
Skills for Work & 
Life

Getting to know
Digital Functional Skills

Katherine Reid & Alicja Twarowska

This webinar is being recorded and will be available on the Resource Hub shortly.
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Housekeeping

The session is 

being 

recorded.

The 

recording will be 

available on our 

Resource Hub 

webpage shortly.

Everyone is on 

mute.

Slides 

will be available 

on our Resource 

Hub webpage 

shortly.

Questions

Please add your 

questions into 

the question 

function on the 

control panel. 

Will we 

endeavour to 

answer all 

questions. 

If the session 
cuts off

Please try logging 
out and back in 
again using the 
original webinar 

link to gain access 
back into the 

session. 
To join over the 

telephone, select 
“Phone Call” in the 
Audio pane and the 
dial-in information 
will be displayed.
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https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/functional-skills-support
https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/functional-skills-support
https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/functional-skills-support
https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/functional-skills-support
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Katherine Reid

ESOL specialist with a 

background of FS and 

Employability in FE.

Maths, English, ICT/Digital, 

Employability and Access 2 HE 

specialist in FE and ITPs

Alicja Twarowska Amanda Kelly

Skills for Work & Life

Meet Our Team

Image result for linkedin logo

Stakeholder engagement and the manager 

of qualifications, products and services for 

Maths, English, Employability and ESOL

Providing guidance and support across Maths, English, Employability and ESOL. 

customersupport@cityandguilds.com

Maths and English specialist 

with a background of FE and 

offender learning.

Technical Advisor Industry ManagerTechnical Advisor

Image result for linkedin logo
Image result for linkedin logo
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https://www.linkedin.com/in/katherine-reid-3891a5170/
mailto:centresupport@cityandguilds.com
https://www.linkedin.com/in/alicja-twarowska-7611a529/
https://www.linkedin.com/in/amanda-kelly-2913a540/


• DFSQ overview

• Supporting documents for delivery

• Subject content

• DFSQ assessments

• Supporting learners for lower levels

• Support and resources

Agenda
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What the 

qualification is 

and who it is for



Based on subject content devised by the 

Department of Education.

Digital Functional Skills qualifications: Subject Content
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Digital Functional Skills Qualifications

Entry Level 3

4748-05

610/3066/1

55GLH, 60 TQT

Level 1

4748-06

610/3067/3

55GLH, 60 TQT

Funding for adults

Weighted rate of £462 for 2024/2025 and 2025/2026.

All individuals aged 19 and over whose digital skills are assessed at Level 1 

or below are entitled to be fully funded for DFSQ up to Level 1. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1029751/Digital_Functional_Skills_qualifications_-_subject_content.pdf
https://www.cityandguilds.com/what-we-offer/centres/skills-for-work-and-life/functional-skills/digital-functional-skills-qualifications
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Digital Functional Skills Qualifications Aims

Build Confidence

Enable learners to gain confidence 

and fluency in digital skills.

Practical Application

Demonstrate knowledge by 

applying skills to complete 

tasks.

Workplace Relevance

Develop appreciation of digital 

skills importance in work and 

life.

Progression

Provide foundation for further 

study, work and life.



Centre Requirements
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Approval

Centres need both centre and qualification approval.

Staffing
Staff must be competent in the subject and understand requirements.

CPD

Centres must support staff in keeping knowledge current.
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Key documents: 

Teaching and learning
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Key Documents

Centre Requirements, guidance on 

the delivery, administration, 

assessment, subject Content

Purpose of DFSQs, learning aims 

and outcomes, subject Content
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Key Documents

Assessment structure, coverage and 

administration, delivery strategies, 

technical requirements and candidate 

preparation

Comprehensive guidelines for 

scheduling, setting up, invigilating, and 

monitoring Digital Functional Skills 

exams to ensure fairness and integrity 

throughout the assessment process.
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DFSQ Subject Content

Using Devices and Handling 

Information

Device features, applications, 

system settings, file 

management.

Creating and Editing

Text formatting, graphics, 

combining information.

Communicating

Contacts, online 

communications, video calls, 

digital footprint.

Transacting

Online forms, verification 

checks, account management.

Being Safe and Responsible 

Online

Online safety, privacy, security 

features, health considerations.



Initial 
Assessment

Diagnostics

Teaching and learning:

e-Functional Skills
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Exam ready
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Open Assess

• Our onscreen practice test platform 

provides an opportunity to prepare 

learners for their assessment in a 

platform which replicates the live 

experience.

• Teachers will be able to set sample 

papers for learners to take and mark 

and provide feedback on their 

progress 

• To find out more about Open Assess 

visit this webpage: Open Assess -

Maths & English | City & Guilds 

(cityandguilds.com)

Digital Solutions Managers - on hand to support you with using Open Assess digitalsupport@cityandguilds.com.

https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/open-assess
https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/open-assess
https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/open-assess
mailto:digitalsupport@cityandguilds.com
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How to use Open Assess

It is important to ensure that we prepare 

candidates how use Open Assess.

Teachers should be familiar on how to use 

Open Assess, then teach the learners how to 

use the platform and tools

To support you with using Open Assess, we 

have a user guide and recorded presentation.

