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1. Introduction 

The purpose of this document is to provide centres with feedback on the performance of 

candidates for 4748-111 and 4748-211 Functional Skills English Writing Level 1. The 

examinations have been available since September 2019, and this report covers the period 

from September 2023 to August 2024. 
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2. Overall performance 

Preparation: The overall pass rate demonstrates that the majority of candidates are able to 

write responses that meet the requirements of Functional Skills English Writing Level 1.  

Common Strengths: Stronger candidates typically produce coherent and logically structured 

responses, using appropriate language and tone, with mostly correct spelling, punctuation, 

and grammar. Most candidates complete both tasks within the allocated time, although the 

division of time between tasks can be unequal. 

Common Weaknesses: Weaker candidates often struggle with spelling, punctuation, and 

grammar, and may fail to format and structure their responses appropriately. These 

candidates also sometimes fail to adapt their language and register according to the task, 

purpose, and audience. Some candidates only submit one response, which makes it 

impossible to pass the exam. 

For the paper-based exams, legibility can be an issue, and there can be difficulties in 

distinguishing between upper and lower case letters, which can affect candidate attainment. 
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3. Areas for development 

 

Format and Structure: Candidates need to be familiar with different text types, such as 

narratives, reports, instructions, letters, and emails. Common issues include the 

inappropriate inclusion of letter elements in reports, omitted titles in reports and narratives, 

incorrect formatting in formal letters, and incomplete email formatting. Instructions should be 

clear, logically ordered, and use the imperative mood. 

 

Punctuation: The correct use of punctuation, including capital letters, full stops, commas, 

question marks, exclamation marks and apostrophes, is essential. Commas should be used 

correctly in lists, to separate clauses, and for clarity. Incorrect punctuation can impact the 

clarity of responses and lead to a loss of marks in other categories, such as clarity and 

accurate use of complex sentences. 

 

Grammar: Common issues include inconsistencies in tense and errors in subject-verb 

agreement. Errors also frequently occur due to the incorrect use or absence of articles, 

omitted words, incorrect word order and when using common homophones, such as 

their/they’re/there. 

 

Spelling: Candidates are expected to be able to spell all the words from Entry Levels 1-3, 

and to be able to spell words most often used in work, study and daily life, including 

specialist words where appropriate. 

 

Language: Candidates must adapt their language to suit the audience and task. Incorrect 

expressions and clumsy language will be taken into account when awarding marks. 

 

Coherence: It is crucial that responses do not assume prior knowledge from the reader. The 

reader should be able to understand why the candidate is writing to them. Candidates should 

provide clear context and ensure logical sequencing throughout their responses, including 

drawing the responses to an appropriate conclusion. 
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Detail and Length: Both tasks must be completed with sufficient detail, meeting the 

suggested word count. Responses should cover and expand upon all relevant points to 

ensure functionality and marks. 

 

Planning: Effective planning is recommended to achieve higher marks. However, writing out 

entire drafts is not an efficient use of exam time. 

 

Proofreading: Candidates should proofread their work to check for errors in spelling, 

punctuation, grammar, and overall composition. 

 

For more examples, please see our Guidance for Delivery document. 
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4. Advice for centres 

Centres should ensure that candidates are adequately prepared and familiar with sample 

papers. 

An updated Guidance for Delivery document is available on the City & Guilds website. 

Centres should consult the updated Guidance for Delivery document and previous Chief 

Examiner’s reports for valuable insights.  

Centres are reminded that dictionaries and spellcheckers are no longer permitted in 

Functional Skills English Writing exams. 

Centres should use the Entry Level lists of words provided in the Functional Skills English 

Content document issued by the Department for Education to inform teaching and learning of 

the spelling requirements at Level 1. A copy of the DfE Subject Content document is 

available on the City and Guilds website. 

All questions are designed so that they can be fully answered within the given word count. 

Significantly shorter responses may well not be sufficient in length to obtain marks across 

several marking categories. 

 

Oliver Jobes, Chief Examiner      Date: August 2024 
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Contact us 

Giltspur House 5-6 Giltspur Street London EC1A 9DE 

customersupport@cityandguilds.com 

01924 930 801  

www.cityandguilds.com 

About City & Guilds 

City & Guilds is the global skills partner, empowering people, organisations and economies 
to develop the skills they need for growth. With almost 150 years of trusted expertise, we 
support people into work, help them develop on the job and move into the next job.

We work with Governments, employers, training providers, colleges and industry 
stakeholders to design and deliver high-quality training, qualifications, assessments and 
credentials that lead to meaningful career progression. We understand the life changing link 
between skills development, social mobility and success. Our solutions span critical sectors 
including construction, engineering, transport, energy and electrical, serving over 1 million 
learners annually.

Through our comprehensive portfolio of brands and trusted global network, we set industry-
wide standards for technical, behavioural and commercial skills to improve performance and 
productivity. We believe you can achieve your potential - and we're here to help make it 
happen.

Every effort has been made to ensure that the information contained in this publication is true and correct at 

time of going to press. However, City & Guilds’ products and services are subject to continuous development 

and improvement and the right is reserved to change products and services from time to time. City & Guilds 

cannot accept responsibility for any loss or damage arising from the use of information in this publication. 

© City & Guilds Limited. All rights reserved. City & Guilds is a trademark of City & Guilds Limited, a 
company registered in England and Wales (company number 16513878).
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