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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 2024 to August 2025. 
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2. Overall performance 
 

Overall, candidate performance on the Functional Skills English Level 2 writing exam showed 
good levels of preparation, with many learners demonstrating strong skills and knowledge 
required to pass. Most were able to produce responses that satisfied the assessment criteria, 
although the level of competence varied. 

Grammar, punctuation, and spelling continued to present challenges for some. Punctuation, 
particularly comma usage, remains a frequent source of error. Learners who did not pass 
typically struggled in at least two of the three categories of spelling, punctuation and 
grammar. 

Adapting tone and language to suit each task was a strength for many, though some learners 
struggled to shift register appropriately. Stronger responses demonstrated logical 
organisation, relevant content, effective paragraphing, and a suitable writing style. Key 
weaknesses among lower-scoring candidates included incomplete coverage of required 
detail, as specified in the task bullet points, writing significantly below the suggested word 
count, possessing language and grammar skills below level 2 requirements. 

For paper-based tests, handwriting legibility occasionally impacted the examiner’s ability to 
assess accuracy—especially where capital and lowercase letters were confused. For 
example, capital letters appearing mid-sentence may not be intentional, but will still be 
penalized, as they suggest a lack of control over standard conventions. 

Time management appeared to be generally effective, though some candidates gave more 
attention to one task at the expense of the other. A small number submitted only one 
response, which automatically ruled out the possibility of passing, as two complete 
responses are required to meet the pass mark threshold, which is always above 50% of total 
marks available. 

Candidates are required to complete two distinct writing tasks, each tailored to a specific 
audience, purpose and format. At this level, learners may be asked to produce an article, a 
report, a formal or informal letter, a blog entry, a narrative, or an email. Many candidates 
demonstrated strong awareness of these text types, applying appropriate structures and 
conventions. However, a considerable proportion—particularly those performing less well—
produced responses that lacked clear formatting or missed critical features altogether. 

Ultimately, it remains essential that centres only enter candidates who are ready to be 
assessed, having had adequate teaching, exposure to sample materials and past papers, 
and the chance to practise under exam conditions. 
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3. Areas for development 
 

Document Structure and Formatting 

• Candidates must be confident in producing all six potential text types. Each carries 
distinct formatting expectations, which learners are expected to apply consistently.  

• Articles: a title is mandatory. Paragraphing, cohesive flow, and an effective 
conclusion are key features that are sometimes overlooked. 

• Emails: templates are provided but are not always fully used. Incomplete details such 
as missing subject lines, vague introductions, or omitted valedictions can reduce 
functionality, clarity and coherence. 

• Reports: likely to include a clear title and use subheadings or sections. Despite this, 
many candidates presented reports formatted like letters, including inappropriate 
salutations or sign-offs. 

• Blogs: these usually call for an informal tone, clear layout, and logical flow. Use of 
headings or bullet points is encouraged where appropriate. 

• Narratives: a title, an engaging opening, structured paragraphs and a suitable ending 
are expected. 

• Formal Letters: several candidates neglected essential elements such as sender and 
recipient addresses and appropriate salutations and valedictions. 

Across all text types, proper use of paragraphs is crucial but was often absent from weaker 
responses. 

Language and Tone 

Markers assess language separately from grammar. While incorrect tenses fall under 
grammar, awkward or inappropriate phrasing affects the language mark. 

Misused expressions (e.g., "I’m flying at London") or repetitive sentence structures (such as 
starting every sentence with "Also") weaken the writing. 

Understanding how to shift language and register according to audience and purpose is 
essential. For instance, a blog addressed to peers will require a different style than a formal 
complaint letter. Weaker scripts either misjudge the tone or contain many instances of 
incorrect of clumsy phrasing. 
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Coherence and Audience Awareness 

Each writing task provides a fictional scenario to frame the response. Candidates must not 
assume that the reader knows the background to the task. Clarity of communication is 
essential. 

Weaker responses often begin mid-thought, failing to introduce the situation clearly or 
conclude in a way that ties the piece together. For example, in an email of complaint, the 
reason for writing should be evident from the outset. 

Cohesion 

To produce cohesive writing, candidates should draw on a range of grammatical techniques. 
Effective use of these, alongside clear ideas, logical sequencing, and well-structured 
paragraphs, strengthens the overall impact of the response and ensures it reaches its 
intended audience. Common methods include linking sections with discourse markers, using 
pronouns accurately, applying reference words to connect paragraphs, and employing 
substitution or ellipsis. Phrases such as therefore or in addition can also help maintain a 
smooth, continuous flow. 

