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Qualification at a glance 

Subject area 14 Preparation for life and work  
14.1 Foundations for Learning and Life (Maths and 
English) 

City & Guilds number 5692 

Age group approved Pre 16, 16-18, 18+, 19+ 

Entry requirements N/A 

Assessment  Practical Demonstration / Assignment.  
Externally set by City & Guilds and marked 
internally by centres.  

Grading Pass/Fail  

Approvals See page 12 

Support materials Adult ESOL Core Curriculum  
Sample Entry Level assignments  
 

Registration and certification Consult the Walled Garden/Online Catalogue for 
last dates 
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Title and level City & Guilds 
qualification 
number 

Regulatory 
reference 
number 

GLH TQT 

Awards – single-mode qualifications 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Reading) (Entry 1) 

5692-01 610/7322/2 60 70 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Writing) (Entry 1) 

5692-01 610/7323/4 90 100 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Speaking and Listening) 
(Entry 1) 

5692-01 610/7324/6 120 130 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Reading) (Entry 2) 

5692-01 610/7325/8 60 70 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Writing) (Entry 2) 

5692-01 610/7326/X 90 100 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Speaking and Listening) 
(Entry 2) 

5692-01 610/7327/1 120 130 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Reading) (Entry 3) 

5692-01 610/7328/3 60 70 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Writing) (Entry 3) 

5692-01 610/7329/5 90 100 

City & Guilds Entry Level Award in ESOL 
Skills for Life (Speaking and Listening) 
(Entry 3) 

5692-01 610/7330/1 120 130 

 
 
Title and level City & Guilds 

qualification 
number 

Regulatory 
reference 
number 

GLH TQT 

Certificates – full-mode qualifications 

City & Guilds Entry Level Certificate in 
ESOL Skills for Life (Entry 1) 

5692-03 610/7317/9 270 300 

City & Guilds Entry Level Certificate in 
ESOL Skills for Life (Entry 2) 

5692-03 610/7318/0 270 300 

City & Guilds Entry Level Certificate in 
ESOL Skills for Life (Entry 3) 

5692-03 610/7319/2 270 300 
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Version and date Change detail Section 

1.0 September 2026 Initial version All 
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1 Introduction 

This document tells you what you need to do to deliver these qualifications: 

Area Description 

Who are these qualifications for? These qualifications are for learners living in the UK 
for whom English is a second or additional language. 

What do these qualifications 
cover? 

These qualifications cover the linguistic modes of 
reading, writing, speaking and listening, as defined by 
the National Standards for Adult Literacy. They align 
with the Adult ESOL Core Curriculum. 

What opportunities for progression 
are there? 

The single mode qualifications allow learners to focus 
their English language development on Reading, 
Writing or Speaking and Listening, as well as enabling 
them to gain a full-mode qualification covering all of 
these.  
 
The qualifications are available across three levels 
(Entry 1, Entry 2 and Entry 3), allowing progression 
through the levels. Learners may progress from these 
qualifications to:  

• further qualifications in English (e.g. Functional 
Skills, Essential Skills Communication or 
GCSE)  

• other City & Guilds qualifications (e.g. in a 
particular vocational area or to support 
employability and personal/professional 
development).  

 
Acquiring English language skills to communicate 
effectively may also help learners to seek 
employment. 

Who did we develop these 
qualifications with? 

These qualifications have been developed in 
association with a range of providers and employers. 

Is it part of an apprenticeship 
framework or initiative? 

No 
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Structure 

Each single-mode qualification consists of a single mandatory unit. The units applicable to 
each qualification are detailed below: 

City & 
Guilds unit 
number 

Unit title 

Single-mode (Award-sized) qualifications: 

011 Reading  

012 Writing 

013 Speaking and listening 

021 Reading  

022 Writing 

023 Speaking and listening 

031 Reading  

032 Writing 

033 Speaking and listening 
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The full-mode qualifications each require completion of all three mode units at the level of the 
qualification or higher. The rules of combination applicable to each qualification are detailed 
below: 

City & Guilds 
qualification 

Minimum units required 

Full-mode (Certificate-sized) qualifications: 

City & Guilds Entry 
Level Certificate in 
ESOL Skills for Life 
(Entry 1) 

One unit in Reading at Entry 1 or higher:  
5692-011, -021, -031, (-101 or -501), (-201 or -601)  
plus one unit in Writing at Entry 1 or higher:  
5692-012, -022, -032, -102 or -202  
plus one unit in Speaking and Listening at Entry 1 or higher: 
5692-013, -023, -033, -103 or -203  
including at least one unit at Entry 1:  
5692-011, -012 or -013 

plus certification module 5692-901 

City & Guilds Entry 
Level Certificate in 
ESOL Skills for Life 
(Entry 2) 

One unit in Reading at Entry 2 or higher:  
5692-021, -031, (-101 or -501), (-201 or -601)  
plus one unit in Writing at Entry 2 or higher:  
5692-022, -032, -102 or -202  
plus one unit in Speaking and Listening at Entry 2 or higher: 
5692-023, -033, -103 or -203  
including at least one unit at Entry 2:  
5692-021, -022 or -023 

plus certification module 5692-902 

City & Guilds Entry 
Level Certificate in 
ESOL Skills for Life 
(Entry 3) 

One unit in Reading at Entry 3 or higher:  
5692-031, (-101 or -501), (-201 or -601)  
plus one unit in Writing at Entry 3 or higher:  
5692-032, -102 or -202  
plus one unit in Speaking and Listening at Entry 3 or higher: 
5692-033, -103 or -203  
including at least one unit at Entry 3:  
5692-031, -032 or -033 

plus certification module 5692-903 
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Relationship with other City & Guilds maths and English qualifications  

In addition to the ESOL Skills for Life qualifications, City & Guilds offers a range of other 
qualification suites to support the development of English (language and literacy) and 
mathematics: 

England 
• English/Mathematics Skills (3847)  
• Principles of Using English/Mathematics (3844)  
• Functional Skills (4748)  

Northern Ireland  

• Essential Skills (NI) (4800)  

Wales  

• Essential Skills for Work and Life (3846)  
• Essential Skills Wales (3868)  

For further details about each of these qualifications, as well as our range of maths and 
English teaching and learning resources, please visit Skills for work and life | City & Guilds 

 

Total Qualification Time (TQT) 

TQT is the number of notional hours which represents an estimate of the total amount of time 
that could reasonably be expected for a learner to demonstrate the achievement of the level of 
attainment necessary for the award of a qualification. 

TQT consists of the following two elements: 
 the number of hours that an awarding organisation has assigned to a qualification for 

guided learning 
 an estimate of the number of hours a learner will reasonably be likely to spend in 

preparation, study or any other form of participation in education or training, including 
assessment, which takes place as directed by – but, unlike guided learning, not under the 
immediate guidance or supervision of – a lecturer, supervisor, tutor or other appropriate 
provider of education or training. 

 

https://www.cityandguilds.com/what-we-offer/centres/skills-for-work-and-life


City & Guilds ESOL Skills for Life Entry Level (5692-01/03) 11 

Title and level GLH TQT 

City & Guilds Entry Level Award in ESOL Skills for Life (Reading) 
(Entry 1) 

60 70 

City & Guilds Entry Level Award in ESOL Skills for Life (Writing) 
(Entry 1) 

90 100 

City & Guilds Entry Level Award in ESOL Skills for Life (Speaking 
and Listening) (Entry 1) 

120 130 

City & Guilds Entry Level Award in ESOL Skills for Life (Reading) 
(Entry 2) 

60 70 

City & Guilds Entry Level Award in ESOL Skills for Life (Writing) 
(Entry 2) 

90 100 

City & Guilds Entry Level Award in ESOL Skills for Life (Speaking 
and Listening) (Entry 2) 

120 130 

City & Guilds Entry Level Award in ESOL Skills for Life (Reading) 
(Entry 3) 

60 70 

City & Guilds Entry Level Award in ESOL Skills for Life (Writing) 
(Entry 3) 

90 100 

City & Guilds Entry Level Award in ESOL Skills for Life (Speaking 
and Listening) (Entry 3) 

120 130 

City & Guilds Entry Level Certificate in ESOL Skills for Life (Entry 1) 270 300 

City & Guilds Entry Level Certificate in ESOL Skills for Life (Entry 2) 270 300 

City & Guilds Entry Level Certificate in ESOL Skills for Life (Entry 3) 270 300 
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2 Centre requirements 

Approval 

To offer these qualifications, all new centres will need to gain both full centre and qualification 
approval. Please refer to the document Centre Approval Process: Quality Assurance 
Standards for further information. 

Centre staff should familiarise themselves with the structure, content and assessment 
requirements of the qualification before designing a course programme. 

However, if your centre is approved to offer the 4692-01/02 then you can apply for fast-track 
approval for the new 5692-01/03 using the fast-track approval form, available from the City & 
Guilds ESOL Skills for Life webpage. 

Centres should use the fast-track form if: 

• there have been no changes to the way the qualifications are delivered 
• they meet all of the approval criteria in the fast-track form guidance notes. 

