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Speaking, Listening and 
Communicating



How are you assessing SLC? 

Do you record 

your 

assessments?

How do you 

complete SLC 

paperwork?

How do you 

store/

standardise/

share your 

assessments?

How do you 

conduct your 

assessments?



Scope of study Level 1

This should include narratives, explanations, discussions, instructions, information, descriptions and 

presentations all of varying lengths.

1. Identify relevant information and lines of argument in explanations or presentations.

2. Make requests and ask relevant questions to obtain specific information in different contexts.

3. Respond effectively to detailed questions.

4. Communicate information, ideas and opinions clearly and accurately on a range of topics.

5. Express opinions and arguments and support them with evidence.

6. Follow and understand discussions and make contributions relevant to the situation and subject.

7. Use appropriate phrases, registers and adapt contributions to take account of audience, purpose and medium

8. Respect the turn-taking rights of others during discussions, using appropriate language for interjection.

Do we understand the Subject Content?



Scope of study Level 2

This should include extended narratives and information (information may be on technical concrete or abstract 

topics), discussions, detailed explanations and presentations all of varying lengths.

1. Identify relevant information and lines from extended explanations or presentations

2. Follow narratives and lines of argument

3. Respond effectively to detailed questions or extended questions and feedback

4. Make requests and ask detailed and pertinent questions to obtain specific information in a range of contexts

5. Communicate information, ideas and opinions clearly and effectively, providing further detail and development in required

6. Express opinions and arguments and support them with relevant and persuasive evidence

7. Use language that is effective, accurate and appropriate to context and situation

8. Make relevant and constructive contributions to move discussion forward

9. Adapt contributions to discussions to suit audience, purpose and medium

10. Interject and redirect discussion using appropriate language and register



Level 1

The candidate will need to take part in three 

activities as part of a group:

• A formal discussion on an unfamiliar topic.

• A short talk (explanation or presentation) on a 

familiar topic followed by an informal discussion 

with peers.

• An informal discussion following another 

candidate’s short talk (explanation or 

presentation).
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Speaking, Listening and Communicating – Levels 1 & 2

Level 2

The candidate will need take part in three 

activities as part of a group:

• A formal discussion on an unfamiliar topic.

• A presentation/extended explanation on a 

familiar topic followed by a discussion with 

peers.

• A discussion following another candidate’s 

presentation/extended explanation.

There is one internally marked assessment at each level.

The Speaking, Listening and Communicating assessment 

is designed to meet 100% coverage of the subject content



Differentiating and understanding Level 1 and Level 2

Group activity

Using the mapping document discuss and feedback:

• How might you expect to see each SCS evidenced within a discussion/talk/presentation/explanation?

• What would you expect to see at each level?

• How would you differentiate?

• How could you move learners from L1 to level 2?



• What counts as unfamiliar and familiar?

• Group size?

• Why do we ask for quotes?

• How much is enough?

• EQA process?

What do we know?

Formal discussion on an unfamiliar topic 

Informal discussion following another candidate’s short talk
(explanation or presentation)

• What counts as 

presentation/explanation?

• Informal discussion with peers?

• What differences should you see 

between L1 and L2? 

• IQA process?



What do we know?

An informal discussion in response to another person’s short talk, explanation or 
presentation, or a recorded presentation.

• What do we think this could look like?

• How would you facilitate this?



Reading



Learning Outcomes

Timings 

Level 2

1 hour

Timings

Level 1

1 hour

At levels 1-2 learners will be able to:

• Read a range of different text types confidently and fluently, 

applying their knowledge and understanding of texts to their 

own writing



Do we understand the Subject Content?

Scope of Study Level 1

This should include a range of straightforward texts on a range of topics and of varying lengths 

that instruct, describe, explain and persuade.

9. Identify and understand the main points, ideas and details in texts.

10. Compare information, ideas and opinions in different texts.

11. Identify meanings in texts and distinguish between fact and opinion.

12. Recognise that language and other textual features can be varied to suit different audiences and purposes.

13. Use reference materials and appropriate strategies (eg using knowledge of different word types) for a range of 

purposes, including to find the meaning of words.

14. Understand organisational and structural features and use them to locate relevant information (eg index, 

menus, subheadings, paragraphs) in a range of straightforward texts.

