
 
Assessment Task   

 
 
Activity 1: Preparing to write a report based on a graph 
 
Collate a rough draft in preparation to write a report by gathering information from the  
data below: 

1. What information is this graph giving the reader? (Give the graph a title.)                  [2] 
2. What information does the vertical axis convey?                                                         [1] 
3. What information does the horizontal axis convey?                                                     [1] 
4. How many learners were absent in each term?( Be specific for each term.)               [12] 
5. What conclusions can be drawn from the findings on this graph?                               [2] 
6. Hypothetically, how would you solve the problem of absenteeism?                             [1] 
                                                                                                                                           [20] 
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The vertical axis represents the number of learners who were absent in each region of Gauteng. 
The horizontal axis depicts the four terms of the year. 
 
Activity 2: Writing the report 
 
Use your answer from Activity 1 to write a report of one paragraph. 
 
How to write a report 

 
A report written from a graph means that you are taking information you have read from one 
format, and putting it into another format. 
 
Follow these steps: 
a) Provide a heading for your report. 
b) Vocabulary must be specific: no emotive language is required; be precise. 
c) Use the past or simple present tense. Do not mix your tenses. 
d) Slang is not allowed. 
e) Write out all numbers from one to ten. Numbers higher than ten may be written numerically. 
Avoid the use of “I”. Rather use they/she/he. 



 

 
Assessment criteria for graph work 
 

1. Title applicable to data 2 marks 

2. Subtitle for vertical axis 1mark 

3. Subtitle for horizontal axis 1 mark 

4. Data findings for 1st term explained 3 marks 

5. Findings for term 2 defined 3 marks 

6. Term 3 data explained 3 marks 

7. Data for term 4 explained 3 marks 

8. Your conclusion about the findings 2marks 

9.  A hypothetical solution given to the problem 2 marks 

10. Report is written in correct format; 
     suitable punctuation and grammar 

10 marks 

Total [30 marks] 

 
 
 
  

Example: Let’s presume that you have looked at a graph giving details about the sale of 
chocolates at the school tuck-shop for a week. 
 
Heading: Tuck-shop sales 
The vertical axis depicts the names of chocolates and the horizontal axis the percentage of 
sweets sold. A total of 40 sweets were sold in one week. Bar One was the most popular, with 
sales of 75%. Lunch Bars were the least popular, with sales of only 5%. Tex made up the other 
20%. The tuck shop should stock more Bar One chocolates. The tuck-shop should give a 
discount for the least preferred chocolates if they wish to sell them. 
 


