YR11 EAL Bridging - Email SAC Rubric (2023)
Part A – Write a Complaint Email												 			Mark:_______/31
	
	2.3 Succinctly form subject line
	3.3 Use contextually appropriate greeting  
	4.3 Contextualise email using opening line 
	5.4 Contextualise purpose of email 
	
	7.2 Use contextually appropriate sign off  
	8.2 Use contextually appropriate format of name    
	
	10.4 Selects contextually appropriate vocabulary
	
	25-31

80-100%
	Synthesis
Form a complaint email using contextually appropriate language for a given scenario

	
	2.2 Highlight purpose of email
	
	4.2 Identify purpose of email
	5.3 Discuss purpose of email (thorough) 
	6.3 Match call to action to main body  
	
	
	9.3 Organise paragraphs in logical order
	10.3 Uses fluent expression
	
	19-24

61-77%
	Analyse
Analyse a scenario to form a structured email

	1.2 Use an email address  
	
	3.2 Identify recipient  
	
	5.2 Explain purpose of email (call to action)
	6.2 Identify a call to action
	
	
	9.2 Segment ideas using paragraphs  
	10.2 Use clear expression   
	11.2 Use email IT feature for its functional purpose
	12-18

39-58%
	Apply
Apply knowledge of email structural features to write an email

	1.1 Identify the recipient 
	2.1 Identify topic of email
	3.1 Use opening greeting 
	4.1 Use opening line 
	5.1 Describe problem of email
	6.1 Use a closing line
	7.1 Use a sign off 
	8.1 Identify sender’s name 
	9.1 Forms paragraphs 
	10.1 Use comprehend-sible language 
	11.1 Identify an email IT feature
	1-11

3-35%
	Comprehend
Understand the key elements of an email

	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	0
	Level Description

	1. To: recipient
	2. Subject line
	3. Opening greeting
	4. Opening line
	5. Main body
	6. Closing line
	7. Sign off
	8. Name (end of email)
	9. Paragraphs/ spacing
	10. Contextual Language 
	11. Email IT feature
	Mark
	

	Structural features
	
	
	
	
	
	
	
	






Part B – Write a Reply Email to a Formal Complaint 													 Mark:_______/30
	
	
	3.3 Use contextually appropriate greeting  
	4.3 Contextualise email using opening line 
	5.4 Contextualise purpose of email  
	
	7.2 Use contextually appropriate sign off  
	8.2 Use contextually appropriate format of name    
	
	10.4 Selects contextually appropriate vocabulary
	
	25-30

83-100%
	Synthesis
Form a reply email using contextually appropriate language for a given scenario

	
	
	
	4.2 Identify purpose of email
	5.3 Discuss key ideas of the original email (address concerns) 

	6.3 Match call to action to main body  
	
	
	9.3 Organise paragraphs in logical order
	10.3 Uses fluent expression
	
	
20-24
67-80%
	Analyse
Analyse a scenario to form a structured email

	1.2 Use an email address  
	2.2 Use Re:

	3.2 Identify recipient  
	
	5.2 Respond to the call to action of original email  
	6.2 Identify a call to action
	
	
	9.2 Segment ideas using paragraphs  
	10.2 Use clear expression   
	11.2 Use email IT feature for its functional purpose
	12-19

40-63%
	Apply
Apply knowledge of email structural features to write a reply email 

	1.1 Identify the recipient 
	2.1 Identify original email subject line 
	3.1 Use opening greeting 
	4.1 Use opening line 
	5.1 Address problem of original email  
	6.1 Use a closing line
	7.1 Use a sign off 
	8.1 Identify sender’s name 
	9.1 Forms paragraphs 
	10.1 Use comprehend-sible language 
	11.1 Identify an email IT feature
	1-11

3-37%
	Comprehend
Understand the key elements of an email 

	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	Insufficient Evidence
	0
	Level Description

	1. To: recipient
	2. Subject line
	3. Opening greeting
	4. Opening line
	5. Main body
	6. Closing line
	7. Sign off
	8. Name (end of email)
	9. Paragraphs/ spacing
	10. Contextual Language 
	10. Email IT feature
	Mark
	

	Structural features
	
	
	
	
	



:  differences to part A rubric
