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1. Introduction 

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

candidates for 4748-114 and 4748-214 Functional Skills English Writing Level 2. 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 

Task Requirements: Each exam requires candidates to write two different document types, 

specified in the questions. The possible document types are an article, a report, a letter, a 

blog, a narrative, or an email. Each question has a different purpose and audience. 

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

prepared and able to write responses that meet the requirements of Functional Skills English 

Writing Level 2.  

 

Common Strengths: These include the inclusion of relevant details, providing responses of 

suitable length, and the accurate use of complex sentences. 

 

Common Weaknesses: These include missing significant elements of the required format, 

or incorrect formatting for the document type, incomplete coverage of bullet points in 

questions, inaccuracies in complex sentences (such as issues with punctuation and word 

order), a lack of context and clarity, spelling, punctuation, and grammar errors (especially 

with comma use), unequal time allocation between tasks or completing only one task, and 

legibility issues in handwritten responses. 
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3. Areas for development 

 

Format and Structure: Candidates should correctly format and structure different document 

types. For example, a report should start with a title, not 'Dear Sir'. Weaker scripts showed 

incorrect elements in respect of format and structure across all document types. 

 

Language: Candidates must ensure appropriate register and word choice based on the 

audience and document type, altering the register depending on the audience. 

 

Coherence: Responses should provide clear context for the reader, maintain logical 

sequencing, use a consistent voice, and include appropriate conclusions. 

 

Cohesion: Candidates should ensure cohesion through the use of grammatical devices to 

maintain flow, such as discourse markers, pronouns, substitution, ellipsis, linking paragraphs 

through reference words, and conjunctional phrases (e.g., 'as a result' or 'in other words'). 

 

Detail and Length: Responses should match the suggested word count and cover all bullet 

points in the question brief. Significantly shorter responses will lose marks. Although 

significantly longer responses will not lose marks for length, the frequency of errors and the 

overall functionality of the responses may be negatively impacted. 

 

Planning and Proofreading: Effective planning can improve marks; however, extensive 

drafting is discouraged, and no marks are awarded or lost for planning evidence. 

Proofreading is important. 

Punctuation: Eight marks are available for accurate punctuation. Inaccurate punctuation is 

penalised. At Level 2, the requirements of all lower levels are subsumed. Therefore, the 

requirements at Level 2 are for the accurate use of the following: capital letters (sentence 

demarcation and proper nouns); full stops; exclamation marks; question marks; commas 

(e.g. in lists, to separate clauses, for clarity); inverted commas; quotation marks; apostrophes 

(omission and contraction); colons.  

 

Spelling: Eight marks are available for accurate spelling. While no specific lists exist for 

Levels 1 and 2, the spelling requirements from Entry Levels 1-3 are subsumed into these 
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higher levels and are indicative of the minimum spelling standards required. Candidates 

should also be able to spell all words used in work, study, or daily life, including a range of 

specialist words. 

 

Grammar: Eight marks are available for accurate grammar, and errors are penalised. 

Responses should demonstrate correct subject-verb agreement, verb-tense agreement, 

tense consistency, proper use of articles and modality devices, and correct word order. 

 

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

Centres should ensure candidates are well-prepared before being entered into the exam. 

Centres should make use of sample papers and model answers for practice. 

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 2. 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. 

Centres should make sure candidates are familiar with all required document types and can 

correctly format and structure responses accordingly. 

 

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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