Fast-track approval is available for 12 months from the launch of the qualification. After 12 
months, centres will have to go through the full qualification approval process. The centre is 
responsible for checking that fast-track approval is still current at the time of application. 

Please refer to the document Centre Approval Process: Quality Assurance Standards for 
further information. 

  

https://www.cityandguilds.com/-/media/ilm-website/sharepoint-documents/_published-documents/qas-centre-approval-process-pdf.ashx?la=en&hash=990ED9AD884A4BEF59DCB03477E94F0FBB0D027F
https://www.cityandguilds.com/-/media/ilm-website/sharepoint-documents/_published-documents/qas-centre-approval-process-pdf.ashx?la=en&hash=990ED9AD884A4BEF59DCB03477E94F0FBB0D027F
https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/english-mathematics-and-ict-skills/5692-esol-skills-for-life#tab=information
https://www.cityandguilds.com/-/media/ilm-website/sharepoint-documents/_published-documents/qas-centre-approval-process-pdf.ashx?la=en&hash=990ED9AD884A4BEF59DCB03477E94F0FBB0D027F
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Resource requirements 

Centre staffing  
Staff delivering these qualifications must be able to demonstrate that they meet the following 
occupational expertise requirements. They should:  
  

• be occupationally competent or technically knowledgeable in the area(s) for which they 
are delivering training and/or have experience of providing training (this knowledge 
must be to the same level as the training being delivered) 

• have a detailed understanding of the Adult ESOL Core Curriculum and the National 
Standards for Adult Literacy  

• have recent relevant experience in the specific area they will be assessing  
• have credible experience of providing training. 

 
 
Continuing Professional Development (CPD)  

Centres must ensure that staff maintain up-to-date knowledge of their occupational area and 
current best practice in delivery, mentoring, training, assessment and quality assurance. Staff 
should take account of any national or legislative changes and developments. Assessors must 
be regularly observed and sampled in line with the centres IQA procedures. 

Quality assurance 

Approved centres must have effective quality assurance systems to ensure optimal delivery 
and assessment of qualifications. Quality assurance includes initial centre approval, 
qualification approval and the centre's own internal procedures for monitoring 
quality. Centres are responsible for internal quality assurance and City & Guilds is responsible 
for external quality assurance. All external quality assurance processes reflect the minimum 
requirements for all verified and/or moderated assessments undertaken by City & Guilds, as 
detailed in the Centre Assessment Standards Scrutiny (CASS), section H2 of Ofqual’s 
General Conditions. For more information on both CASS and City & Guilds quality assurance 
processes visit the What is CASS? and Quality Assurance Standards documents on the 
City & Guilds website. 
 
Standards and rigorous quality assurance are maintained by the use of: 

• internal quality assurance 
• City & Guilds external quality assurance. 

 
To carry out the quality assurance role, Internal Quality Assurers (IQAs) must:  

• adhere to the requirements set out in the centre handbook 
• have appropriate teaching and vocational knowledge and expertise  
• have experience in quality management/internal quality assurance  
• hold or be working towards an appropriate teaching/training/assessing qualification  

 
External quality assurance for the qualification will be provided by City & Guilds EQA 
process. External Quality Assurers (EQAs) are appointed by City & Guilds to approve 
centres, and to monitor the assessment and internal quality assurance carried out by 
centres. External quality assurance is carried out to ensure that assessment is valid and 
reliable, and that there is good assessment practice in centres.  
 
The role of the EQA is to: 

• adhere to the requirements set out in the centre handbook 
• provide advice and support to centre staff  
• ensure the quality and consistency of assessments and marking/grading within and 

between centres using systematic sampling  
• provide feedback to centres and to City & Guilds.  

https://www.cityandguilds.com/delivering-our-qualifications/centre-development/quality-assurance
https://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-library/policies-and-procedures/access-arrangements-reasonable-adjustments
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Learner entry requirements 

City & Guilds does not set entry requirements for these qualifications. However, centres must 
ensure that candidates have the potential and opportunity to gain these qualifications 
successfully. 

 

Age restrictions 

There are no age restrictions for these qualifications, however they are intended for learners 
over the age of 14. 

 

Access arrangements, reasonable adjustments and special consideration 

City & Guilds has considered the design of these qualifications and their assessments in order 
to best support accessibility and inclusion for all learners. City & Guilds understands however 
that individuals have diverse learning needs and may require reasonable adjustments to fully 
participate. Reasonable adjustments, such as additional time or alternative formats, may be 
provided to accommodate learners with disabilities and support fair access to assessment. 
 
Access arrangements are adjustments that allow candidates with disabilities, special 
educational needs, and temporary injuries to access the assessment and demonstrate their 
skills and knowledge without changing the demands of the assessment. These arrangements 
must be made before assessment takes place. 
 
The Equality Act 2010 requires City & Guilds to make reasonable adjustments where a 
disabled person would be at a substantial disadvantage in undertaking an assessment. 
 
It is the responsibility of the centre to ensure at the start of a programme of learning that 
candidates will be able to access the requirements of the qualification. 
 
Special consideration is a post examination adjustment to a candidate’s mark or grade to 
reflect temporary injury, illness or other indisposition at the time of the 
examination/assessment. 
 
Please refer to the documents ‘Joint Council for Qualifications (JCQ) Access Arrangements 
and Reasonable Adjustments’, ‘JCQ – A Guide to the special consideration process’ and 
‘Access arrangements – When and how applications need to be made to City & Guilds’ for 
more information. All of these are available on the City & Guilds website 

http://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-library/policies-and-procedures/access-arrangements-reasonable-adjustments
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3 Delivering the qualification 

Initial assessment and induction 

An initial assessment of each learner should be made before the start of their programme to 
identify: 

• their current English language capabilities and areas for development  
• any ESOL or other English language qualifications/units they may have completed 

previously  
• the ESOL Skills for Life qualification(s) and level(s) they should work towards  
• any other qualifications that may be appropriate, e.g. in mathematics, employability or 

a particular vocational area.  

We recommend that centres provide an induction programme, so the learner fully understands 
the requirements of the qualification, their responsibilities as a learner and the responsibilities 
of the centre. This information can be recorded on a learning contract. 

 

Inclusion and diversity 

City & Guilds is committed to improving inclusion and diversity within the way we work and 
how we deliver our purpose which is to help people and organisations develop the skills they 
need for growth. More information and guidance to support centres in supporting inclusion and 
diversity through the delivery of City & Guilds qualifications can be found here: 

Inclusion and diversity | City & Guilds (cityandguilds.com) 

 

Sustainability 

City & Guilds are committed to net zero. Our ambition is to reduce our carbon emissions by at 
least 50% before 2030 and develop environmentally responsible operations to achieve net 
zero by 2040 or sooner if we can. City & Guilds is committed to supporting qualifications that 
help our customers to consider sustainability and their environmental footprint. 

More information and guidance to support centres in developing sustainable practices through 
the delivery of City & Guilds qualifications can be found here: 

Our Pathway to Net Zero | City & Guilds (cityandguilds.com) 

Centres should consider their own carbon footprint when delivering this qualification and 
consider reasonable and practical ways of delivering this qualification with sustainability in 
mind. This could include: 

https://www.cityandguilds.com/about-us/inclusion-and-diversity
https://www.cityandguilds.com/about-us/net-zero
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• reviewing purchasing and procurement processes (such as buying in bulk to reduce the 
amount of travel time and energy and considering and investing in the use of components 
that can be reused, instead of the use of disposable or single use consumables) 

• reusing components wherever possible 
• waste procedures (ensuring that waste is minimised and recycling of components is in 

place wherever possible) 
• minimising water use and considering options for reuse/salvage as part of activities 

wherever possible. 
 

Support materials 

The following resources are available for these qualifications: 
 

Description  How to access 

Adult ESOL Core Curriculum ESOL Skills for Life (5692) 
qualifications webpage 
www.cityandguilds.com   

Sample Entry Level 
assignments 

 

City & Guilds provides a generic glossary of command verbs that are typically used within our 
assessment products. This resource is available to download here. 

http://www.cityandguilds.com/
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/delivering-our-qualifications/qhb-command-verb-list-pdf.pdf
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4 Assessment 

Assessment of the qualification 

Each unit within each level is: 

• internally assessed by the centre (via an assignment set by City & Guilds), with internal 
quality assurance by the centre and external quality assurance by City & Guilds. 

 
Please note all learners must be registered for this qualification prior to beginning their 
assessment.  
 
The internal assessments:  

• are summative and must take place under supervised conditions  
• are time-bound  
• must be presented to candidates unseen, without prior knowledge of the assessment 

topics  
• must be entirely candidates’ own unaided work. 

 
 

Unit Level Unit title How to access 
assessment materials 

5692-011 

Entry 1 

Reading  
All live assignments are 
available to download from the 
ESOL Skills for Life (5692) 
qualifications webpage 
(www.cityandguilds.com).   
A password is required to 
access these documents – 
available from the Catalogue 
page on City & Guilds’ Walled 
Garden.  
See the separate guide: 
Assessor Guidance for 
Internally Assessed 
Components for further details. 