15. Infer from images meanings not explicit in the accompanying text.

16. Recognise vocabulary typically associated with specific types and purposes of texts (eg formal, informal, 

instructional, descriptive, explanatory and persuasive).

17. Read and understand a range of specialist words in context.

18. Use knowledge of punctuation to aid understanding of straightforward texts.



Do we understand the Subject Content?

Scope of Study Level 2

This should include a range of straightforward and complex texts on a range of topics and 

of varying lengths that instruct, describe, explain and persuade.

11. Identify the different situations when the main points are sufficient and when it is important to have specific 

details.

12. Compare information, ideas and opinions in different texts, including how they are conveyed. 

13. Identify implicit and inferred meaning in texts.

14. Understand the relationship between textual features and devices, and how they can be used to shape 

meaning for different audiences and purposes.

15. Use a range of reference materials and appropriate resources (eg glossaries, legends/keys) for different 

purposes, including to find the meaning of words in straightforward and complex sources.

16. Understand organisational features and use them to locate relevant information in a range of straightforward 

and complex sources.

17. Analyse texts, of different levels of complexity, recognising their use of vocabulary.

18. Follow an argument, identifying different points of view and distinguishing fact from opinion and identifying 

levels of formality and bias.

19. Identify different styles of writing and writer's voice.



Reading activity

• What are the differences?

• What do you need to teach differently?

• How are going to move learner from L1 to L2?

• How can we encourage learners to read more?

• Are learners reading, skimming or scanning?

• Good ideas/shared practice Subject Content Mapping - English

Guidance for Delivery

file:///C:/Users/katherinec/AppData/Local/Microsoft/Windows/INetCache/IE/HI07DS98/functional-skills-subject-content-mapping-pdf.pdf
https://www.cityandguilds.com/-/media/productdocuments/skills_for_work_and_life/english_mathematics_and_ict_skills/4748/centre_documents/guidance_for_delivery_documents/guidance_for_delivery_level_1_and_level_2_english_reading_v1-0-pdf.ashx


Writing



Writing 

Levels 1 & 2:

• There is one externally set and marked summative 

assessment. 

• The assessment requires candidates to produce two texts 

based on given scenarios.

• The Writing assessment is designed to meet 100% coverage 

of the subject content



Subject Content

Scope of Study Level 1
S

P
A

G

19. Use a range of punctuation correctly (eg full stops, question marks, exclamation marks, 

commas, possessive apostrophes).

20. Use correct grammar (eg subject-verb agreement, consistent use of different tenses, definite 

and indefinite articles).

21. Spell words used most often in work, study and daily life, including specialist words.

C
o

m
p

o
s
it

io
n

22. Communicate information, ideas and opinions clearly, coherently and accurately.

23. Write text of an appropriate level of detail and of appropriate length (including where this is 

specified) to meet the needs of purpose and audience.

24. Use format, structure and language appropriate for purpose and audience.

25. Write consistently and accurately in complex sentences, using paragraphs where appropriate.



Subject Content

Scope of Study Level 2
S

P
A

G

20. Punctuate correctly using a wide range of punctuation markers (eg colons, commas, 

inverted commas, apostrophes and quotation marks.

21. Use correct grammar (eg subject-verb agreement, consistent use of a range of tenses, 

definite and indefinite articles) and modality devices (eg to express probability or desirability).

22. Spell words used in work, study and daily life, including a range of specialist words

C
o

m
p

o
s
it

io
n

23. Communicate information, ideas and opinions clearly, coherently and effectively.

24. Write text of an appropriate level of detail and of appropriate length (including where this is 

specified) to meet the needs of the purpose and audience

25. Organise writing for different purposes using appropriate format and structure (eg standard 

templates, paragraphs, bullet points, tables).

26. Convey clear meaning and establish cohesion using organisational markers effectively

27. Use different language and register (eg persuasive techniques, supporting evidence, 

specialist words), suited to audience and purpose.

28. Construct complex sentences consistently and accurately, using paragraphs where 

appropriate



Writing sample activity



Writing composition
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Resources



e-Functional Skills
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Initial 
Assessment

Diagnostics

Individual 
Learning 

Plans

Mock tests



SmartScreen – Maths and English
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Speaking and listening support

 What is speaking and listening?

