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Title 

Write texts to communicate ideas and information 

Credits 
5 (Unit Standard) 

Topics covered 
 

Formal writing, spelling/grammar. 

 

Exam layout 

There are 3 parts to the exam: 
 Part 1 & 2 are essay-style questions (150 – 350 words each). 
 Part 3 are multi-choice questions. 

 
But before we get into it… 

We’ll take you through… 

 
 

Essay-style questions (pages 3 - 4 of this Guide) 

 

 

Marking schedule (pages 5 - 9 of this Guide) 

 

 

Multi-choice questions (pages 10 - 11 of this Guide) 
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First, a bit about the Writing CAA… 
Why do I need to pass the Writing CAA?  

 The Writing CAA, like the Reading CAA and the Numeracy CAA, are required to be 
passed in order to gain an NCEA qualification at any level. 

 In other words, you cannot get NCEA Level 1, 2, or 3, without achieving all 3 of the CAAs 
(there are exceptions to this, however). 

 

 

What is the structure of the test? 

 Q1: Essay-style question (usually a letter or email, usually 150 – 250 words). 

 Q2: Essay-style question (usually an article, newsletter, or opinion piece, usually 250 – 
350 words). 

 Q3: Multi-choice questions (spelling, grammar, punctuation and syntax). 

 
 

Will I get credits for passing this?  

 Yes, you will get: 

o 5 credits for the Writing CAA (which this Study Guide focusses on). 

o 5 credits for the Reading CAA. 

o 10 credits for the Numeracy CAA. 

 Because these 3 CAAs are all ‘Unit Standards’, the best you can get is Achieved (you 
can’t get Merit or Excellence credits). 

 
 

How long will I get given to do the test?  

 The test is designed to be completed in 60 minutes, however, technically you can have 
as long as you need to finish it. If you need more time, tell this to your teachers. 

 

 

 

What are the test conditions? 

 You will complete the test on a computer (either your own device or a school 
computer). You won’t have access to the internet/ChatGPT/notes/etc. 

 If you are entitled to Special Assessment Conditions (for example if you have Dyslexia), 
you will also have access to a reader-writer. 

 
 

Will I get a spellchecker in the test? 

 Sort of. Each school manages this slightly differently. Usually, you will get a limited 
spellchecker. This means that, if you spell a word wrong, the spellchecker will 
underline the word in red – however the spellchecker won’t give you options to correct 
the word. 

 Furthermore, the spellchecker won’t help you with grammar/punctuation/syntax. 

 
 

What happens if I don’t pass the test? 

 Don’t beat yourself up. It’s a tough test and nearly half of students fail the first time 
around. 

 You get to attempt the CAAs (including the Writing CAA) as many times as you like, but 
you will need to wait until the next testing round. There are two testing rounds per year, 
one in May (Term 2) and one in September (Term 3). 

 

Where can I find past exams for the Writing CAA? 

 You’ll find these on our website, along with past exams for the other CAAs. 
www.trajectory.co.nz/resources/  

 
 

I need extra help. Where can I go?  

 We know these tests are daunting, especially when you’ve fallen behind the class, are 
having troubles understanding the teacher, or have had learning challenges. 

 At Trajectory, our expert tutors offer personalised, 1 : 1 tutoring for students looking to 
beat these assessments. We’ve been guiding students to success in the 3 CAAs since 
they were first introduced in 2022. Get in touch with us: www.trajectory.co.nz/first-
lesson-free/  
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Essay-style questions 
Parts 1 & 2 of the exam 

The Writing CAA contains two ‘essay-style’ questions. 

One of these has a minimum word count of 150. The other has the minimum word 
count of 250. 

Typically, one of the essay questions will be an email or a letter. The other essay 
question will be an article/newsletter, opinion, or other piece of writing. 

 

 

BASIC TEMPLATE 

EMAILS & LETTERS 

Dear [Name], 

Start by… [introducing yourself, (only if appropriate)] + [explaining what the 
purpose of your email/letter is – why are you writing?]. 

[Body] 

Finish by… [reiterating the purpose of your email, (only if appropriate)] + [‘next 
steps’]. 

Kind regards/Yours Sincerely, 

[Name] 

 

 

 

 

    EXAMPLE QUESTION 1 (from the Term 3 2025 CAA exam) 

 

 

    EXAMPLE QUESTION 2 (from the Term 2 2024 CAA exam) 
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BASIC TEMPLATE 

ARTICLES, NEWSLETTERS & OPINIONS 

Introduction [Start with an eye-grabbing first sentence, summarise the topic 
(and your stance on it if relevant), summarise the purpose of the 
article/newsletter] 

Body para 1 [Talk about topic/point #1, follow up with an example, finish with 
an explanation connecting it back to your point] 

Body para 2 [Talk about topic/point #2, follow up with an example, finish with 
an explanation connecting it back to your point] 

Body para 3 (optional) [Talk about topic/point #3, follow up with an example, 
finish with an explanation connecting it back to your point] 

Conclusion [Summarise your points #1 - #3, strong finishing sentence about 
the topic] 

 

 

 

 

              EXAMPLE QUESTION 1 (from the Term 3 2024 CAA exam) 

 

             EXAMPLE QUESTION 2 (from the Term 2 2024 CAA exam) 
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The Marking Schedule 
Parts 1 & 2 of the exam 

To pass the Writing CAA, you need to meet at least 
‘sufficient evidence’ in each of the following 4 criteria. 

 

Next, let’s break down exactly what you need to 
do to meet each of these 4 criteria. 
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 Multi-choice questions 
Part 3 of the exam 

The Writing CAA also contains a series of multi-choice questions on spelling, 
grammar, and spelling. 

These questions focus on common mistakes (for example, using ‘there’ instead of 
‘their’). 

Tips: 

 Read the questions/options out loud to yourself. Doing so helps you identify 
what the most natural-sounding answer is. 

 Take your time. 
 The best way to get confident with these multi-choice questions is with past 

exams. These can be found here: www.trajectory.co.nz/resources/ 

 

 

 

 

 

 

 

 

 

EXAMPLE QUESTIONS (from the Term 3 2025 CAA exam) (answers on next page) 
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ANSWERS (Term 3 2025 CAA exam) 

 

 

 