5692-012 Writing 

5692-013 Speaking and listening 

5692-021 

Entry 2 

Reading  

5692-022 Writing 

5692-023 Speaking and listening 

5692-031 

Entry 3 

Reading  

5692-032 Writing 

5692-033 Speaking and listening 

https://www.cityandguilds.com/qualifications-and-apprenticeships/skills-for-work-and-life/english-mathematics-and-ict-skills/5692-esol-skills-for-life#tab=information
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The Interlocutor versus Assessor role in Speaking and Listening assessments  

The Interlocutor role (responsible for facilitating discussion with the candidate) is distinct from 
that of an Assessor (responsible for making assessment decisions about each candidate).  

Each role should be performed by different people with both present in the room whilst any 
Speaking and Listening assignments are taking place. However, it is also acceptable for the 
same person to fulfil both roles, providing they are not carried out simultaneously (e.g. if the 
assessment documentation is completed retrospectively, with audio recordings of each 
discussion used to help confirm assessment decisions).  

In all cases candidates must be supervised by the interlocutor, assessor or another 
responsible adult throughout their Speaking and Listening assessment. 
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Time constraints 

Qualification registration is valid for three years. 

 

Recognition of prior learning (RPL) 

RPL means using a person’s previous experience or qualifications which have already been 
achieved to contribute to a new qualification. 

RPL is not allowed for this qualification. 
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5 Units 

Structure of the units 

These units each have the following: 
• City & Guilds reference number  
• title 
• level 
• Guided Learning Hours (GLH) 
• unit aim 
• assessment method 
• Learning Outcomes (LOs), which are comprised of a number of Assessment Criteria (ACs) 
• range statements  
• supporting information  

 

Guidance for delivery of the units 

These qualifications comprise a number of units. A unit describes the English language skills 
that are expected at the specific level. 

Each unit is divided into learning outcomes which describe in further detail the skills and 
knowledge that a candidate should possess. 
 
Each learning outcome has a set of assessment criteria (performance and knowledge and 
understanding) which specify the desired criteria that must be satisfied before an individual 
can be said to have performed to the agreed standard. 
 
Range statements define the breadth or scope of a learning outcome and its assessment 
criteria by setting out the various circumstances in which they are to be applied. 
 
Supporting information provides guidance of the evidence requirement for the unit and 
specific guidance on delivery and range statements. Centres are advised to review this 
information carefully before delivering the unit.
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Unit 011 Reading 

Level: Entry 1 

GLH: 60 

Assessment method: Assignment 

Relationship to other 
standards: 

This unit is based on the National Standards for Adult 
Literacy for Reading at Entry 1: 

• read and understand short texts with repeated 
language patterns on familiar topics 

• read and obtain information from common signs 
and symbols.  

 
Learners are expected to:  

• follow a short narrative on a familiar topic or 
experience (1.2.1)  

• recognise the different purposes of texts at this 
level (1.2.2)  

• possess a limited, meaningful sight vocabulary of 
words, signs and symbols (1.2.3)  

• decode simple, regular words (1.2.4)  
• recognise the letters of the alphabet in both 

upper and lower case (1.2.5).  
 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s basic 
reading skills to enable them to obtain information from 
short documents. 

 

The assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  
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Learning outcome 

The learner will: 

LO1 Extract information from simple texts (1.2.1, 1.2.2, 1.2.4) 
 
Assessment criteria 

The learner can: 

AC1.1 Follow the gist of simple written texts (Rt/E1.1a, Rs/E1.1a-b) 
AC1.2 Obtain information from texts (Rt/E1.1b, Rw/E1.2a) 
AC1.3 Identify the purpose of simple texts (Rt/E1.2a) 
 
Range 

AC1.1-1.3 Texts – simple forms, letters, emails, text messages, appointment cards,  
greetings/postcards, public signs and notices.  
AC1.1 Gist – basic understanding of texts as sources of entertainment and information.  
Understand the meaning of a text through knowledge of content and context. 
AC1.2 Information – recognition and use of key words, phrases and symbols that indicate  
the function of texts. E.g. Please = request, Danger = warning, No / Do not = Prohibition 
AC1.3 Purpose – e.g. to give information, to sell, to send good wishes, to warn, as a request,  
as a greeting. Recognition and use of layout and presentation features to help predict  
meaning and purpose. 
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Learning outcome 

The learner will: 

LO2 Know letters of the alphabet, key words, signs and symbols (1.2.3, 1.2.5) 
 
Assessment criteria 

The learner can: 

AC2.1 Obtain information from signs and symbols (Rt/E1.2a Rw/E1.1a, Rw/E1.3b) 
AC2.2 Identify the letters of the alphabet (Rw/E1.3a) 
AC2.3 Respond to key words used in everyday contexts (Rw/E1.1a) 
 

Range 

AC2.1 Signs and symbols – recognition and understanding of digits/numbers - 1-9 and 
higher - in context, e.g. dates, house numbers, postcodes. Know that symbols without words 
have meaning e.g. £ @ % &. Recognise the use of capital letters for important words e.g. 
DANGER, EXIT. 
AC2.2 Letters – upper and lower case, alphabetical sequencing, the names and sounds of  
letters, vowels and consonants. 
AC2.3 Key words – name, country of origin, place name, contact details. Recognise the use 
of 'in, out, off, down' in signs e.g. ‘way in’, ‘way out’, ‘keep off’, ‘slow down’. Common words 
e.g. articles – ‘a’, ‘an’, ‘the’, simple verbs – ‘to be’, ‘to have’, ‘to do’. Prepositions – ‘in’, ‘at’, 
‘on’, ‘with’, ‘by’. 
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Adult Core Curriculum guidance 

Simple sentences Entry 1 Simple and compound 
sentences 

Entry 2 Simple, compound and  
complex sentences 

Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
subject – verb – (object) + and/but + 
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun  
(+ prepositional phrase) 

• there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions 
and/but/or 

• a limited range of common verbs + -ing 
form 

• verb + infinitive with and without to 

• complex sentences with one subordinate 
clause of either time, reason, result, condition 
or concession 

• defining relative clauses using who, which, 
that 

• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using 
Entry 1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using Entry 3 
tenses 

Noun phrase 

• regular and common irregular plurals 
of nouns 

• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-modification 
• a range of determiners 

• indefinite article a/an with singular 
countable nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite article with 
post modification; use of indefinite article to 
indicate an example of a class; use of 
indefinite articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; 
common regular verbs 

• have got – indicating possession 
• present continuous of common 

regular verbs 
• contracted forms of: subject and 

auxiliary; auxiliary and negative 

• simple present tense of: regular 
transitive and intransitive verbs with 
frequency adverbs and phrases 

• simple past tense of regular and 
common irregular verbs with time 
markers, such as ago 

• future time using: present continuous; 
use of time markers 

• no present perfect with: since/for; ever/never; 
yet/already 

• used to for regular actions in the past 
• past continuous 
• future simple verb forms 

• modals: can + bare infinitive to 
express ability; would + like for 
requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar meaning: 
positive and negative, e.g. you 
should/shouldn’t to express obligation; might, 
may, will probably to express possibility and 
probability in the future; would/should for 
advice; need to for obligation; will definitely to 
express certainty in the future; May I? asking 
for permission; I’d rather stating reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position of object 
pronouns 
  



Unit 011 Reading 

City & Guilds ESOL Skills for Life Entry Level (5692-01/03) 25 

 

 

Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative adjectives 
• comparative structures 

Adverbs and prepositional phrases 

• common prepositions and 
prepositional phrases of place 

• prepositions and prepositional phrases 
of place and time 

• wider range of prepositions and prepositional 
phrases 

• simple adverbs of place, manner and 
time 

• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after 
that); of time and place (in the morning, 
at the bus stop); of frequency: (always, 
sometimes); of manner (carefully, 
quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to express 
possibility and un/certainty – possibly, 
perhaps, definitely 

• more complex adverbial phrases of time, 
place, frequency, manner 

• a range of intensifiers, including too, enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, 
finally 

• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, sequence, 
contrast 

• markers to structure spoken discourse 
• use of ellipsis in informal situations 
• use of vague language 
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Unit 012 Writing 

Level: Entry 1 

GLH: 90 

Assessment method: Assignment 

Relationship to other 
standards: 

This unit is mapped to the following National Standards 
for Adult Literacy (Writing) at Entry 1:  

• write to communicate information to an intended 
audience.  

 
Learners are expected to:  

• use written words and phrases to record or 
present information (1.3.1)  

• construct a simple sentence (1.3.2)  
• punctuate a simple sentence with a capital letter 

and a full stop (1.3.3)  
• use a capital letter for personal pronoun ‘I’ 

(1.3.4)  
• spell correctly some personal key words and 

familiar words (1.3.5)  
• write letters of the alphabet using upper and 

lower case (1.3.6). 
 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s basic 
writing skills to enable them to communicate written 
information to an intended audience. 

