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CAE Writing 
 

Writing a Report – a work experience holiday 
Read this question. 
 
During your last holidays, you and your friend, Alex, worked in an international holiday centre 
organizing activities for young children. Tim Allsop, the Manager of the holiday centre, has written 
to you asking for a report about your experiences. 
Read the email from Alex, together with some notes you have made. Then, using the information 
appropriately, write a report for Tim Allsop, outlining your experiences and making suggestions 
for improvements. 
 
From: Alex: 
Subject: Our holiday experience 
It was great to work together, and I enjoyed being with the kids. The social life was good. Pity Toni 
got fed up and left early – he’d have enjoyed the second week more. At least the food improved 
and the work got easier, don’t you think?.... 
 

Own notes 

 Thought I’d be teaching children sports, not arts 

 Accommodation awful 

 Only with people from own country 

 Needed clearer advance information 

 

Write your report. You should use your own words as far as possible. (180-220 words) 
 
Here is a way of approaching this task. 
 
Make a plan. Divide your report into 2 main sections – a general overview of the experience and 
suggestions for improvement. Note down what you want to include in each section, and check 
that you have not omitted any points. Remember that failing to include information will lose you 
valuable marks. You have a lot of information to include and you must be careful not to exceed 
the maximum word limit by more than a few words. 
 
Overview (kids great, social life great, Toni left, work got easier, arts not sport, only with co-
nationals) 
Suggestions (accommodation, clearer advance info, better international mix) 
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Here is a model answer. 
 
 
FAO: Mr Tim Allsop (Manager) 
 

Report on Holiday Centre Work Experience 
 

General Comments 
I took part in this programme, together with two friends, from July 3 to July 17 2010. On the 
whole, I and the other participants enjoyed this opportunity to work with young children, and the 
leisure activities were excellent. However, I had been under the impression that I would be 
teaching sport, rather than art as was the case, and I feel I was not best suited to this role. For 
similar reasons, one member of our group was dissatisfied with the tasks which had been assigned 
to him and left after the first week. We were also disappointed that all the helpers were of the 
same nationality, and thus we had no opportunity to broaden our cultural horizons. 
 

Suggestions for Improvement 
We feel that the accommodation was not up to standard and alternative arrangements need to be 
made. Although the work became easier in the second week as we adapted to our allotted tasks, 
we would have appreciated more detailed information before the start of the holiday regarding 
exactly what work we would be expected to undertake. Finally, we feel that more effort could be 
made to ensure a more international mix of participants, which would benefit both children and 
helpers. 
 
I hope you will find these comments helpful. 

 
 
 
 
 
 
 
 


