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READ THESE INSTRUCTIONS FIRST

== You may use either atypewriter or a word processor for this examination.

Type or write your Centre number, candidate number and name on all the work you hand in.

Answer all questions.

== Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.

Insert 1 is for use with Question 3. Two copies of this Insert are enclosed.
Insert 2 is for use with Question 5(a). Two copies of this Insert are enclosed. Attempt this question only if you
are using a typewriter.

You should read through the paper before answering the questions.

The businesses described in this question paper are entirely fictitious.

If you experience any fault with your typewriter or word processor, tell the invigilator immediately.

The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.

At the end of the examination fasten your work securely together, before placing it inside the cover sheet.
The number of marks is given in brackets [ ] at the end of each question or part question.

This document consists of 9 printed pages, 3 blank pages, 2 Inserts and a cover sheet.
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Accuracy Test

Produce the following passage in double line spacing.
You have 10 minutes for this accuracy test.

WATER SPORTS IN ESTARTIT, COSTA BRAVA

It is hard to imagine surroundings less like a classroom — and yet the Spanish Mediterranean is
certainly a place of learning!

Whether sailing, snorkelling or windsurfing, our instructors ensure that all participants quickly
acquire confidence in their new-found skills.

Our Mediterranean centre is situated close to the beach and offers an action-packed programme
of exciting watersports. Estartit boasts one of the biggest and best sandy beaches on the Costa
Brava.

We ensure that students are occupied every evening. Our evening programmes offer something
for everyone, including games on the beach or the nightly disco. Estartit has long been one of the
most popular adventure destinations for UK schools, thanks to its sheltered coves and wonderful
scenery. Based at the sheltered beach of Mas Pinell, a 10 minute walk from the centre of Estartit,
our watersports programme is guaranteed to deliver plenty of fun and excitement in a warm and
safe environment.

In the unlikely event of students tiring of the beach, there are the two major attractions of
Wonderworld and Marineworld both within easy reach. Wonderworld is one of Europe’s biggest
water parks and boasts a wealth of thrill rides including a 250 metre long raft ride over steep hills,
round sharp bends and through dark tunnels. If you are not terrified enough after that, try your
hand at the bungee jumping! Marineworld has dolphin, sea lion and parrot shows, waterslides, a
reptile house, zoo and boating lake.
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2 Produce the following leaflet on a sheet of A4 plain paper.

Make all corrections as indicated. Do not rule the table.

el

FunBeach School Tours — Watersports Activities

All our beach resorts are hand-picked for their fantastic conditions for watersports.
For sheer exhilaration nothing beats being out on the water. Not only wi our fully
qualified instructors give you the very best tuition, they also keep constant watch
whilst you are out on the water. Their knowledge, together with the full range of
safety equipment available, ensures that you are always in safe hands.

Kayaking

é:'ﬂer ﬂluua:js fun and esg_-‘b-.na, De.f)&nd’mj on[t::or\d.ﬁt'uons You may capsize
of simply enjoy Ehe sight of others capsizing. To make Sure you
have a Sood tEime , Fhe instructsrs may putc stunts like qu'.nS

0/( You 9o down g (‘af'ncl backwards —s-n*ﬂwug-s or Of‘jan'\se a raca
e iEh everyone in kEha group.

White Water Rafting

A recreational sport consisting of travelling downriver, using the current, in an
inflatable raft. The rivers used are designated to a level of difficulty according to the
speed of the current, the turbulence of water and the strength of whirlpools. This is
an exciting sport you can enjoy w nature.

Windsurfing
Sad
@ You glide effortlessly along the open water, with no noisy engine. From cruising
along a lake to jumping the ocean waves, the fun is endless. Land-based instruction
introduces yr students to all the basics before they take to the water.

Water Parks

The Boomerang is just one of the superb water rides and slides. Other favourites
include the Black Hole involving plunging for over 100 metres around dark water-
lined bends.
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C(aSSe§/TriPS

Day
Kajakinj Mon l 60 prn
white Water Raftmj “Tue 2.30 pm
w}ndsuré‘mj Fei 2.00 pm
Water Packs Sun q.30 am

E)oali —\“:r}Ps of all wunds can 'm arrcm\crld. The chow

6? boa.’ts S ax)rans;ve, ranj'mg Crbm catamarans ts

3l_a53'boﬁ:0med boal:s) where students can take in tha

marine lVife below

j_.n addition to cru'\s\ns around bhe coast, many

boats c\r‘of anchor and offer sw}mm’-n3, S‘norkelﬁnﬂ
and banana boa,{‘. F'ldé.s. Parasa"h'ns can a\So ba

arranﬁed-

The h‘.ghl}sht of any boat 'E.r}r 1S uSualb tho_s'@ht
of o\aLFh“ms F\adinj around the boat.
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Parental/Guardian consent and medical information forms have been received for stu
to take part in the forthcoming Watersports Holiday in Spain.

