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The aim of the English Functional Skills standards is to develop and recognise the ability of learners to apply 
and transfer skills in ways that are appropriate to their situation. The skills can be applied in educational, 
personal and workplace settings. 

Functional English has three components:
• speaking, listening and communication
• reading
• writing.

Each component must be completed to achieve the Functional Skills in English qualifications.
Speaking, listening and communication - non-written communication, normally conducted face-to-face.
Reading - the independent decoding and understanding of written language and text in a purposeful context.
Writing - the independent construction of written text to communicate in a purposeful context.
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Entry Level 3: Speaking, listening and communication

Skill standards

Coverage and 
range

What does this mean? Example

1a
Follow the main points 
of discussions

Demonstrate a grasp of the main points 
being made

Listen for the gist of an explanation from a radio or TV clip 
and discuss with others

1b
Use techniques to 
clarify and confirm 
understanding

Signal understanding by using words 
and body languages

Review a discssion from a TV clip and identify how the 
participants are feeling during the discussion from their 
body language

Verbal agreement, eg. ‘I agree’ during a discussion

Evaluate own body language during a discussion

1c

Give own point of 
view andrespond 
appropriately to
others’ points of view

Make contributions that are clear, 
audible and well paced. Acknowledge 
the point of view of others. Use body 
language/eye contact/questioning to 
respond

Prepare a response to a phone call complaining of
poor behaviour in college or at work

Role-play the response with a partner

1d

Use appropriate 
language in formal 
discussions / 
exchanges

Demonstrate understanding of 
appropriate language

Recognise when certain types of 
language are appropriate/inappropriate

Record a voicemail message

Take part in a telephone conversation using appropriate 
language

Evaluate the use of language in different types of TV 
programme

1e

Make relevant
contributions, allowing 
for and responding to 
others’
input

Contribute positively to the input of 
others, allowing for disagreement with 
their point of view. Allow others to 
contribute

Take part in a formal discussion, eg debate on the
proposal to build a new supermarket in a market town

Take part in a discussion on organising a charity event

1. Respond appropriately to others and make some extended contributions in familiar formal 
and informal discussions and exchanges.
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Entry Level 3: Reading

Skill standards

Coverage and range What does this mean? Example

2a
Understand the main 
points of texts

Understand how meaning is built up
through a text

Recognise the different purposes of
text (eg to inform, explain, instruct,
entertain, describe, persuade and to
present instructions)

Identify the main points of a text
Understand how instructional text is
constructed

Read familiar content of more than one paragraph
and highlight the main points. Examples of texts are
school newsletters, newspaper and magazine articles,
information sheets, directions

2b
Obtain specific 
information through 
detailed reading

Use reading strategies to obtain
detailed information, eg highlighting,
underlining and annotation

Find information from recipes, directions, route finders,
or instructions for use of equipment

Find information from a timetable to plan a journey

2c
Use organisational 
features to locate 
information

Understand organisational features in
texts, eg contents page, index, menus
and headings

Understand how skim and scan
strategies can be used to obtain
information. (Skimming uses headings, 
subheadings and illustrations; scanning 
uses key words)

Use street maps to locate specific premises,
eg shops and offices

Use indexes to find content in manuals

Use the menu to find relevant information on a website

Skim-read notices, information sheets, letters and
advertorials to find the key information

Find times of a cinema performance

2d

Read and understand 
texts in different 
formats using 
strategies/techniques
appropriate to the task

Recognise and understand the
organisational features and typical
language of instructional texts

Understand that verbs are an essential 
feature of a sentence which conveys 
meaning about actions and time, eg 
past, present and future

Recognise how words are used to
aid understanding - linking words,
nouns, verbs, adjectives - and how
punctuation and capitalisation are used

Read and follow instructions, eg in a recipe

Compare different types of text and how they convey
meaning

2. Read and understand the purpose and content of straightforward texts that explain, inform 
and recount information.
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Entry Level 3: Writing

Skill standards

Coverage and range What does this mean? Example

3a
Plan, draft and organise
writing

Recognise that there is a choice of how to organise 
writing which depends on the context and the audience

Use planning methods - notes, points, spider diagrams, 
mind maps. Recognise that drafting follows planning and 
that planning is not always written down

Recognise the format of paragraphs. For example, more 
than one sentence, grouping of main points, introduced 
by topic, under headings, following on from each other

Use letters and emails using accepted structural 
conventions

Read familiar content of more than
one paragraph and highlight the main
points. Examples of texts are school
newsletters, newspaper and magazine
articles, information sheets, directions

3b
Sequence
writing logically and
clearly

Recognise that writing is often sequenced by order of 
events in time

Recognise and use linking words to introduce and join 
sentences.

