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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 2024 to August 2025. 
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2. Overall performance 
Candidate performance indicates that most learners are able to meet the requirements of 
Functional Skills English Writing at Level 1. Topics are generally accessible and engaging, 
and the majority of candidates produce responses that show a clear understanding of the 
task within the permitted one hour and twenty-minute timeframe. 

 

However, successful outcomes are closely linked to the level of preparation. Functional Skills 
is a summative assessment and should only be attempted once candidates have had 
sufficient instruction and shown they can meet the standard through practice assessments. 

 

Candidates who perform well tend to: 

• produce responses that are clearly structured and logically organised  
• demonstrate consistent awareness of audience, purpose and task 
• use language and tone that are appropriate to the context 
• show accuracy in spelling, punctuation, and grammar (though minor variation in 

ability across these areas is not uncommon)   
• complete both tasks within the allocated time. 

 

Well-prepared candidates also show confidence in applying the conventions of different text 
types, including layout and formatting, and often achieve Band 3 or above in composition. 

 

Candidates who are less successful often display one or more of the following: 

• weak control of spelling, punctuation, and grammar, which can undermine the clarity 
and coherence of their writing  

• lack of structure or formatting, including failure to use paragraphs 
• inappropriate or inconsistent tone, register, or language that does not match the task 

or audience 
• unbalanced time management across the two tasks, sometimes leading to rushed or 

incomplete responses  
• submission of only one task, which makes it impossible to pass, as the pass mark is 

always above 50% of available marks. 
 

Although some candidates may achieve reasonable composition marks, persistent 
weaknesses in technical accuracy can prevent them from accumulating enough marks 
overall. 
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Candidates sitting the paper version of the exam sometimes present responses with legibility 
issues. In particular: 

• handwriting may make it difficult to assess spelling and punctuation with confidence 
• upper case letters are sometimes used inappropriately mid-word, or there may be 

confusion between upper and lower case forms  
• the impact on clarity and the reader’s understanding may be impacted by legibility of 

responses. 
 

It is therefore essential that centres support learners in developing legible handwriting and 
accurate letter formation. 

 

Centres must ensure that candidates are fully prepared before entering for the exam. 
Adequate teaching time, regular feedback and practice under exam conditions are key to 
building the skills required for success. Model answers, examiner reports, and past papers 
are useful tools to support both learner development and assessment readiness. 
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3. Areas for development 

Document Structure and Formatting 

At Level 1, candidates are required to produce two distinct text types, which may include 
narratives, reports, instructions, letters, emails, or explanations. Each has its own format and 
structure, and familiarity with these conventions is essential for success. 

 

• Reports often cause difficulty. Many candidates incorrectly include elements of a 
letter, such as salutations or valedictions, which are inappropriate. A clear title and 
relevant subheadings or bullet points are expected in a report. 
 

• Formal letters are also commonly misunderstood. Candidates frequently omit 
essential features such as the sender’s or recipient’s address or use incorrect 
salutations and valedictions. For instance, a formal letter should include addresses 
and use Yours faithfully or Yours sincerely, depending on the recipient. Omissions 
can affect both the clarity and functionality of the response. 
 

• Narratives should include a clear title, an engaging opening, structured paragraphs, 
and a clear resolution or conclusion. These are essential features that also aid 
coherence and control. 

 
• Emails, which may be formal or informal, must follow a clear format. Although a 

template is provided, weaker candidates often fail to complete all parts. A well-
structured email includes a recipient’s address, subject line, greeting, opening, 
logically ordered content, suitable sign-off, and the sender’s name. Sign-offs for 
emails are more varied than those for letters and can include expressions like Kind 
regards or Best wishes. 

 
• Instructions require clarity, logical sequencing, and an appropriate tone. Candidates 

will be asked to either write stand-alone instructions or instructions embedded in 
another document type, such as a letter or email.  

 
• Effective instructions should: 

 
• use short, focused sentences and paragraphs 
• present steps in logical order 
• make specific statements 
• use the imperative form  
• place key terms at the start of each sentence 
• focus on one idea per sentence. 

 

Centres are strongly advised to review format expectations using the current Guidance for 
Delivery document to support learner preparation. 
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Punctuation  

Accurate punctuation is vital across all text types. Candidates are expected to use a range of 
punctuation marks appropriately, including full stops, commas, apostrophes (for possession 
and omission), capital letters, question marks, exclamation marks, brackets, and speech 
marks. 

 

Frequent issues include incorrect comma placement, misuse or omission of apostrophes, 
and inconsistent capitalization, particularly of the first-person pronoun ‘I’ and proper nouns. 
These errors can compromise the clarity of the writing and affect marks in related areas such 
as accurate use of complex sentences, clarity and coherence.  