Open Assess user guide

Watch the recording

https://www.cityandguilds.com/-/media/cityandguilds-site/documents/what-we-offer/centres/open-assess-user-guide-2023-pdf.pdf
https://youtu.be/tcvC1iJw8og
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Navigation Test

Navigation test can help 

candidates become 

accustomed to the on-screen 

test environment.

It supports them in preparing 

for live exams and builds 

confidence and reduces test 

anxiety.
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Allocating and marking a sample paper

Booking the test can be 

used with Schedule Test 

Wizard, by using the 

drop-down list.

Using the Invigilate tab, you 

can print the assessor pack 

which will provide you with the 

key and pin codes.

Once the sample test has 

taken place, the 

tutor/assessor can mark 

the sample paper and set 

up a Candidate Review.
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Getting test ready

Next step is to ensure the candidate is 

familiar with the live test platform.

A sample test must be booked on 

Walled Garden for the learner to sit a 

sample paper in Evolve, the secure 

assessment platform.

Due to the way this platform presents 

downloaded files it will be different to 

Open Assess, as it's the secure 

platform. 

Candidates will need to know where to 

find documents and practice how to 

use the Evolve platform, before they 

are booked for the live test. 
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Important information

Maximum File sizes for candidates uploading evidence in their Digital Functional Skills

e-volve exams:  4MB. 

Any file larger than this cannot be uploaded and could prevent the candidate's test from being 

uploaded and marked.

DFSQ assessment timings

Time available for the activities in Section 1 and Section 2 is combined together. This allows 

candidates who complete Section 1 more quickly than the timings we suggest, to carry over 

any remaining time from Section 1 into Section 2. If candidates use more than the suggested 

time in Section 1, they will have less time available in Section 2.

The countdown clock at the top of the screen shows the combined time allowed for Section 1 

and Section 2 and candidates should be made aware that the clock does not re-set when they 

move to Section 2.

Suggested timings for each section are given in the introduction screen at the start of the e-

volve exams as a guide to candidates.

Email requirements

Candidates must not be using their own email inbox; an allocated email should be provided for 

the assessment.

!
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Taking the test



• Assessments are booked on Walled Garen

• Onscreen assessments through our e-assessment platform; e-volve

• The assessment is a combination of practical tasks and knowledge-based questions

• Candidates will use the applications such as Word, Excel, email and internet browsing on the 

local machine

• The assessments are marked by City & Guilds and results returned through Walled Garden

• Feedback will be available from e-volve Centre Analytics
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Assessment at a glance

Entry 3 Level 1

Timing Up to 1 hour 30 minutes plus an optional 

15-minute, supervised break 

Up to 2 hours plus an optional 15-minute, 

supervised break

Assessment 

Structure

Practical tasks: 80%–90% of marks

Knowledge Questions: 10%–20% of marks

Practical tasks: 70%-80% of marks

Knowledge Questions: 20%-30% of marks

Available 

marks

40 50

Grading Pass/Fail Pass/Fail



• Summative assessments

• Delivered under invigilated conditions 

• Must be presented to the candidates unseen

• Staff teaching DFSQ must not have access to 

the live assessments to mitigate against the 

possibility of teaching to the test
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Assessment key points

Digital Functional Skills 4748: Instructions for 

conducting examinations (cityandguilds.com)

https://www.cityandguilds.com/-/media/productdocuments/skills_for_work_and_life/english_mathematics_and_ict_skills/4748/centre_documents/instructions-for-conducting-exams---ice/instructions-for-conducting-digital-functional-skills-exams-v1-0-pdf.ashx
https://www.cityandguilds.com/-/media/productdocuments/skills_for_work_and_life/english_mathematics_and_ict_skills/4748/centre_documents/instructions-for-conducting-exams---ice/instructions-for-conducting-digital-functional-skills-exams-v1-0-pdf.ashx
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Assessments Overview
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Entry 3

Each assessment has an overall 

scenario - in this sample: 

planning a meeting.

There are three sections, with 

an optional break after section 

1.

Max 

1h 30min 

(+15 min 

break)
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Entry 3

Section 1

Files & folders
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Entry 3

Section 1

Web search
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Entry 3

Section 1

MS Word
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Entry 3

Section 1

Emails & Contacts
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Entry 3

Optional break
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Entry 3

Section 2

Transactions
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Entry 3

Section 2

Applying system 

settings and 

video calls
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Entry 3

Section 3

Knowledge Test
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Level 1

Each assessment has an 

overall scenario - in this 

sample: A new Business.

There are three sections, 

with an optional break after 

section 1.

Max 2h 

(+15 min 

break)
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Level 1

Section 1

Files and folders
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Level 1

Section 1

Web search
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Level 1

Section 1

Spreadsheets and 

charts
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Level 1

Section 2

Transactions
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Level 1

Section 2

Word processing 

and presentations
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Level 1

Section 2

Emails
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Level 1

Section 3

Knowledge Test
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What happens 

next
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Indicative pass marks 



Allows candidate performance data 

from e-volve tests to be aggregated and 

interrogated.