For example: first, then, later, while, before, after

Describe a process, eg preparing a wall
and hanging wallpaper, making a cup
of tea

Use a ‘cut and paste’ option to
re-order a set of instructions

3c

Use basic grammar
including verb tense
and subject-verb
agreement

Understand how the concept of past, present and future is
expressed through tense and verbs

Understand that a verb and its subject must agree. Both 
must be singular or plural

Write an advert for a local shop window,
a local paper, or eBay

3d
Check work for 
accuracy, including
spelling

Proofread and correct work for spelling, grammar and
punctuation

Use dictionaries, computer spelling and grammar checkers,
glossaries of terms

Develop knowledge of sound-symbol relationships and
phonological patterns, for example, common letter strings, 
visual patterns, silent letters

Proofread own written work and the
work of others

Use computer aids to proofread work

3. Write texts with some adaptation to the intended audience.
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Level 1: Speaking, Listening and communication

Skill standards

Coverage and range What does this mean? Example

1a

Make relevant
and extended
contributions to
discussions, allowing
for and responding
to others’ input

Contributions are coherent with an appropriate degree
of reasoning and justification for the points expressed
throughout the engagement

Acknowledge the input of others

Recognise that disengagement may be interpreted as
either agreement or non-agreement

Practise listening skills by taking down
specific information from recorded
messages

Review discussion on TV and evaluate the
participation of the contributors

Record own participation in discussions 
and evaluate own participation and 
contribution rate with others in the group

1b

Prepare for and
contribute to the
formal discussion of
ideas and opinions

Prepare for discussions in order to be able to fully
participate, by being conversant with the subject

Make fluent contributions based on sound knowledge

Prepare notes/handouts for a discussion
on costs and benefits of gym membership,
the use of social media, or the cost of 
public transport

1c
Make different kinds
of contributions to
discussions

Understand the roles of participants in a discussion, for
example, chair, interviewer, client

Understand the difference between formal and informal
meetings and their conventions

Take on an unfamiliar role when the situation demands it

Emphasise a point if a discussion loses its direction

Compare the conventions of formal and
informal meetings

Take the role of the chair at a formal 
meeting

Review the role of the chair in a TV debate

1d

Present information/
points of view clearly
and in appropriate
language

Use clear and appropriate language and clarify names/
technical details, etc

Make sure own contribution to discussion develops
main points

Understand the balance between detail and
effectiveness

Take part in a job interview

Take part in a discussion and evaluate own
role

1. Take full part in formal and informal discussions and exchanges that include unfamiliar subjects.
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Level 1: Reading

Skill standards

Coverage and range What does this mean? Example

2a

Identify the main
points and ideas
and how they are
presented in a
variety of texts

Understand the techniques of continuous
descriptive text, explanatory text and persuasive
text. Recognise textual features: language,
structure, presentation

Understand that meaning can be implied

Review travel brochures/descriptions from
internet to choose a location for a holiday

Compare how information on an event, for
example a football match, is presented by
different newspapers

2b
Read and understand
texts in detail

Recognise the difference between the main points
and the detail in texts and how images are used

Use reading strategies: skimming, scanning and
detailed reading. Annotate, underline, highlight

Understand how grammatical knowledge, sentence
patterns, word order, sentence structure, semantic
clues, tense, negatives, adverbs, pronouns, and
phrases are used to convey meaning

Read a health and safety report and find 
the main points

Find information from a timetable to plan 
a journey

Read and understand a familiar technical
vocabulary leaflet, eg on the care of teeth

2c
Use information
contained in texts

Use organisational and structural features:
contents, index, menu, sub-heading, paragraph

Make use of information gathered from reading 
documents

Find weather forecasts from different 
sources, for example a website or 
newspaper

Use a weather forecast to decide whether 
to visit the coast

2d
Identify suitable
responses to texts

Recognise that some information requires a response

Make an appointment for a dental checkup 
in response to a reminder

Pay a speeding fine

2e
In more than one
type of text

All coverage and range should be addressed in different types of texts

2. Read and understand a range of straightforward texts.
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Level 1: Writing

Skill standards

Coverage and range What does this mean? Example

3a

Write clearly and
coherently, including
an appropriate level
of detail

Plan and draft writing to take account of purpose,
context and audience and plan as a basis for drafting. 
Know when it’s appropriate to plan and to draft