Detail and Length 

Candidates should aim to match the suggested word count for each task, ensuring that all 
bullet points in the question are fully addressed. Responses that fall well short of the 
recommended length will almost certainly lose marks, as essential detail is likely to be 
missing. While longer responses are not marked down for exceeding the suggested length, 
they can lead to reduced accuracy and weaker overall performance, particularly for less 
confident writers. All tasks can be completed effectively within the given word count, so 
candidates should focus on quality rather than quantity. 

Coverage of Bullet Points 

Every bullet point in the brief must be addressed with sufficient detail to gain full credit. 
Omitting relevant information can reduce the functionality of the piece, which will be reflected 
in the marks. For example, in a letter requesting a reply, failing to include an address would 
impair its functionality and be noted by the examiner. 

Planning and Proofreading 

Although planning is unmarked, it is a valuable step in producing a well-structured and 
relevant response. A concise plan can help ensure clarity, logical order, and coverage of all 
required points. Writing out a full draft before the final version is discouraged, as it wastes 
time that could be better spent refining the actual answer. Proofreading is also essential, 
allowing candidates to identify and correct errors before submission. 
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Punctuation 

Up to eight marks are awarded for accurate punctuation, with errors resulting in deductions. 
At Level 2, the skills from all lower levels are assumed, and candidates are expected to use a 
full range of punctuation marks accurately. This includes capital letters and full stops for 
sentence boundaries, capital letters for all proper nouns, question marks, exclamation marks, 
commas (in lists, to separate clauses, and for clarity), quotation marks and inverted commas, 
apostrophes for omission and possession, as well as colons, brackets and hyphens.  

A common issue is the misuse of commas, particularly in separating clauses. Apostrophe 
errors are also frequent, such as using them for plurals, misplacing them in contractions, or 
omitting them when showing possession. Responses lacking punctuation altogether lose all 
available punctuation marks, as punctuation is essential for clarity and coherence regardless 
of document type. To score more than one mark, candidates must demonstrate punctuation 
beyond basic sentence demarcation. Examiners assess both correct and incorrect usage to 
determine the final score. 

Spelling 

Eight marks are available for correct spelling. While there are no specific word lists for Levels 
1 and 2, the requirements from Entry Levels 1–3 are incorporated into higher levels and set 
the minimum expected standard. Candidates should be able to spell words used in work, 
study, and daily life, including those with irregular spellings and relevant specialist 
vocabulary. Level 2 candidates are expected to use ambitious and context-appropriate 
language. 

Grammar 

Eight marks are awarded for accurate grammar, with penalties for mistakes. Candidates 
must demonstrate correct subject–verb and verb–tense agreement, maintain consistency in 
tense, use definite and indefinite articles appropriately, and follow correct word order. 
Frequent errors include omitting articles, shifting between tenses inappropriately, and using 
of instead of have (e.g., could of, should of). When writing narratives, weaker candidates 
often mix present and past tense unnecessarily, which disrupts the consistency of the writing 
voice. While changes in tense can be appropriate in certain contexts, they must be deliberate 
and controlled. 

 

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



 

 

  
September 2025 Chief Examiner’s Report, Version: 1.5 | 8 

4. Advice for centres 
Centres should ensure that candidates are thoroughly prepared before being entered for the 
exam. This preparation should include practice with sample papers, past papers and model 
answers, which help gauge progress and familiarise candidates with the range of question 
types they may encounter. Candidates must also be confident in producing all required 
document types and applying the correct formatting and structure for each. 

The updated Guidance for Delivery document, available on the City & Guilds website, is 
essential reading for tutors and support staff delivering Functional Skills English. It provides 
detailed information about the Subject Content Statements, example scenarios, and sample 
teaching activities. Previous Chief Examiner’s reports remain relevant and offer valuable 
advice for both teaching and preparation. 

Centres are reminded that dictionaries and spellcheckers are no longer permitted in 
Functional Skills English Writing exams. The Entry Level word lists from the Functional Skills 
English Subject Content document, issued by the Department for Education, should be used 
to guide the teaching of spelling requirements at Level 2. A copy of this document can be 
found on the City & Guilds website. 

All tasks are designed to be answered in full within the suggested word count. Responses 
that are significantly shorter risk failing to meet the requirements for multiple marking 
categories. 

 

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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