 

The assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  
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Learning outcome 

The learner will: 

LO1 Use written words and phrases (1.3.1, 1.3.5, 1.3.6) 
 
Assessment criteria 

The learner can: 

AC1.1 Form letters (Ww/E1.2a) 
AC1.2 Form digits (Ww/E1.2b) 
AC1.3 Spell correctly own personal key words and familiar words (Ww/E1.1a-c) 
AC1.4 Communicate using simple texts (Wt/E1.1a) 
 
Range 

AC1.1 Letters – lower and upper-case letters. Write from left to right, form letters of the  
alphabet in context e.g. spelling own name. 
AC1.2 Digits – digits 0-9, digits in context e.g. own house number, postcode and  
telephone number. 
AC1.3 Personal key words – from familiar contexts e.g. name, address, nationality. Know  
what vowels and consonants are. 
AC1.4 – Simple texts – e.g. complete a simple form, make a list, address an envelope, write  
a note, write simple statements using key words of personal significance. 
 
 
Learning outcome 

The learner will: 

LO2 Construct a simple sentence (1.3.2, 1.3.3,1.3.4) 
 

Assessment criteria 

The learner can: 

AC2.1 Construct written sentences in the present simple tense (Ws/E1.1a) 
AC2.2 Use basic punctuation (Ws/E1.2a, Ws/E1.3a) 
 

Range 

AC2.1 Written sentences - present simple with simple pronouns e.g. ‘I’, ‘you’, ‘we’, ‘they’ to 
form grammatically correct sentences questions and instructions. 
AC2.2 Basic punctuation - capital letters at the start of sentences, full stops and  
question marks at the end. Capital letters for names, places and dates. Use of 'I' to write  
about oneself. 
 



Unit 012 Writing 

City & Guilds ESOL Skills for Life Entry Level (5692-01/03) 28 

Adult Core Curriculum guidance 
Simple sentences Entry 1 Simple and compound 

sentences 
Entry 2 Simple, compound and  

complex sentences 
         Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
subject – verb – (object) + and/but + 
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun  
(+ prepositional phrase) 

• there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions 
and/but/or 

• a limited range of common verbs + -ing 
form 

• verb + infinitive with and without to 

• complex sentences with one subordinate clause of either 
time, reason, result, condition or concession 

• defining relative clauses using who, which, that 
• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using 
Entry 1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using Entry 3 tenses 

Noun phrase 

• regular and common irregular plurals of 
nouns 

• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-modification 
• a range of determiners 

• indefinite article a/an with singular 
countable nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite article with post 
modification; use of indefinite article to indicate an 
example of a class; use of indefinite articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; 
common regular verbs 

• have got – indicating possession 
• present continuous of common regular 

verbs 
• contracted forms of: subject and 

auxiliary; auxiliary and negative 

• simple present tense of: regular transitive 
and intransitive verbs with frequency 
adverbs and phrases 

• simple past tense of regular and common 
irregular verbs with time markers, such as 
ago 

• future time using: present continuous; use 
of time markers 

• no present perfect with: since/for; ever/never; yet/already 
• used to for regular actions in the past 
• past continuous 
• future simple verb forms 

• modals: can + bare infinitive to express 
ability; would + like for requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar meaning: positive and 
negative, e.g. you should/shouldn’t to express obligation; 
might, may, will probably to express possibility and 
probability in the future; would/should for advice; need to 
for obligation; will definitely to express certainty in the 
future; May I? asking for permission; I’d rather stating 
reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position of object pronouns 
Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative adjectives 
• comparative structures 
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Adverbs and prepositional phrases 

• common prepositions and prepositional 
phrases of place 

• prepositions and prepositional phrases of 
place and time 

• wider range of prepositions and prepositional phrases 

• simple adverbs of place, manner and 
time 

• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after 
that); of time and place (in the morning, at 
the bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to express possibility 
and un/certainty – possibly, perhaps, definitely 

• more complex adverbial phrases of time, place, 
frequency, manner 

• a range of intensifiers, including too, enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, 
finally 

• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, sequence, contrast 
• markers to structure spoken discourse 
• use of ellipsis in informal situations 
• use of vague language 
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Unit 013 Speaking and listening 

Level: Entry 1 

GLH: 120 

Assessment method: Assignment 
 

Relationship to other 
standards: 

This unit is mapped to the National Standards for Adult 
Literacy (Speaking and Listening) at Entry 1: 

• listen and respond to spoken language, including 
simple narratives, statements, questions and 
single step instructions  

• speak to communicate basic information, 
feelings and opinions on familiar topics  

• engage in discussion with another person in a 
familiar situation about familiar topics. 

 
Learners are expected to:  

• listen for the gist of short explanations (1.1.1)  
• listen for detail using key words to extract some 

specific information (1.1.2)  
• follow single-step instructions in a familiar 

context, asking for instructions to be repeated if 
necessary (1.1.3)  

• listen and respond to requests for personal 
information (1.1.4)  

• speak clearly to be heard and understood in 
simple exchanges (1.1.5)  

• make requests using appropriate terms (1.1.6)  
• ask questions to obtain specific information (1.1.7)  
• make statements of fact clearly (1.1.8)  
• speak and listen in simple exchanges (1.1.9).  

 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s basic 
speaking and listening skills to enable them to obtain 
and convey simple information on familiar topics. 

 

The assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  

 



Unit 013 Speaking and listening 

City & Guilds ESOL Skills for Life Entry Level (5692-01/03) 31 

Learning outcome 

The learner will: 

LO1 Obtain information from oral communication by listening (1.1.1, 1.1.2, 1.1.3) 
 
Assessment criteria 

The learner can: 

AC1.1 Follow the gist of short oral communication (Lr/E1.1a-c) 
AC1.2 Listen for detail in short oral communication (Lr/E1.2a, Lr/E1.2c-d) 
AC1.3 Identify key information from oral communication (Lr/E1.2e) 
AC1.4 Follow simple oral communication (Lr/E1.3a-b) 
 
Range 

AC1.1-1.4 Oral communication – explanations and narratives, face-to-face/telephone  
conversations, audio recordings. 
AC1.1 Gist – context, meaning, identify speaker, situation and topic. 
AC1.2 Detail – key words, phrases, grammatical (questions, statements, instructions),  
phonological (e.g. attitude, tone of voice). 
AC1.3 Information – e.g. places, times, personal details, preferences. 
AC1.4 Follow – single-step instructions and directions in a familiar context. 
 
Learning outcome 

The learner will: 

LO2 Convey information in spoken communication (1.1.4, 1.1.5, 1.1.8) 
 

Assessment criteria 

The learner can: 

AC2.1 Speak clearly to be heard and understood in a familiar situation (Sc/E1.1a-b) 
AC2.2 Give verbal information clearly (Sc/E1.4a-e) 
AC2.3 Listen and respond orally to simple requests (Lr/E1.4a-b) 
 

Range 

AC2.1 Clearly – articulate sounds to be understood in simple and formal exchanges. 
AC2.1 Familiar situation – connected with education, training, work and social roles. 
AC2.2 Information – simple statements of fact, personal details, directions, instructions, 
descriptions, clarification. 
AC2.3 Requests – personal details, action, clarification, information to be repeated.  
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Learning outcome 

The learner will: 

LO3 Take part in simple discussions (1.1.6, 1.1.7, 1.1.9) 
 

Assessment criteria 

The learner can: 

AC3.1 Take part in different interactions (Sd/E1.1a-b, Lr/E1.1d, Lr/E1.2b, Lr/E1.5b-c) 
AC3.2 Make requests to obtain information (Sc/E1.2a-b, Sc/E1.3a-d) 
AC3.3 Listen and respond to other points of view (Sd/E1.1c, Lr/E1.5a, d) 
 

Range 

AC3.1 Interactions – social and formal, face to face, online. 

AC3.2 Requests – ask for permission/clarification, ask questions for things/action, make polite  
requests. 
AC3.3 Listen and respond – express likes/dislikes, feelings, wishes, simple views.  
Recognise views/likes/dislikes of another. Indicate agreement/disagreement. 
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Unit 013 Speaking and listening 
 

Supporting information 

Communicative functions 

At Entry 1, the following communicative functions and notions from the ESOL Core Curriculum 
have been provided as a guide to support learners when expressing themselves orally: 

 

• give personal information • make requests – ask someone to do something 

• ask for personal information • respond to a request 

• introduce family and close friends • express likes and dislikes 

• tell the time/day, etc. • express feelings 

• ask the time/day • express wishes 

• express ability • express views 

• enquire about ability • agree and disagree 

• say when you do not understand • apologise 

• ask for clarification • express a preference 

• check back • express thanks 

• correct • greet 

• spell words aloud • respond to greetings 

• describe places and things • describe health and symptoms 

• give information, as part of a simple explanation • invite and offer 

• give single-step directions and instructions • accept 

• make requests – ask for directions • decline 

• enquire about prices and quantities • take leave 

• make requests – ask for something 
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Adult Core Curriculum guidance 
Simple sentences Entry 1 Simple and compound 

sentences 
Entry 2 Simple, compound and  

complex sentences 
         Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
subject – verb – (object) + and/but + 
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun  
(+ prepositional phrase) 

• there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions 
and/but/or 

• a limited range of common verbs + -ing 
form 

• verb + infinitive with and without to 

• complex sentences with one subordinate clause of either 
time, reason, result, condition or concession 

