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Functional Skills English Level 1 
Speaking, Listening and Communicating assessment  
 
 

 
Activity 1 - Record sheet  
 
Formal discussion on unfamiliar topic 
 
 
 
  

Candidate’s name _________________________________ Enrolment No. ___________ 
 
Date of activity _____________________                 
 
Topic ____________________________________________________________________  
 
Group size_____________________ Details of group_____________________________ 

 
Start time_____________________  Finish time ____________________________ 

 
 
 
 
 
 
 
 
 
 
 
  

Please indicate as applicable:     Candidate has achieved:               

 Candidate has not achieved:      

Candidate 
 

Signature   Date  

Assessor name   
 

Signature   Date  

Internal Quality Assurer  
(if sampled) 

Signature Date  
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A tick in the box indicates that the assessor has confirmed that the candidate has adequately 
demonstrated the criterion.  The assessor should write down some examples that the candidate has used 
to demonstrate the skills.  

Subject Content Statements to be met: Tick 
box 

Overall comments and quotes to show 
how candidate met the criteria: 

2 
Made requests/asked relevant* questions to 
obtain specific information in different contexts  
(*delete as applicable)  

 
 

Notes attached  (tick box) 
(notes candidates have prepared in advance of 
discussion) 
insert quote of request and/or question  

3 
Responded effectively to detailed 
questions  

 
 

 
give an example of a question and the 
response 

4 
Communicated information, ideas and opinions* 
(*delete as applicable; the three can be 
evidenced in any activity) 

 
 
 

 
insert comment(s) and quote(s) regarding 
contributions made  
 

5 
Expressed opinions and arguments and 
supported them with evidence 

 
 

 
insert comment(s) and quote(s) regarding 
contributions made  
 

6 
Followed and understood discussions and 
made contributions relevant to the situation and 
subject 

 
 

 
insert comment(s) and quote(s) regarding 
contributions made  
 

7 
Used appropriate phrases, registers and 
adapted contributions to take account of 
audience, purpose and medium*  
(*only needs to be evidenced twice across the 
three activities) 

 
 

 
may be evidenced by other quotes 

8 
Respected the turn-taking rights of others 
during discussions, using appropriate language 
for interjection* 
(*only needs evidenced twice across the three 
activities) 

 
 

 
insert comment(s) and quote(s) regarding 
contributions made  
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Functional Skills English Level 1 
Speaking, Listening and Communicating assessment 
 
 
 

Activity 2 - Record sheet  
 
Short talk (explanation or presentation) and informal  
discussion on familiar topic  
 
  

Candidate’s name _________________________________ Enrolment No. ____________ 
 
Date of activity _____________________                           
 
Topic _____________________________________________________________________ 
 
Group size___________________ Details of group________________________________ 

 
Start time_____________________  Finish time ____________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please indicate as applicable:     Candidate has achieved:               

 Candidate has not achieved:      

Candidate 
 

Signature   Date  

Assessor name   
 

Signature   Date  

Internal Quality Assurer  
(if sampled) 

Signature Date  
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A tick in the box indicates that the assessor has confirmed that the candidate has adequately 
demonstrated the criterion.  The assessor should write down some examples that the candidate has used 
to demonstrate the skills.  

Subject Content Statements to be 
met: 

Tick 
box 

Overall comments and quotes to show how 
candidate met the criteria: 

3 
Responded effectively to detailed 
questions 
 
 

 
 
 

Notes attached  (tick box) 
(notes candidates have prepared in advance) 
 
give an example of a question and the response 
 

4  
Communicated information, ideas and 
opinions*  
(*delete as applicable; the three can be 
evidenced in any activity) 

 
 
 
 

  
insert comment(s) and quote(s) regarding 
contributions made  
 
 

5 
Expressed opinions and arguments 
and supported them with evidence 

 
 

 
insert comment(s) and quote(s) regarding 
contributions made  

7 
Used appropriate phrases, registers 
and adapted contributions to take 
account of audience, purpose and 
medium*  
(*only needs to be evidenced twice 
across the three activities) 

 
 
 

 
may be evidenced by other quotes 
 
 

8 
Respected the turn-taking rights of 
others during discussions, using 
appropriate language for interjection* 
(*only needs to be evidenced twice 
across the three activities) 

 
 

 
insert comment(s) and quote(s) regarding 
contributions made  
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Functional Skills English Level 1 
Speaking, Listening and Communicating assessment 
 
 
 
 

 
Activity 3 - Record sheet  
 
Informal discussion following another candidate’s 
short talk (explanation or presentation) 
 
 
       
 

Candidate’s name ______________________________ Enrolment No. _________________ 
 
Date of activity _________________                            
 
Topic _______________________________________________________________________  
 
Group size___________________ Details of group__________________________________ 
 
Start time_____________________  Finish time ____________________________ 

 
 
 
 
 
 
 
  

Please indicate as applicable:     Candidate has achieved:               

 Candidate has not achieved:      

Candidate 
 

Signature   Date  

Assessor name   
 

Signature   Date  

Internal Quality Assurer  
(if sampled) 

Signature Date  
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A tick in the box indicates that the assessor has confirmed that the candidate has adequately 
demonstrated the criterion.  The assessor should write down some examples that the candidate has used 
to demonstrate the skills.  

Subject Content Statements to 
be met: 

Tick 
box 

Overall comments and quotes to show how 
candidate met the criteria: 

1   
Identified relevant information 
and lines of argument in 
explanations or presentations 




Notes attached   (tick box) 
 
candidate notes or other evidence 
    

2  
Made requests/asked relevant 
questions to obtain specific 
information in different contexts  
(*delete as applicable) 

 


 
insert quote of request and/or question  
 

4  
Communicated information, ideas 
and opinions* 
(*delete as applicable; the three 
can be evidenced in any activity) 

 
 

 
insert comment(s) and quote(s) regarding 
contributions made  
 

6 
Followed and understood 
discussions and made 
contributions relevant to the 
situation and subject 

 


 
insert comment(s) and quote(s) regarding 
contributions made  
 

7 
Used appropriate phrases, 
registers and adapted 
contributions to take account of 
audience, purpose and medium* 
(*only needs evidenced twice 
across the three activities) 

 
 
 

 
may be evidenced by other quotes 
 
 

8 
Respected the turn-taking rights 
of others during discussions, 
using appropriate language for 
interjection* (*only needs 
evidenced twice across the three 
activities) 

 


   
insert comment(s) and quote(s) regarding 
contributions made  
 

 