Use techniques for planning, eg notes, lists, diagrams 
and flow charts
Judge how much to write and the level of required detail

Plan writing where context requires careful
thought, eg response to a letter of 
complaint

Plan, draft and write a speech for a wedding

3b
Present information
in a logical sequence

Present information in logical sequence using
paragraphs where appropriate

Recognise that the heading clearly signals the subject

Plan, draft and write information or 
instructions, for example how to join the 
company social club

3c

Use language,
format and structure
suitable for purpose
and audience

Use language suitable for purpose and audience

Understand that writers use different levels
of complexity and that some types of written
text have specific language, eg estate agents’
descriptions of houses and legal language

Use the correct format/structure for letters,
information sheets, emails, reports

Write a letter of application for a job

Write a set of safety instructions for 
different audiences

3d
Use correct grammar, 
including correct and
consistent use of tense

Use correct grammar, eg subject and verb
agreement, and correct use of tense throughout 
documents

Re-write text messages into conventional 
English

Write a grammatically correct account of a
personal experience

Write a notice that requires present tense 
(eg use of office equipment) and compare 
with one that needs a future tense (eg 
Christmas leave arrangements)

3. Write a range of texts to communicate information, ideas and opinions, using formats and 
styles suitable for their purpose and audience.
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Level 1: Writing - continued

Coverage and range What does this mean? Example

3e

Ensure written work
includes generally 
accurate punctuation 
and spelling and that 
meaning is clear

Plan and draft writing. Present in a logical
sequence

Punctuate sentences using colons to indicate the
start of a list. Use dashes and commas correctly.
Spell common words correctly. Use spelling rules

Understand common homophones, eg there,
their, they’re, your, you’re

Use a dictionary, spelling and grammar checker.
(NB: not available in NCFE tests)

Write extended pieces of structured
writing, eg report on a health and safety
issue

Write a letter of application for a job

Look up words in a dictionary

Proofread a given text to identify
common errors

3f
In more than one type 
of text

All coverage and range should be addressed in different types of texts
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Level 2: Speaking, Listening and communication

Skill standards

Coverage and range What does this mean? Example

1a

Consider complex
information and give a
relevant, cogent 
response in appropriate 
language

Recognise the need to prepare when working with 
complex information

Understand how to make contributions which are to the 
point and pertinent to the discussion

Understand the language required in different situations

Role play working in a call centre and giving
advice to customers

Review a TV discussion and identify 
relevant and pertinent comments. 
Note how other contributions could be 
improved

Explore the difference when multi- step
instructions are written down or read out

1b
Present information
and ideas clearly and
persuasively to others

Recognise the needs of the audience

Use persuasive techniques, eg eye contact,
positive language, benefits to audience, etc

Present topics that are familiar and 
unfamiliar to audiences. For example, a 
sales pitch, a proposal to ban using social 
media in the workplace, the introduction 
of uniform in a school, a proposal to start a 
social club, etc

Evaluate how visual aids can enhance a
presentation

1c
Adapt contributions to 
suit audience, purpose 
and situation

Recognise that contributions to discussions should be 
sustained, active and use appropriate language

Response from others should be acknowledged

Prepare a speech/presentation on the 
benefits of healthy eating for different 
audiences

1d

Make significant
contributions to
discussions, taking 
a range of roles and 
helping to move
discussion forward

Be aware of the audience and the level of detail required

Respond to, encourage and support others
during a discussion

Take responsibility for the direction of a
meeting or conversation, summarising main
points and taking on different roles if necessary

Recognise when a decision or action is required
to conclude a meeting or conversation

Chair a formal meeting, taking 
responsibility for keeping to the agenda, 
moving the discussion forward, and 
bringing the meeting to a conclusion

1. Make a range of contributions to discussions in a range of contexts, including those that are 
unfamiliar, and make effective presentations.
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Level 2: Reading

Skill standards

Coverage and range What does this mean? Example

2a

Select and use different
types of texts to obtain 
and use relevant 
information

Know how to choose appropriate texts to obtain
information

Use organisational features to locate text and 
information

Recognise when to use reading strategies,
skimming or scanning to locate information

Research a holiday destination by reviewing 
information from different sources, eg
internet, holiday brochure and travel guide

2b

Read and summarise
succinctly information/
ideas from different 
sources

Understand the main events in continuous text

Compare information, ideas and opinions

Summarise information from longer documents

Summarise the details from 2 different 
sources about the same occasion, eg an 
exhibition, a celebrity wedding, the budget

2c

Identify the purposes of
texts and comment 
on how meaning is 
conveyed

Recognise the purpose of text: to persuade, inform, 
provide an opinion, instruct etc

Recognise how format, vocabulary, style, punctuation are 
used to convey purpose

Evaluate how language and purpose in 
social media comments compares with 
newspaper or magazine articles on the 
same topic

2d
Detect point of view,
implicit meaning and/or
bias

Read critically to evaluate information and make 
judgements on the validity of texts.