• defining relative clauses using who, which, that 
• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using 
Entry 1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using Entry 3 tenses 

Noun phrase 

• regular and common irregular plurals of 
nouns 

• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-modification 
• a range of determiners 

• indefinite article a/an with singular 
countable nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite article with post 
modification; use of indefinite article to indicate an 
example of a class; use of indefinite articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; 
common regular verbs 

• have got – indicating possession 
• present continuous of common regular 

verbs 
• contracted forms of: subject and 

auxiliary; auxiliary and negative 

• simple present tense of: regular transitive 
and intransitive verbs with frequency 
adverbs and phrases 

• simple past tense of regular and common 
irregular verbs with time markers, such as 
ago 

• future time using: present continuous; use 
of time markers 

• no present perfect with: since/for; ever/never; yet/already 
• used to for regular actions in the past 
• past continuous 
• future simple verb forms 

• modals: can + bare infinitive to express 
ability; would + like for requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar meaning: positive and 
negative, e.g. you should/shouldn’t to express obligation; 
might, may, will probably to express possibility and 
probability in the future; would/should for advice; need to 
for obligation; will definitely to express certainty in the 
future; May I? asking for permission; I’d rather stating 
reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position of object pronouns 
Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative adjectives 
• comparative structures 
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Adverbs and prepositional phrases 

• common prepositions and prepositional 
phrases of place 

• prepositions and prepositional phrases of 
place and time 

• wider range of prepositions and prepositional phrases 

• simple adverbs of place, manner and 
time 

• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after 
that); of time and place (in the morning, at 
the bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to express possibility 
and un/certainty – possibly, perhaps, definitely 

• more complex adverbial phrases of time, place, 
frequency, manner 

• a range of intensifiers, including too, enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, 
finally 

• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, sequence, contrast 
• markers to structure spoken discourse 
• use of ellipsis in informal situations 
• use of vague language 
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Unit 021 Reading 

Level: Entry 2 

GLH: 60 

Assessment method: Assignment 

Relationship to other 
standards: 

This unit is mapped to the following National Standards 
for Adult Literacy (Reading) at Entry 2: 

• read and understand short, straightforward texts 
on familiar topics  

• read and obtain information from short 
documents, familiar sources and signs and 
symbols  

• trace and understand the main events of 
chronological and instructional texts. 

 
Learners are expected to:  

• trace and understand the main events of 
chronological and instructional texts (2.2.1)  

• recognise the different purposes of texts at this 
level (2.2.2)  

• identify common sources of information (2.2.3)  
• use images and captions to locate information 

(2.2.4) 
• read and understand linking words and 

adverbials in instructions and directions, e.g. 
next, then, right, straight on (2.2.5)  

• read and understand words on forms related to 
personal information, e.g. first name, surname, 
address, postcode, age, date of birth (2.2.6)  

• recognise high-frequency words and words with 
common spelling patterns (2.2.7)  

• use phonic and graphic knowledge to decode 
words (2.2.8)  

• use a simplified dictionary to find the meaning of 
unfamiliar words (2.2.9) 

• use initial letters to find and sequence words in 
alphabetical order (2.2.10).  

 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s reading 
skills to enable them to obtain information from 
straightforward documents. 
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The assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  

 

Learning outcome 

The learner will: 

LO1 Read a range of texts for different purposes (2.2.1, 2.2.2, 2.2.3, 2.2.7, 2.2.8) 
 

Assessment criteria 

The learner can: 

AC1.1 Trace the main events of different texts (Rt/E2.1a, Rs/E2.1b-d) 
AC1.2 Obtain information from texts (Rt/E2.1b, Rw/E2.2a, Rw/E2.3a) 
AC1.3 State the different purposes of texts (Rt/E2.2a) 
AC1.4 Identify common sources of information in texts (Rt/E2.3a) 
 
Range 

AC1.1-1.4 Texts – instructional, chronological, public signs and notices, simple narratives,  
lists, forms, notes, letters, diagrams. 
AC1.1 Main events – order of events and sequencing in instructional and chronological texts. 

AC1.2 Information – use of different strategies to gain meaning from text - skimming,  
scanning and detailed reading. Recognise high-frequency words, decode words using  
strategies of context, word parts e.g. common prefixes/suffixes and compound words,  
knowledge of word structure to work out meaning e.g. adjective to adverb (‘quick’ – ‘quickly’). 
AC1.3 Purposes – e.g. to greet, to describe, to inform, to sell, to entertain, to request action,  
to tell a story, to instruct. Recognise that texts of the same genre will have certain  
characteristics e.g. instructive texts use imperatives. 
AC1.4 Common sources – know where to find everyday/common information in digital and  
non-digital reference materials. e.g. TV guide, dictionary, bus timetable. 
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Learning outcome 

The learner will: 

LO2 Follow instructional text (2.2.4, 2.2.5, 2.2.6) 
 

Assessment criteria 

The learner can: 

AC2.1 Use images and captions to obtain information (Rt/2.4a) 
AC2.2 Follow instructions and directions (Rs/E2.1a) 
AC2.3 Respond to key words on forms (Rw/E2.1a) 
 

Range 

AC2.1 Images and captions – illustrations, simple maps, photos, diagrams and captions. 

AC2.2 Instructions and directions – instructions on forms, words on forms and how to  
respond e.g. use of block capitals, tick and delete. Common abbreviations e.g. d.o.b, Mr/Ms.  
Linking words/conjunctions and adverbials in directions, e.g. 'first', 'then' for sequencing.  
Clauses of time e.g. ‘before’, ‘after’. Prepositions/phrases of place e.g. ‘in’, ‘on’, ‘under’, ‘next’  
‘to’. 
AC2.3 Key words – related to personal information and instructions. 
 

Learning outcome 

The learner will: 

LO3 Be able to use alphabetical order (2.2.9, 2.2.10) 
 

Assessment criteria 

The learner can: 

AC3.1 Use a simple dictionary to find the meaning of a word (Rw/E2.4a) 
AC3.2 Use initial letters to sequence words in alphabetical order (Rw/E2.5a) 
  

Range 

AC3.1 Dictionary – read and look up words in a simple dictionary. 

AC3.2 Sequence – alphabetical ordering and sequencing of words using the first letter  
of a word. 
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Adult Core Curriculum guidance 

Simple sentences Entry 1 Simple and compound 
sentences 

Entry 2 Simple, compound and  
complex sentences 

Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g:  
subject – verb – (object) + and/but + 
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun  
(+ prepositional phrase) 

• there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions and/but/or 
• a limited range of common verbs + -ing 

form 
• verb + infinitive with and without to 

• complex sentences with one subordinate 
clause of either time, reason, result, 
condition or concession 

• defining relative clauses using who, which, 
that 

• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using Entry 
1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using Entry 
3 tenses 

Noun phrase 

• regular and common irregular plurals 
of nouns 

• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-
modification 

• a range of determiners 

• indefinite article a/an with singular 
countable nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite article 
with post modification; use of indefinite 
article to indicate an example of a class; 
use of indefinite articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; 
common regular verbs 

• have got – indicating possession 
• present continuous of common 

regular verbs 
• contracted forms of: subject and 

auxiliary; auxiliary and negative 

• simple present tense of: regular transitive 
and intransitive verbs with frequency 
adverbs and phrases 

• simple past tense of regular and common 
irregular verbs with time markers, such as 
ago 

• future time using: present continuous; use 
of time markers 

• no present perfect with: since/for; 
ever/never; yet/already 

• used to for regular actions in the past 
• past continuous 
• future simple verb forms 

• modals: can + bare infinitive to 
express ability; would + like for 
requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar meaning: 
positive and negative, e.g. you 
should/shouldn’t to express obligation; 
might, may, will probably to express 
possibility and probability in the future; 
would/should for advice; need to for 
obligation; will definitely to express 
certainty in the future; May I? asking for 
permission; I’d rather stating reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position of 
object pronouns 
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Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative adjectives 
• comparative structures 

Adverbs and prepositional phrases 

• common prepositions and 
prepositional phrases of place 

• prepositions and prepositional phrases of 
place and time 

• wider range of prepositions and 
prepositional phrases 

• simple adverbs of place, manner and 
time 

• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after that); 
of time and place (in the morning, at the 
bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to 
express possibility and un/certainty – 
possibly, perhaps, definitely 

• more complex adverbial phrases of time, 
place, frequency, manner 

• a range of intensifiers, including too, 
enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, finally 
• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, sequence, 
contrast 

• markers to structure spoken discourse 
• use of ellipsis in informal situations 
• use of vague language 
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Unit 022 Writing 

Level: Entry 2 

GLH: 90 

Assessment method: Assignment 

Relationship to other 
standards: 

This unit is mapped to the following National Standards 
for Adult Literacy (Writing) at Entry 2:  

• write to communicate information with some 
awareness of the intended audience.  