 

Examiners award up to four marks for punctuation. A response that only shows basic 
sentence demarcation (capital letters at the beginning and a full stop at the end) will not 
receive more than one mark. To achieve higher scores, candidates must demonstrate wider 
use, including correct use of commas (in lists, for clause division, to aid clarity), accurate 
apostrophes for possession and omission, consistent and appropriate capitalization, use of 
brackets, speech marks and hyphens, as demanded by the response. 

 

Punctuation must be applied regardless of the document type. Responses lacking 
punctuation or with minimal usage are likely to be penalised, especially where this impacts 
readability and sentence construction. 

 

Typical apostrophe errors include incorrect use in plurals, placing them incorrectly in 
contractions or omitting them when indicating possession or contractions. 

 

Centres should ensure that candidates practise using a full range of punctuation marks and 
understand the impact of their use on overall clarity and accuracy. 

Grammar  

Grammatical accuracy is an essential element of Functional Skills English Writing at Level 1. 
Candidates are assessed on their ability to use consistent verb tenses, accurate sentence 
construction, and appropriate grammatical forms throughout their responses. 
 
A frequent issue among weaker candidates, particularly in narrative writing, is inconsistent 
use of tense. Shifting from past to present tense (or vice versa) within the same sentence or 
paragraph, without a clear reason, can disrupt the flow and impact marks. While variation in 
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tense may sometimes be appropriate, a clear and consistent narrative voice is expected. 
 
Subject-verb agreement and verb-tense consistency are common problem areas. Many 
candidates also make errors in word order and sentence construction, which affects overall 
clarity and coherence. 
 
Another widespread issue is the omission of definite and indefinite articles. Repeated 
omissions are not treated as a single mistake and can result in multiple deductions. 
 
Grammatical errors also include misuse of homophones or close homophones such as: 
their / they’re / there 
your / you’re 
were / where / we’re 
been / being 
our / are. 
 
These are treated as grammar errors, as they often change the meaning of a sentence or 
reduce clarity. 
 
Other recurring grammar issues include using could of or could off instead of could have 
(and similar errors with would or should), choosing the wrong indefinite article (e.g. an apple 
versus a apple), omitting words necessary for grammatical completeness, confusion between 
plural and possessive forms of nouns ending in y and unintentional word repetition (e.g. The 
the time is incorrect). 
 
Centres should ensure that candidates are regularly exposed to examples of correct usage 
and are given sufficient practice in identifying and correcting these common grammar 
mistakes. Accurate grammar supports clarity, coherence, and effective communication 
across all text types. 

Spelling  

Although there is no prescribed spelling list for Level 1, the expectations include all the 
spelling requirements from Entry Levels 1–3. These lower-level lists serve as a baseline, and 
candidates at Level 1 should demonstrate spelling ability that meets or exceeds this 
standard. 
 
Candidates must be able to spell common words used in everyday life, education, and the 
workplace. This includes general vocabulary, topic-specific terminology relevant to the 
context, and words with irregular or challenging spelling patterns. 
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Level 1 candidates are expected to use and spell accurately appropriate and ambitious 
vocabulary suited to the audience and task. Errors in spelling can undermine the overall 
quality of the writing and affect marks across other categories, such as clarity and 
composition. 
 
Common misspellings reported by examiners include the following words: 
 
business, community, environment, available, communication, accommodation, access, 
suitable, through, though, thought, bought, definitely, experience, excellent, competition, 
knowledge, equipment, maintenance, committee, opposite, enough, centre, especially, 
address, difficult, guard, guarantee, remember. 
 
Familiarity with these words, along with those specified at Entry Levels 1–3, is essential. 
Candidates should practise spelling in a variety of contexts to build confidence and accuracy. 

Language 

Effective use of language is a key aspect of Functional Skills English Writing at Level 1. 
Candidates are expected to adapt their language and register according to the audience, 
purpose, and type of document they are producing. 
 
For instance, a set of instructions to a friend should differ in tone and word choice from a 
formal accident report. However, weaker candidates often fail to distinguish between different 
registers or are unfamiliar with the conventions required by specific text types. 
 
Marks for language are awarded not only for appropriate register and vocabulary, but also for 
clarity and fluency of expression. Clumsy or incorrect expressions are penalised under 
language rather than grammar. For example, a phrase like I am driving at York would be 
seen as a language error; the correct phrasing is driving to. Similarly, repeated use of the 
word also to begin sentences, or the creation of overly long sentences through excessive 
conjunctions, for example, are also seen as language errors. 

 
Candidates are encouraged to carefully consider the task, its purpose, and the intended 
audience when crafting their responses. 

Coherence  

Coherence is essential in ensuring that a written response is clear, structured, and easy to 
follow. Every task includes a scenario to provide context, but candidates must write as 
though the reader has no prior knowledge of that context. Examiners expect the purpose of 
the document to be immediately clear, especially in formal tasks such as emails or reports. 
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Responses should have a logical flow, with ideas organised into coherent paragraphs and 
connected using discourse markers where appropriate. A strong response will include: 

• a clear introduction that outlines the reason for writing 
• logical sequencing of ideas or instructions 
• reference to previous points or paragraphs, where appropriate 
• a well-rounded conclusion to bring the response to a close 
• consistency in tone and voice. 

