) but 

indicative of poor proofreading. 
�� Overuse of commas. 

  
�� Information sources 

Positive: �� Primary sources and personal experience 
used.  Both suitable for this report. 

Negative: ��  
  
�� Style and language 

Positive: �� Impersonal tone used throughout. 
�� Simple language and sentence structure. 

Negative: ��  
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Suggested checklist 
The teacher trainee has successfully: 

 Yes No 

Presented a written assignment which: 

1. matched six types of report with their correct 
description and uses. 

2. identified and described the characteristics consistent 
with clear and logical report writing. 

3. included a written report of an activity related to the 
specific field of expertise of the teacher trainee, 
suitable for presentation to the management body of 
the relative organisation/institution. 

4. analysed a given report to demonstrate a knowledge 
of the basic principles of report writing. 
 

  

 

Assessor’s name _________________________________________________ 

Signature _________________________________________________ 

 

Trainee’s name _________________________________________________ 

Signature _________________________________________________________ 
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