 
Learners are expected to:  

• use written words and phrases to record or 
present information (2.3.1)  

• construct simple and compound sentences, 
using common conjunctions to connect two 
clauses, e.g. ‘as’, ‘and’, ‘but’ (2.3.2)  

• use adjectives (2.3.3)  
• use punctuation correctly, e.g. capital letters, full 

stops and question marks (2.3.4)  
• use a capital letter for proper nouns (2.3.5)  
• spell correctly the majority of personal details 

and familiar common words (2.3.6)  
• produce legible text (2.3.7).  

 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s basic 
writing skills to enable them to communicate written 
information to an intended audience. 

 

These assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  
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Learning outcome 

The learner will: 

LO1 Produce written information in different formats (2.3.1, 2.3.4, 2.3.5, 2.3.6) 
 

Assessment criteria 

The learner can:  

AC1.1 Produce written information (Wt/E2.1a-b) 
AC1.2 Use correct punctuation (Ws/E2.3a, Ws/E2.4a) 
AC1.3 Spell correctly own personal details and familiar words (Ww/E2.1a-c) 
 
Range 

AC1.1 Written information – use familiar words to produce different types of written text e.g.  
an email, a simple formal/informal letter, a message, complete a form, personal  
statement/narrative, simple story, poem. 
AC1.2 Punctuation – capital letters, full stops and question marks. Capital letters for proper  
nouns e.g. days, months, places, people's names.  
AC1.3 Personal details and familiar words – from personal contexts e.g. name, address,  
nationality and words used in contexts familiar to the learner. Understand common units of  
meaning in words e.g. ‘_ed’ endings for the past simple, ‘_s’ endings for plurals and the prefix  
‘un_’ to indicate opposites. 
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Learning outcome 

The learner will: 

LO2 Produce a descriptive text (2.3.2, 2.3.3, 2.3.7) 
 

Assessment criteria 

The learner can:  

AC2.1 Construct simple and compound sentences (Ws/E2.1a) 
AC2.2 Use adjectives and a range of tenses to produce descriptive text (Ws/E2.1a) 
AC2.3 Produce legible text (Ww/E2.2a) 
 
Range 

AC2.1 Simple and compound – simple sentences with a single clause. Compound 
sentences with more than one clause that use common conjunctions, e.g. ‘and’, ‘or’, ‘but’, ‘as’, 
‘because’. 
AC2.2 Tenses – simple tenses to signify past and present, the future and adverbial time  
references, e.g. ‘I'm going to see my sister next week’ (future plans). 
AC2.2 Descriptive - know what adjectives and nouns are. Know and use the comparative 
form. Understand the word order of adjectives in simple sentences. Know and use some 
common adjectives to describe people, places, feelings and objects. 
AC2.2 Legible – form words and letters, use spacing between words, write on the line. If it 
cannot be understood by the audience - it is not legible.   
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Adult Core Curriculum guidance 

Simple sentences Entry 1 Simple and compound 
sentences 

Entry 2 Simple, compound and  
complex sentences 

Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
subject – verb – (object) + and/but +  
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun (+ prepositional phrase) • there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions 
and/but/or 

• a limited range of common verbs + -ing 
form 

• verb + infinitive with and without to 

• complex sentences with one 
subordinate clause of either time, 
reason, result, condition or 
concession 

• defining relative clauses using who, 
which, that 

• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using 
Entry 1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using 
Entry 3 tenses 

Noun phrase 

• regular and common irregular plurals of nouns 
• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-
modification 

• a range of determiners 

• indefinite article a/an with singular countable 
nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite 
article with post modification; use of 
indefinite article to indicate an 
example of a class; use of indefinite 
articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; common 
regular verbs 

• have got – indicating possession 
• present continuous of common regular verbs 
• contracted forms of: subject and auxiliary; 

auxiliary and negative 

• simple present tense of: regular transitive 
and intransitive verbs with frequency 
adverbs and phrases 

• simple past tense of regular and common 
irregular verbs with time markers such as 
ago 

• future time using: present continuous; use 
of time markers 

• no present perfect with: since/for; 
ever/never; yet/already 

• used to for regular actions in the past 
• past continuous 
• future simple verb forms 
 

• modals: can + bare infinitive to express ability; 
would + like for requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar 
meaning: positive and negative, e.g. 
you should/shouldn’t to express 
obligation; might, may, will probably to 
express possibility and probability in 
the future; would/should for advice; 
need to for obligation; will definitely to 
express certainty in the future; May I? 
asking for permission; I’d rather 
stating reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position of 
object pronouns 
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Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative 
adjectives 

• comparative structures 
Adverbs and prepositional phrases 

• common prepositions and prepositional 
phrases of place 

• prepositions and prepositional phrases of 
place and time 

• wider range of prepositions and 
prepositional phrases 

• simple adverbs of place, manner and time 
• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after 
that); of time and place (in the morning, at 
the bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to 
express possibility and un/certainty – 
possibly, perhaps, definitely 

• more complex adverbial phrases of 
time, place, frequency, manner 

• a range of intensifiers, including too, 
enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, 
finally 

• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, 
sequence, contrast 

• markers to structure spoken discourse 
• use of ellipsis in informal situations 
• use of vague language 



 

Unit 023 Speaking and listening 

Level: Entry 2 

GLH: 120 

Assessment method: Assignment 
 

Relationship to other 
standards: 

This unit is mapped to the following National Standards 
for Adult Literacy (Speaking and Listening) at Entry 2:  

• listen and respond to spoken language, including 
straightforward information, short narratives, 
explanations and instructions  

• speak to communicate information, feelings and 
opinions on familiar topics  

• engage in discussion with one or more people in 
a familiar situation to establish shared 
understanding about familiar topics. 

 
Learners are expected to:  

• listen for and follow the gist of explanations, 
instructions and narratives (2.1.1)  

• listen for detail in short explanations, instructions 
and narratives (2.1.2)  

• listen for and identify the main points of short 
explanations or presentations (2.1.3)  

• listen to and follow short, straightforward 
explanations and instructions (2.1.4)  

• listen to and identify simply expressed feelings 
and opinions (2.1.5)  

• speak clearly to be heard and understood in 
straightforward exchanges (2.1.6)  

• make requests and ask questions to obtain 
information in everyday contexts (2.1.7)  

• respond to straightforward questions (2.1.8)  
• express clearly statements of fact and short 

accounts and descriptions (2.1.9)  
• ask questions to clarify understanding (2.1.10)  
• follow the gist of discussions (2.1.11)  
• follow the main points and make appropriate 

contributions to the discussion (2.1.12). 
 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s speaking 
and listening skills to enable them to obtain and convey 
straightforward information on familiar topics. 
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These assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  

 

Learning outcome 

The learner will: 

LO1 Obtain information from oral communication by listening (2.1.1, 2.1.2, 2.1.3, 2.1.4, 
2.1.5) 

 
Assessment criteria 

The learner can: 

AC1.1 Follow the gist of oral communication in different contexts (Lr/E2.1a-d) 
AC1.2 Listen for detail in oral communication in different contexts (Lr/E2.2a-d) 
AC1.3 Identify the main points in different contexts (Lr/E2.3a-c) 
AC1.4 Follow oral communication in different contexts (Lr/E2.4a) 
AC1.5 Identify simply expressed opinions in oral communication (Lr/E2.6a) 
 
Range 

AC1.1-1.4 Contexts – explanations, instructions, narratives, conversations, discussions,  
presentations, directions. 
AC1.2 Gist – context, meaning, identify speaker, situation and topic.  

AC1.3 Detail – key words, phrases, grammatical (questions, statements, instructions),  
phonological (e.g. attitude, tone of voice). 
AC1.4 Follow – straightforward explanations, directions and instructions, order of events. 

AC1.5 Opinions – likes/dislikes, emotions and feelings expressed through phrases,  
intonation/pitch. 
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Learning outcome 

The learner will: 

LO2 Convey information in spoken communication (2.1.8, 2.1.9) 
 

Assessment criteria 

The learner can: 

AC2.1 Respond orally to requests (Sc/E2.3b, d, Lr/E2.5a-b) 
AC2.2 Express verbal information clearly (Sc/E2.3a-f) 
 

Range 

AC2.1 Requests – for personal details, action, permission, information. 

AC2.2 Information – statements of fact, explanations, directions, instructions, short accounts,  
descriptions. 
AC2.2 Clearly – articulate sounds to be understood in informal and formal exchanges. 

 

 

Learning outcome 

The learner will: 

LO3 Take part in discussions on straightforward topics (2.1.6, 2.1.7, 2.1.10, 2.1.11, 2.1.12) 
 

Assessment criteria 

The learner can: 

AC3.1 Follow the gist of discussions (Lr/E2.7a) 
AC3.2 Make relevant contributions to discussions (Sd/E2.1a-e, Lr/E2.6b-c, Lr/E2 8a) 
AC3.3 Speak clearly to be heard and understood (Sc/E2.1a-b) 
AC3.4 Make requests to obtain information (Sc/E2.2a-f, Sc/E2.4a) 
 

Range 

AC3.1 Gist – key words, context, meaning, situation, topic, follow interaction. 

AC3.2 Contributions – likes, dislikes, feelings, views, opinions. 

AC3.3 Clearly – articulate sounds to be understood in informal and formal exchanges. 

