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Assessment Record - Speaking and Listening 
Part 1 Essential Communication Skills - Level 2 - Formal Discussion (C2.1A) 
 

This Assessment Record can be used to support assessment decisions – full assessment 
criteria can be found in the Level 2 Assessor Pack.  
 

Candidate Name:  

Candidate Number:  

Unique Learner Number (ULN):  

Centre Name or Number:  

 
 

Assessor Name:  

Discussion Topic:  

Discussion:   Date:  Location: 

 Start time:  End time: 

Number of participants:  

 
 

Assessment Criteria 
Mark 
awarded 

Assessor comments (providing examples of 
how the criterion was met) 

The candidate has produced preparation 
notes prior to the discussion, clearly 
showing points to be raised during the 
discussion to: 

provide information (1 mark per instance to a 
maximum of 2 marks) 

 

 

During the discussion the candidate has: 

responded to spoken language by offering 

opinions (1 mark) and feelings (1 mark) about 

the topic 

 

 

asked questions to increase their 

understanding of the topic  

(1 mark per instance to a maximum of 2 

marks) 

 

 

understood the opinions and/or feelings of 
others (1 mark)  

 

used appropriate language (1 mark) and non-
verbal communication (1 mark)  

 

helped to move the discussion forward (1 
mark)  

 

Total marks achieved:  Minimum marks required for a pass: 6 
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Total possible marks: 10 

 

Additional Assessor comments: 

 

Assessor signature: Date: 

IQA name (if sampled):   

IQA signature (if sampled): Date: 
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Assessment Record - Speaking and Listening 
Part 3 Essential Communication Skills - Level 2 - Talk/Presentation (C2.1B) 
 

This Assessment Record can be used to support assessment decisions – full assessment 
criteria can be found in the Level 2 Assessor Pack.  
 

Candidate Name:  

Candidate Number:  

Unique Learner Number (ULN):  

Centre Name or Number:  

 
 

Assessor Name:  

Talk/Presentation Topic:  

Talk/Presentation:   Date:  Location: 

 Start time:  End time: 

Number of participants:  

 
 

Assessment Criteria 
Mark 
awarded 

Assessor comments (providing examples of 
how the criterion was met) 

During the talk/presentation, the candidate 
has: 

used a relevant image or other support 
materials (1 mark) to effectively support the 
main points (1 mark) 

 

 

demonstrated that they understand the topic 
(1 mark)  

 

spoken fluently when delivering the 
talk/presentation (1 mark) and not read 
directly from preparation material/notes  

(1 mark) 

 

 

structured the talk/presentation effectively  

(1 mark) so it was suitable for purpose and 
audience (1 mark)    

 
 

kept to the point (1 mark) and illustrated the 
main points clearly (1 mark), using a variety 
of strategies (1 mark)  

 
 

Total marks achieved:  
Minimum marks required for a pass: 6 

Total possible marks: 10 
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Additional Assessor comments: 

 

Assessor signature: Date: 

IQA name (if sampled):   

IQA signature (if sampled): Date: 
 