Using the headed paper provided (Insert 1), compose a letter from the details below to Pa
Guardians. Use today’s date and the reference JL/your initials.

Use the subject heading WATERSPORTS HOLIDAY IN SPAIN 2012.

The letter will be signed by Mr J Lyon, Head of PE Department.

Thank parents/guardians for completed consent and medical information forms.

Inform them that their son/daughter has gained a place on the Watersports Holiday to Spain
2012.

Mention that we are now able to provide them with some further details.

Departure 20 July 2012
Return 29 July 2012
Travel Company FunBeach School Tours

Tell them that the travel company has issued us with a payment schedule which must be
followed. A deposit of £100 is due by Friday 25 November 2011 and the final balance must be
paid by Friday 27 April 2012.

Point out that all children will be issued with a payment card and this must be brought with
them every time they wish to make a payment.

In the final paragraph, say when we have received more information we will write to them
again, although if they have any queries about this trip do not hesitate to contact me at
school.
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4 (a) Produce the following memorandum on A4 plain paper. The memo is from J
PE Department to A Munoz, Deputy Head of PE Department.

As youw are aware, +tha final arcangements

for the above eveat still have to be made.

unﬂomn(mx}, T have to apend the naxt .pavan
dﬂr ab a Fottball Eoumamenk an France. T ok
have b0 ask aau, t, taka on all Eha laot minuk
org o tRe cotlechve fwssloort and staff handboX.

T enclose a_cofv of Eha lettor T howe Sent to
Fun”" Beach Sehod Towrs. TE gives Eha most
recenk numbers of studenkts and staff, Ploase cheek

Lhese and write to bhem F there are any c,ha.n‘quu

tn numbers.

Contack me on my mob’ile t—,hone, 1F atj rr\ob\o,ms
arise.
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4  (b) Produce a copy of the following Agenda on A4 plain paper.

HQPJZ'-n(j of PE SkafF

U)ednasaou& q Novembar 204

2rm

i Ehe lecbure Theatre

AGENDA Sfmceo\ Ca\os

n 0'0 es Fo(‘ absence L
Minutes of the Prav}ous meeking

Matders arising From previous meeking
wqfe,ﬁsforts l\oL\o\aJ

L sk Pssessmeat Plan

C olleckive fzass[)ort

Staff handbook

\.c. (amd Other Business

Data of next me.eb}rﬁ

ouble Line SlDQc]r:j
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5 (a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY.

Use Insert 2 for this task.

If you are using a word processor, go to Question 5 (b).

Mcmnfziah/ﬂt.u.sm%m

atfached. Form.

Students doteilo
France'se Pires C Pama_la.)
Dos : h Sept 149% hce : '3

: . a6
French r\ai:\anab*"} Class:

aqss/l’ufbf-' Hiss \“ng
Address

2\ Moor@?a\a Road

R R1GHTON
Faskt Susseyx Sx12. b8P

Home Tel Wo: 8870 SbL7 oty

ConmreT DETAILS
Lo - —

Pa(er\,’c: Tules Pies CFa_tho_r)

Do poT Sign oR

8
Dagtime Tel Mo - 0870 kbl AUl
"8

E\/en“.n\s’ml: og70 567 o012l

Emef‘jenc:j"'d o711 WT W22
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5 (b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

| //C:—a'oh Eransfer ko
\ a"rror&:

10

Set out the following table using A4 plain paper. Rule as indicated.

R’. s¥K ﬂssass menkt

&‘(M’S
Plan /

Asfac,bs Eo Cons'idor| Control Measures

Level of Risk

Gehav'tour rol_;cj

'QU'I : briefed on non-smek;
S‘mﬁs d

-— - e e

Po(icZ and e.den‘-rﬂ SUFa.r\J'ts"oq,

\

\—_\

wher head counts at chack

n Yand alo.far’cu.fe lo .
On a'irccafk comp LJA:EK

tnst~uckions Pkones ofF.

\\

Hokel

Visik to
UJa'er Paru

Seoakbelts worn at all
times. Hond lug age Safely

Students informad of stoff N

FeomS 1n casa of n_manaanc'no.s.
Fire and evacuatim
procedures eacr\a‘med.

Students will fForm
themselues into buddj*
afowfs of ak Least 3ork.
meekting/ to retura fo
One membar of staff ko
be on duty ak mo.d:i:g
Po{nt Foe durabion of
visiE. Clear return kime
given e students.

b

Stored. Students made quwale /\/

L.ow

L.ow

Hepium N\

|~-OW

Higr

% Guc\o\d arours are 3 or W students under gtrick

tnstruckion to 5‘(30.\(.‘ bo‘c‘&ther n all Sjtuationg
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