AC3.4 Requests – items, action, permission, information, directions and instructions, personal  
details, clarification and explanation, description of people, places and things. 
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Unit 023 Speaking and listening 
 

Supporting information 

Communicative functions 

At Entry 2, the following communicative functions and notions from the ESOL Core Curriculum 
have been provided as a guide to support learners when expressing themselves orally: 

 

• greet • make requests – ask for directions 

• respond to greetings • respond to requests for directions 

• take leave • make requests – ask for permission formally 

• give personal information • respond to formal requests for permission 

• ask for personal details • ask about people’s feelings, opinions, interests, 
wishes, hopes 

• describe self and others • respond to questions about preference 

• ask for descriptions of people • ask for clarification and explanation 

• describe places and things • respond to requests for clarification 

• ask for descriptions of places and things • respond to requests for explanations 

• compare people, places, things • respond for requests for directions 

• make comparative questions • check back 

• describe daily routines and regular activities • express likes and dislikes with reasons, and 
cause and effect 

• ask about regular or daily routines • express views, with reasons, and cause and 
effect 

• narrate – talk about past events (1st person 
narrative) 

• express wishes and hopes 

• narrate – talk about past events (3rd person 
narrative) 

• apologise, and give reason 

• ask about past events • express thanks gratefully 

• talk about future plans, arrangements and 
intentions 

• give warnings 

• ask about future plans and intentions • express possession 

• express need • ask about possession 

• make requests – ask for something face-to-face 
or on the telephone 

• offer 

• respond to formal and informal requests for 
something 

• insist politely 
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• make requests – ask someone to do something 
in formal and informal situations 

• persuade 

• respond to formal and informal requests to do 
something 
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Adult Core Curriculum guidance 

Simple sentences Entry 1 Simple and compound 
sentences 

Entry 2 Simple, compound and  
complex sentences 

Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
subject – verb – (object) + and/but +  
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun (+ prepositional phrase) • there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions 
and/but/or 

• a limited range of common verbs + -ing 
form 

• verb + infinitive with and without to 

• complex sentences with one 
subordinate clause of either time, 
reason, result, condition or 
concession 

• defining relative clauses using who, 
which, that 

• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using 
Entry 1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using 
Entry 3 tenses 

Noun phrase 

• regular and common irregular plurals of nouns 
• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-
modification 

• a range of determiners 

• indefinite article a/an with singular countable 
nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite 
article with post modification; use of 
indefinite article to indicate an 
example of a class; use of indefinite 
articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; common 
regular verbs 

• have got – indicating possession 
• present continuous of common regular verbs 
• contracted forms of: subject and auxiliary; 

auxiliary and negative 

• simple present tense of: regular transitive 
and intransitive verbs with frequency 
adverbs and phrases 

• simple past tense of regular and common 
irregular verbs with time markers such as 
ago 

• future time using: present continuous; use 
of time markers 

• no present perfect with: since/for; 
ever/never; yet/already 

• used to for regular actions in the past 
• past continuous 
• future simple verb forms 
 

• modals: can + bare infinitive to express ability; 
would + like for requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar 
meaning: positive and negative, e.g. 
you should/shouldn’t to express 
obligation; might, may, will probably to 
express possibility and probability in 
the future; would/should for advice; 
need to for obligation; will definitely to 
express certainty in the future; May I? 
asking for permission; I’d rather 
stating reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position of 
object pronouns 
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Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative 
adjectives 

• comparative structures 
Adverbs and prepositional phrases 

• common prepositions and prepositional 
phrases of place 

• prepositions and prepositional phrases of 
place and time 

• wider range of prepositions and 
prepositional phrases 

• simple adverbs of place, manner and time 
• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after 
that); of time and place (in the morning, at 
the bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to 
express possibility and un/certainty – 
possibly, perhaps, definitely 

• more complex adverbial phrases of 
time, place, frequency, manner 

• a range of intensifiers, including too, 
enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, 
finally 

• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, 
sequence, contrast 

• markers to structure spoken discourse 
• use of ellipsis in informal situations 
• use of vague language 
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Unit 031 Reading 

Level: Entry 3 

GLH: 60 

Assessment method: Assignment 

Relationship to other 
standards: 

This unit is mapped to the following National Standards 
for Adult Literacy (Reading) at Entry 3:  

• read and understand short, straightforward texts 
on familiar topics accurately and independently  

• read and obtain information from everyday 
sources.  

 
Learners are expected to:  

• trace and understand the main events of 
chronological, continuous descriptive and 
explanatory texts of more than one paragraph 
(3.2.1)  

• recognise the different purposes of texts at this 
level (3.2.2)  

• recognise and understand organisational 
features and typical language of instructional 
texts (3.2.3)  

• identify the main points and ideas, and predict 
words from context (3.2.4)  

• understand and use organisational features to 
locate information (3.2.5)  

• skim read title, headings and illustrations to 
decide if material is of interest (3.2.6)  

• scan texts to locate information (3.2.7)  
• obtain specific information through detailed 

reading (3.2.8)  
• relate an image to print and use it to obtain 

meaning (3.2.9)  
• recognise and understand relevant specialist key 

words (3.2.10)  
• read and understand words and phrases 

commonly used on forms (3.2.11)  
• use a dictionary to find the meaning of unfamiliar 

words (3.2.12)  
• use first and second place letters to find and 

sequence words in alphabetical order (3.2.13). 
 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 



Unit 031 Reading 

City & Guilds ESOL Skills for Life Entry Level (5692-01/03) 54 

Aim: The aim of this unit is to develop the learner’s ability to 
read and understand straightforward texts on familiar 
topics accurately and independently. 

 

The assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  

 

Learning outcome 

The learner will: 

LO1 Read a range of texts for different purposes (3.2.1, 3.2.2, 3.2.4, 3.2.6, 3.2.7, 3.2.8) 
 
Assessment criteria 

The learner can: 

AC1.1 Trace the main events of a range of texts (Rt/E3.1a, Rt/E3.4a) 
AC1.2 Distinguish between the different purposes of texts (Rt/E3.2a) 
AC1.3 Use organisational features to locate information from texts (Rt/E3.5a-b, Rt/E3.6a) 
AC1.4 Scan texts to locate information (Rt/E3.7a) 
AC1.5 Read texts to obtain specific detail (Rt/E3.8a) 
AC1.6 Relate an image to print using it to obtain meaning (Rt/E3.9a) 
 
 
Range 

AC1.1-1.5 Texts – texts of more than one paragraph; chronological, instructional, continuous  
descriptive, persuasive e.g. letters, newspaper/magazine articles, adverts, stories, emails,  
scripts, web pages, simple instructions, recipes, short reports, poems, posters. 
AC1.1 Main events – order of events and sequencing in chronological, continuous,  
descriptive and explanatory texts of more than one paragraph. 
AC1.2 Purposes – e.g. to describe, to inform, to sell, to entertain, to request action, to  
instruct, to tell a story, make contact. Awareness that similar types of text can have different  
purposes, audiences and intended outcomes e.g. colloquial expressions in posters and 
advertisements, use of register in formal letters. 
AC1.3 Organisational features – awareness of which textual features give clues to meaning,  
e.g. headlines in a newspaper, sender's name in an e-mail, photos in a brochure, contents  
page and index. 
AC1.4 Information – headings and subheadings to gather understanding of the content. 
AC1.5 Specific – relevant information. Understanding when to read every word e.g.  
instructions, directions.  
AC1.6 Image – maps, diagrams, illustrations, photos, captions, paintings, avatars. Use of  
images to obtain meaning in texts. 
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Learning outcome 

The learner will: 

LO2 Identify features of text (3.2.3, 3.2.5, 3.2.9) 
 

Assessment criteria 

The learner can:  

AC2.1 Identify key organisational features of text (Rt/E3.3a, Rt/E3.5a, Rs/E3.2a) 
AC2.2 Identify common language features of text (Rs/E3.1a-b) 
AC2.3 Work out the meaning of words using different strategies (Rw/E3.5a) 
 

Range 

AC2.1 Organisational features – e.g. lists, numbered points, bullets, diagrams, graphics, 
punctuation markers, paragraphs. 
AC2.2 Language features – language of instructions e.g. imperatives, language to sequence  
events e.g. prepositions. Sentence grammar in different contexts, tenses used in different  
types of text. Understanding of key grammatical forms e.g. tenses, conjunctions, articles,  
adverbs, adjectives, negatives, pronouns, phrases.  
AC2.3 Strategies – e.g. visual, structural, contextual, phonic clues. Decode words using root 
words, grammatical endings and beginnings e.g. affixes, syllable divisions. 