A results analysis tool, giving 

you in an in-depth analysis for 

online and paper exams.

Centre analytics (cityandguilds.com)

e-volve Centre 

Analytics:

analysis of results 

and exam feedback
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https://evolve.cityandguilds.com/analytics


2
0
-M

a
y
-2

5
S

k
ill

s
 f
o
r 

W
o
rk

 a
n
d
 L

if
e

4
6

Chief examiner reports

Provides detailed feedback on candidate 

performance, areas for development, and advice.



Supporting Learners at Lower Levels

Personal Progress (3803)

Unit 004 (Developing ICT Skills) 4CR/ 40GLH

Can be funded through e.g., E1 Award in Personal 
Progress (00/6824/6

Personal Progress qualifications and training courses | 
City & Guilds (cityandguilds.com)

Employability (5546)

Entry 2 Unit 205 (Intro to ICT) 3CR/ 20GLH

Can be funded through Entry 2 Introductory Award in 
Employability Skills (601/3623/6), which has a minimum 
of 2 credits from units 201-220.

(901 for certification)

Entry 3 Unit 305 (Intro to ICT) 3CR/ 20GLH

Can be funded through Entry 3 Introductory Award in 
Employability Skills (601/3625/X) which has a minimum 
of 2 credits from units 301-349.

(902 for certification)

Employability Skills qualifications and training courses | 
City & Guilds (cityandguilds.com)
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https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/employability-personal-and-social-development/3803-personal-progress#tab=information
https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/employability-personal-and-social-development/3803-personal-progress#tab=information
https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/employability-personal-and-social-development/5546-employability-skills#tab=information
https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/employability-personal-and-social-development/5546-employability-skills#tab=information


Did you know…

Once your learners has completed their Functional Skills 

qualification, they are entitled to a Digital Credential.

More than a line on a CV, digital credentials provide 

verifiable proof of an achievement.

All the information is packed into an image file that can 

be displayed via online CVs and social networking sites 

such as LinkedIn, Facebook or Twitter.

Free and easy to set up- just add learners' personal 

email address during the registration on Walled 

Garden.

Individuals - Digital Credentials | City & Guilds 

(cityandguilds.com)
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https://www.cityandguilds.com/digital-credentials/individuals
https://www.cityandguilds.com/digital-credentials/individuals


Support available

Continuous Professional 

Development (CPD)

New for 2024/2025

Paid for CPD events crafted to support 

tutors in their delivery and offer a 

Digital Credential.

Connect-Share-Networks An interactive face-to-face half day of 

sharing good practice.

Virtual Link-ups Can’t attend one of our face-to-face 

events? You can join us online, to 

connect and share good practice.

New to us Online onboarding for new staff and 

centres.

Question Corner Connect with Technical Advisors 

for quick catch-up opportunities.

Webinars Focus on a specific topic or update. 

Recordings and slides are made 

available on the Resource Hub.

2024/2025

Events and Webinars - Maths 

and English | City & Guilds
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https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/events-and-webinars
https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/events-and-webinars


Email updates

Keep up to date within the 

SfWL sector. Insert your 

contact details and choose 

your preferences.

Email Updates | City & Guilds
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https://www.cityandguilds.com/what-we-offer/centres/email-updates


Questions & Answers

You can send any questions you may have to…

customersupport@cityandguilds.com
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mailto:centresupport@cityandguilds.com
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Email contacts

For all your queries contact:

customersupport@cityandguilds.com

For Digital Platforms support contact:

digitalsolutions@cityandguilds.com

For evolve support contact:

evolvesupport@cityandguilds.com

mailto:centresupport@cityandguilds.com
mailto:evolvesupport@cityandguilds.com
mailto:evolvesupport@cityandguilds.com
mailto:evolvesupport@cityandguilds.com


Thank you!

For any queries you can contact a member of the team:

customersupport@cityandguils.com

mailto:customersupport@cityandguils.com


54

@CGMathsEnglish

To learn more about City & Guilds Maths, 
English and Functional Skills, please contact

centresupport@cityandguilds.com

@CGMathsEnglish

Alternatively, visit our dedicated webpages

cityandguilds.com/functionalskills
cityandguilds.com/mathsandenglish

City and Guilds Group

Giltspur House

5–6 Giltspur Street

London EC1A 9DE

About City & Guilds

Founded in 1878 to develop the knowledge, skills, and behaviours needed to help businesses 

thrive, we offer a broad and imaginative range of products and services that help people achieve 

their potential through workbased learning. We believe in a world where people and 

organisations have the confidence and capabilities to prosper, today and in the future. So we 

work with likeminded partners to develop the skills that industries demand across the world.

About ILM

ILM is the leading specialist provider of leadership qualifications in the UK. Last year, over 

70,000 people enhanced their skills and performance with ILM, including 14,000 management 

apprentices. We believe that great leaders can come from anywhere. With the right support, 

anyone can grow and develop to make a real difference to their team and organisation. Which is 

why we help individuals from all levels to realise and apply their potential, so that the 

organisations they work for can reap the benefits.
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https://twitter.com/hashtag/CGMathsEnglish?src=hashtag_click&f=live
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