Recognise where meaning is inferred

Read an argument and identify points of view

Evaluate how marketing messages are
conveyed in different types of written 
media, eg television, radio, internet, 
newspaper, social media

2e

Analyse texts in relation
to audience needs
and consider suitable
responses

Review documents and suggest improvements

Recognise when actions are required as the
result of analysing texts

Review a response to a letter of complaint
making sure that the key points have been
addressed

Read proposals for the building of a new
airport/road/supermarket. Prepare a
campaign to support/stop the proposals

Analyse the findings from a review of 
holiday destinations and decide where to 
book a holiday

2f In 3 or more texts All coverage and range should be addressed in different types of texts

2. Select, read, understand and compare texts and use them to gather information, ideas, 
arguments and opinions.
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Level 2: Writing

Skill standards

Coverage and range What does this mean? Example

3a
Present information/
ideas concisely, logically 
and persuasively

Present information and ideas in a logical or
persuasive sequence

Describe the damage following a fire for a
house insurance claim

Prepare a leaflet advocating the benefits of 
a healthy lifestyle

3b
Present information on
complex subjects clearly 
and concisely

Understand that planning and drafting
include substages:

• organising information in note form to decide what   
   must go in, what might go in

• deciding the length of the document

• choosing the appropriate language and structure for 
   meaning

Understand the difference between straightforward and 
complex subjects

Draft a letter of complaint to the local 
council

Draft a letter to an insurance company
describing an accident

Draft a report summarising the findings of a
health and safety audit

3c
Use a range of writing 
styles for different 
purposes

Use format and structure to organise writing for different 
purposes, eg use tables for referencing, numbered points, 
paragraphs

Understand the structure and forms of writing, eg memos, 
business letters, agendas, reports and minutes of meetings

Use formal and informal language appropriate to purpose 
and audience, judging the appropriate level of formality

Recognise the different styles of writing used for different 
purposes

Write a letter of condolence

Write a formal business letter

Write a notice for an important meeting

3d

Use a range of sentence
structures, including 
complex sentences, and 
paragraphs to organise 
written communication 
effectively

Construct complex sentences with more than one part 
(clause). Use simple and compound sentences where 
appropriate

Use correct grammar consistently in a document

Write a letter or report using complex
sentences

3. Write a range of texts, including extended written documents, communicating information, 
ideas and opinions effectively and persuasively.
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Level 1: Writing - continued

Coverage and range What does this mean? Example

3e

Punctuate written
text using commas,
apostrophes and
inverted commas
accurately

Punctuate sentences correctly using commas,
apostrophes, inverted commas. Know when
commas and full stops should be used

Use correct punctuation throughout an
extended document eg a description of a 
holiday destination

3f

Ensure written work
is fit for purpose and 
audience, with accurate 
spelling and grammar
that support clear
meaning

Use correct grammar. Spell words used in daily
life correctly including familiar technical words.

Understand word roots, eg prefix and suffix

Proofread and revise writing for accuracy and
meaning

Prepare a text for college/employer 
website

Use a variety of spellchecking strategies to 
review written work prepared for aspects 
of work/ personal life
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Speaking, Listening and communication is internally assessed

This is a typical scenario for Level 2:

Using the standards Acceptable response Standards met

Consider complex information 
and give a relevant, cogent 
response in appropriate
language

Candidate had prepared for the presentation and the
discussion and clearly had a depth of knowledge of the
subject. Candidate recognised the need to prepare when
working with complex information. Contributions were to 
the point and pertinent to the discussion. Candidate used 
the appropriate terminology and addressed the chair

Standard met more than once

Present information and ideas 
clearly and persuasively to 
others

The candidate used persuasive techniques (eg eye contact,
positive language, benefits of healthy eating) throughout 
the presentation and the discussion

Standard met more than once

Adapt contributions to suit 
audience, purpose and 
situation

The candidate made a presentation that was clear and
sustained. He/she played an active part in the discussion and
used appropriate language for a formal meeting. The
responses from others were acknowledged and taken
forward as part of the discussion. Ideas were captured and
expanded upon