Poor coherence often results from assuming the reader understands the scenario without 
explanation, jumping between unrelated points, or failing to include an appropriate 
conclusion. Candidates should ensure their writing provides all necessary context and 
follows a logical structure from beginning to end. 
 
When addressing any bullet-pointed details in the question brief, candidates should 
incorporate them clearly and thoughtfully within their overall response. 

Detail and Length of Responses 

Each Level 1 writing exam requires candidates to complete two separate tasks. A small 
proportion of candidates fail to do so, and as the pass threshold is always above 50%, 
submitting only one response makes it impossible to pass. 
 
Each task includes a suggested word count. While exceeding this is not penalised, 
candidates are encouraged to aim for responses close to the recommended length. Writing 
significantly less may result in the response lacking the necessary detail or functionality, 
which can affect overall marks. 
 
Examiners assess whether candidates have responded to all bullet points listed in the task 
brief. These points provide a framework for the expected content. Full marks for detail can 
only be awarded if all required areas are addressed clearly and appropriately. 
 
Detail also contributes to the functionality of a text. For example, in a formal letter requesting 
a reply, failing to include the sender’s address limits the letter’s purpose and will impact the 
marks awarded. 
 
While longer responses are permitted, they are not necessary to achieve full marks. In fact, 
significantly exceeding the suggested word count may lead weaker candidates to introduce 
more errors, which can reduce their overall score. Candidates should aim for clarity, 
precision, and relevance, keeping responses within a manageable and purposeful length. 
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Planning 

While planning is not directly assessed or awarded marks, it is strongly encouraged. 
Effective planning helps candidates organise their ideas, structure their responses logically, 
and ensure all required points are covered. Good planning increases the likelihood of 
achieving higher marks in composition and clarity. 

 

However, candidates should avoid using valuable exam time to write out full drafts of their 
responses as a form of planning. This is not an efficient use of time and rarely contributes to 
better outcomes. 

 

Proofreading 

Proofreading is a vital final step in the writing process. Candidates should be encouraged to 
review their work carefully before submitting it. This includes checking for errors in spelling, 
punctuation and grammar. 

 

In addition, candidates should review the overall composition of their work, ensuring 
coherence and logical sequencing, correct register and tone for the audience and task, 
appropriate structure and formatting for the text type and clear paragraphing. 

 

Taking time to proofread allows candidates to correct avoidable mistakes and present their 
best work. 
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4. Advice for centres 
Centres play a vital role in preparing candidates for Functional Skills English Writing Level 1. 
The following recommendations are provided to support effective delivery and improve 
outcomes: 
 
1. Candidates should only be entered for the exam once sufficient learning has taken place. 
Prior use of sample papers, past papers and model answers is strongly encouraged, as 
these help candidates understand the format, expectations, and scenarios likely to be 
encountered. 
 
2. The updated Guidance for Delivery document, available on the City & Guilds website, is 
an essential resource for all tutors and support staff. It includes detailed information on 
Subject Content Statements, sample questions, and suggested teaching activities. 
 
3. Previous Chief Examiner’s reports provide valuable insight and remain relevant. Centres 
are strongly advised to consult these when planning delivery and revision activities. 
 
4. Dictionaries and spellcheckers are no longer permitted during Functional Skills English 
Writing exams. 
 
5. To support spelling instruction, centres should use the lists of Entry Level (1–3) words 
found in the Functional Skills English Subject Content document published by the 
Department for Education. These lists establish a minimum spelling requirement that should 
be met by Level 1 candidates. 
 
6. Although there is no penalty for writing beyond the suggested word count, doing so can 
increase the likelihood and frequency of spelling, grammar, and punctuation errors—
especially for weaker candidates. All exam questions are designed to be fully answered 
within the suggested word count. Responses that fall significantly short may lack sufficient 
content to meet multiple marking criteria. 
 
7. Each exam paper requires two distinct responses, each in a different format and aimed at 
a different audience. Candidates should be thoroughly familiar with the conventions for all six 
document types: narrative, report, instructions, explanation, letter, and email. These are 
outlined in the Guidance for Delivery. 
 
8. While planning is not awarded marks and is not required to be shown, it remains a key skill 
that can significantly improve structure and coherence. Centres should incorporate planning 
techniques into their teaching. Candidates should avoid using exam time to write full drafts, 
as this is inefficient. 
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By ensuring candidates are well-prepared, familiar with all document types, and have 
practised under exam conditions, centres can maximise the likelihood of successful 
outcomes. 

 

Oliver Jobes, Chief Examiner     Date: August 2025 
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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).

mailto:customersupport@cityandguilds.com
https://www.cityandguilds.com/
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