 Familiar discussions

 Using appropriate language techniques

 Discussing unfamiliar subjects

 Using formal language

 Preparing for presentations

 Delivering presentations

Exam preparation

 Things for candidates to think about

 Things for teachers to think about

 Reading the paper.

• developing skills activities

• 150 maths and English videos 

• interactive e-learning

• worksheets

• classroom games and activities

• card sorts/matching

• exam preparation videos

• speaking and listening videos

• and much more….



New refreshed SmartScreen for Maths & English

Summer 2019Reformed Functional Skills - An overview of our full offer
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 SmartScreen users will have access to a wealth of engaging maths and English resources in a range of different 
formats. These cover Functional Skills and will also cover other maths and English qualifications in time.

 Each skill and level will have a resource guide which will be driven by the new Functional Skills subject content.

 From initial and diagnostic assessments, teachers/tutors will be able to identify the subject content statements 
learners need to focus on and use our resource guides to help build schemes of work and session plans by 
selecting the best resources to use and learning how to make best use of them.

 There will also be some developing skills activities for English covering a broader range of subject content 
statements which will suit topic-led learning approaches.

 Resources will support all staff delivering reformed Functional Skills who need to gain a deeper understanding of 
the subject content, whatever their levels of confidence or experience.



Resource guides – How do they work?

Summer 2019Reformed Functional Skills - An overview of our full offer
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What 

needs to be 

taught

SmartScreen 

resources 

available

How to use 

them

Resource guides will 

also available to 

support all other 

literacy/English and 

numeracy/maths 

qualifications offered 

by City & Guilds



OpenAssess
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OpenAssess is our new, free, on-screen practice test tool

– developed for Functional Skills exams

• It’s a parallel, open, version of SecureAssess (e-volve)

• the platform we use for live on-screen tests.

• It hosts our sample on-screen Functional Skills external assessments

• instead of these just being on our website.

• It will record your learners’ practice test attempts, and store their 

responses

• so you can access and mark them afterwards

• allows you to provide feedback and judge their readiness for the live test.



Supporting documents

Handbook and 
specification documents

Sets out scope and design 
of our Functional Skills 
qualifications, including 
assessment coverage and 
weightings.

Guidance for delivery
produced by our chief 
examiners: detailed 
guidance on design of, and 
allocation of marks within, 
our externally marked 
exams.

Instructions for conducting 
exams

Sets out our operational 
requirements for managing 
externally marked exams.

Don’t forget…

https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/english-mathematics-and-ict-skills/4748-functional-skills#tab=documents


Further support…

Technical Advisors

Available to support you through the transition to reformed Functional Skills and beyond

Networks

Support you and encourage sharing of best practice 

Monthly webinar updates

Keep you up to date monthly and provide ongoing support

Monthly webinar updates

Support with any specific aspects of reformed Functional Skills you need more help with including 
‘How to…’ series of recorded presentations

CPD

Teaching and learning English and Maths.

https://www.cityandguilds.com/what-we-offer/centres/technical-advisors
http://www.eventbrite.co.uk/o/city-amp-guilds-maths-and-english-team-18038832066
https://attendee.gotowebinar.com/register/2055388955647831309
https://attendee.gotowebinar.com/register/2055388955647831309
https://www.cityandguilds.com/what-we-offer/centres/cpd-training


Useful links

• Contacting City & Guilds – for details visit 

Contacting City & Guilds

• For updates on the Functional Skills reforms – visit 

Functional Skills Updates

• For more detailed qualification information 

Reformed Functional Skills (4748)

• Our  FAQs also provide useful information and can 

also be found on the qualification page

https://www.cityandguilds.com/help/contact-us
https://www.cityandguilds.com/what-we-offer/centres/maths-and-english/functional-skills-assessment-updates
https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/english-mathematics-and-ict-skills/4748-functional-skills#tab=information
https://www.cityandguilds.com/-/media/productdocuments/skills_for_work_and_life/english_mathematics_and_ict_skills/4748/centre_documents/functional_skills_4748_faqs-pdf.ashx?la=en&hash=C9DCD10767B37F106A2215DAEDDF5B1C359D0A41