Standard met more than once

Make significant contributions 
to discussions, taking a range 
of roles and helping to move 
discussion forward

The candidate encouraged and supported others during the
discussion even when challenged by other members. The
candidate played an active role in taking responsibility for the
direction of the meeting and summarising the main actions.
The candidate supported the chair in the actions for taking
forward the proposals resulting from the discussion

Standard met more than once

You are a member of a social committee that is committed to raising local awareness about the 
importance of healthy eating. For the next committee meeting, each member has been asked 
to prepare a short presentation about one or two aspects of healthy eating that have particularly 
caught their interest and attention. Each presentation is to conclude with a short question-and-
answer session. After the presentations the committee will hold a discussion to decide where best 
to focus their next awareness-raising activities.
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The reading paper is externally assessed and students will be 
given different types of text on a related subject.

This is a typical assessment at Level 2:

Using the standards Acceptable response Standards met

1
Select and use different types 
of texts to obtain and utilise 
relevant information

Document 4 gives the best practical information 1 mark

2
Read and summarise, 
succinctly, information/
ideas from different sources

The process is:
• register
• find/select
• confirm

1 mark for 
identifying each 
part of the process

3
Identify the purposes of 
texts and comment on how 
meaning is conveyed

Purpose - to clarify what the organisation and
the volunteer can expect from each other.

Conveying meaning - any one from:
• Using headings
• use of sections (part 1 and part 2)
• bullet points
• formal contract format

1 mark for purpose

1 mark for meaning

4
Detect point of view, implicit 
meaning and/or bias

To freely offer to do something 1 mark

5
Analyse texts in relation to 
audience needs and consider 
suitable responses

Not very useful

Provides more information, or says more about the concerts and rewards 
on offer than about what you have to do as a volunteer

1 mark for the
identification that it 
is not suitable. One 
mark for saying why

The student is given 4 documents on the theme of volunteering. They are then asked a series of 
questions about the documents. Typical questions are:

1. Which document gives the most practical information about the commitment you make when 
you become a volunteer?

2. Describe the process of becoming a volunteer.

3. What is the purpose of Document 4? How does it get its message across?

4. According to the speaker in Document 2, what is the best definition of a volunteer?

5. Explain how useful Document 1 is in providing information about the role of a volunteer.
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The writing paper is externally assessed.

This is a typical scenario for Level 2:

Using the standards Acceptable answers Marks awarded

Present information/ideas 
concisely, logically, and
persuasively

Present information on 
complex subjects clearly
and concisely

Use a range of writing styles 
for different purposes

Style: The student wrote a response using a conventional report format 
in a formal language. The student wrote in a conventional report style, eg 
successful use of the passive voice and objective, clear, precise language

2 marks

Content of the report: The student provided a comprehensive coverage 
of arguments both for and against, plus explanations of the implicit social/ 
medical issues

3 marks

Structure of the argument: The student provided a comprehensive list of 
conclusions and recommendations that are fit for purpose

3 marks

Use a range of sentence 
structures, including 
complex sentences and 
paragraphs to organise written 
communication effectively

Language: The candidate wrote using vocabulary that expressed the complexity of 
the ideas and content

1 mark

Format: The report provided paragraphing of content under appropriate headings 
such as Introduction, Conclusions, Recommendations

1 mark

Sentence structure: The candidate wrote using a range of sentence structures 
which are fit for purpose

1 mark

You are a member of a social committee that organises a range of fun events to raise money for 
charities. The committee is planning 2 events using chocolate as the theme. The first event is a 
fundraising chocolate tasting day featuring activities with boxes of chocolates as the prizes. You 
have been asked to help run some of the activities on the day. The second event is an outing to 
Cadbury World.

While the committee is agreed on the fundraising purpose of the events, some members fear that 
the chocolate theme could be seen to be promoting bad eating habits. The 2 events are to be 
discussed at the next meeting.

The student is asked to write a brief report on the advantages and disadvantages of eating chocolate.
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Using the standards Acceptable answers Marks awarded

Punctuate written text using 
commas, apostrophes and 
inverted commas accurately. 
Ensure written work is fit for 
purpose and audience, with 
accurate spelling and grammar 
that support clear meaning
and in a range of texts

The candidate’s writing was fit for purpose and included accurate:

• use of commas, apostrophes and inverted commas (3 marks)

• spelling, commensurate with Level 2 (3 marks)

• grammar that supported clarity of meaning (3 marks)

This was consistent throughout the document

9 marks in total

Continued from the previous page