 

Learning outcome 

The learner will: 

LO3 Read and understand the language commonly used on forms (3.2.10, 3.2.11) 
  

Assessment criteria 

The learner can: 

AC3.1 Respond to words and phrases commonly used on forms (Rw/E3.2a) 
AC3.2 Identify relevant specialist key words used on forms (Rw/E3.1a) 
 

Range 

AC3.1 Words and phrases – e.g. nationality, spouse, additional information, evaluation, 
immigration status, payment details. 
AC3.2 Key words – related to personal information and instructions. 
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Learning outcome 

The learner will: 

LO4 Be able to use alphabetical order (3.2.12, 3.2.13) 
 

Assessment criteria 

The learner can: 

AC4.1 Use a dictionary to find the meaning of a word (Rw/E3.3a) 
AC4.2 Use first- and second-place letters to sequence words in alphabetical order (Rw/E3.4a) 
 

Range 

AC4.1 Dictionary – read and look up words in a dictionary, bilingual dictionary, thesaurus. 

AC4.2 Sequence – alphabetical ordering and sequencing of words to the second  
place letters. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Unit 031 Reading 

City & Guilds ESOL Skills for Life Entry Level (5692-01/03) 57 

Adult Core Curriculum guidance 
 

Simple sentences Entry 1 Simple and compound 
sentences 

Entry 2 Simple, compound and  
complex sentences 

Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
    subject – verb – (object) + and/but +  
    subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun  
(+ prepositional phrase) 

• there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions and/but/or 
• a limited range of common verbs + -ing form 
• verb + infinitive with and without to 

• complex sentences with one subordinate clause 
of either time, reason, result, condition or 
concession 

• defining relative clauses using who, which, that 
• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how often, why, 

how and expressions 

• simple reported statements 

 • statements with question tags, using Entry 1 and 
Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using Entry 3 
tenses 

Noun phrase 

• regular and common irregular plurals of 
nouns 

• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-modification 
• a range of determiners 

• indefinite article a/an with singular 
countable nouns 

• definite article the 

• use of articles including: definite article and zero 
article with uncountable nouns; definite article 
with superlatives  

• use of articles including: definite article with post 
modification; use of indefinite article to indicate an 
example of a class; use of indefinite articles in 
definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; 
common regular verbs 

• have got – indicating possession 
• present continuous of common regular 

verbs 
• contracted forms of: subject and 

auxiliary; auxiliary and negative 

• simple present tense of: regular transitive and 
intransitive verbs with frequency adverbs and 
phrases 

• simple past tense of regular and common 
irregular verbs with time markers, such as ago 

• future time using: present continuous; use of time 
markers 

• no present perfect with: since/for; ever/never; 
yet/already 

• used to for regular actions in the past 
• past continuous 
• future simple verb forms 

• modals: can + bare infinitive to express 
ability; would + like for requests 

• modals and forms with similar meaning: must to 
express obligation; mustn’t to express 
prohibition; have to, had to , to express need; 
could to make requests; couldn’t to express 
impossibility 

• use of simple modal adverbs: possibly, probably, 
perhaps 

• modals and forms with similar meaning: positive 
and negative, e.g. you should/shouldn’t to 
express obligation; might, may, will probably to 
express possibility and probability in the future; 
would/should for advice; need to for obligation; 
will definitely to express certainty in the future; 
May I? asking for permission; I’d rather stating 
reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position of object 
pronouns 
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Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common irregular 

forms 

• comparative and superlative adjectives 
• comparative structures 

Adverbs and prepositional phrases 

• common prepositions and prepositional 
phrases of place 

• prepositions and prepositional phrases of place 
and time 

• wider range of prepositions and prepositional 
phrases 

• simple adverbs of place, manner and 
time 

• use of intensifier very  

• adverbs and simple adverbial phrases word order 
with adverbs and adverbial phrases including: 
sequencing: (after that); of time and place (in the 
morning, at the bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to express 
possibility and un/certainty – possibly, perhaps, 
definitely 

• more complex adverbial phrases of time, place, 
frequency, manner 

• a range of intensifiers, including too, enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, finally 
• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, sequence, contrast 
• markers to structure spoken discourse 
• use of ellipsis in informal situations 
• use of vague language 
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Unit 032 Writing 

Level: Entry 3 

GLH: 90 

Assessment method: Assignment 

Relationship to other 
standards: 

This unit is mapped to the following National Standards 
for Adult Literacy (Writing) at Entry 3:  

• write to communicate information and opinions 
with some adaptation to the intended audience.  

 
Learners are expected to:  

• plan and draft writing (3.3.1)  
• organise writing in short paragraphs (3.3.2)  
• sequence chronological writing at this level 

(3.3.3)  
• write in complete sentences (3.3.4)  
• use correct basic grammar (appropriate verb 

tense, subject-verb agreement) (3.3.5)  
• use punctuation correctly (capital letters, full 

stops, question marks, exclamation marks) 
(3.3.6)  

• spell correctly common words and relevant key 
words for work and special interest (3.3.7)  

• proof-read and correct writing for grammar and 
spelling (3.3.8)  

• produce legible text (3.3.9).  
 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s writing 
skills to enable them to plan and communicate written 
information. 

 

These assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  
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Learning outcome 

The learner will: 

LO1 Plan and organise writing (3.3.1, 3.3.2, 3.3.3) 
 
Assessment criteria 

The learner can: 

AC1.1 Plan writing using key points (Wt/E3.1a-b) 
AC1.2 Organise own writing in paragraphs (Wt/E3.2a) 
AC1.3 Produce sequenced chronological text (Wt/E3.3a) 
 
 
Range 

AC1.1 Plan – use an appropriate planning method, e.g.  spidergrams, bullet points, mind  
maps, listing, making notes.  
AC1.2 Paragraphs – generally with more than one sentence. May be linked by key words,  
e.g. ‘In the first place’..., ‘in addition’..., ‘however...’, ‘finally...’. 
AC1.3 Sequenced – use of discourse markers that join sentences and paragraphs. e.g.  
conjunctions (‘before’, ‘when’, ‘after’, ‘while’) and connectives (‘then’, ‘and then ’next’, ‘finally’). 
AC1.3 Text – e.g. CV, supporting statement, email, letter, accident report, form,  
narrative for a series of events.  
 
 

 

 

 

 

 

 

 

 

 

 

 

 



Unit 032 Writing 

City & Guilds ESOL Skills for Life Entry Level (5692-01/03) 61 

Learning outcome 

The learner will: 

LO2 Produce accurate text (3.3.4, 3.3.5, 3.3.6, 3.3.7, 3.3.8, 3.3.9) 
 

Assessment criteria 

The learner can: 

AC2.1 Construct basic complex sentences (Ws/E3.1a) 
AC2.2 Write grammatically correct sentences using a range of tenses (Ws/E3.2a)  
AC2.3 Use correct punctuation (Ws/E3.3a) 
AC2.4 Spell correctly (Ww/E3.1a-b) 
AC2.5 Proof–read and correct text for spelling and grammar (Wt/E3.4a) 
AC2.6 Produce text that is legible and fit for purpose (Wt/E3.5a, Ww/E3.2a) 
 

 

 

Range 

AC2.1 Basic complex – main clause and a subordinate clause, e.g. ‘I was walking along the 
street when I heard a loud noise behind me’. Understand the differences in register for formal 
and informal sentences. 
AC2.2 Tenses – concept and formation of a range of tenses in statement, negative and  
question forms. e.g. past simple, past continuous, present simple, present continuous, present  
perfect and future forms for plans and predictions. 
AC2.3 Punctuation – e.g. capital letters, full stops, question marks, exclamation marks. 
Understand how punctuation changes with formality e.g. exclamation marks indicate a level of 
informality. 
AC2.4 Spell – relevant key words relating to learner's own work, leisure and study interests. 
Awareness of silent letters, e.g. ‘knee’, ‘crumb’, ‘wrap’. Homographs, e.g. ‘read’ (present) 
‘read’ (past). Homophones, e.g. ‘red, read’. Word families and the addition of prefixes/suffixes, 
e.g. adjectives and adverbs (‘-er’, ‘-est’, ‘-ful/ly’), nouns (‘-ment’, ‘-ability’, ‘-ness’, ‘-er’) (‘un-‘, 
‘dis-‘, ‘re-‘, ‘ir-‘). Use reference tools to check spelling. 
AC2.5 Proof-read – for punctuation, spelling, layout and grammar. 
AC2.6 Text – complete a form with complex features e.g. closed and open responses and 
additional comments section. Other texts - e.g. CV, supporting statement, email, letter, 
accident report, form, narrative for a series of events. 
AC2.6 Legible – clear formation of words with appropriate spacing, size and position of 
letters. If it cannot be understood by the audience - it is not legible. 
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Adult Core Curriculum guidance 
 

Simple sentences Entry 1 Simple and compound 
sentences 

Entry 2 Simple, compound and  
complex sentences 

Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
subject – verb – (object) + and/but + 
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun  
(+ prepositional phrase) 

• there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions 
and/but/or 

• a limited range of common verbs + -ing 
form 

• verb + infinitive with and without to 

• complex sentences with one 
subordinate clause of either time, 
reason, result, condition or 
concession 

• defining relative clauses using who, 
which, that 

• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using Entry 
1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using 
Entry 3 tenses 

Noun phrase 

• regular and common irregular plurals of 
nouns 

• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-
modification 

• a range of determiners 

• indefinite article a/an with singular countable 
nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite 
article with post modification; use of 
indefinite article to indicate an 
example of a class; use of indefinite 
articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; 
common regular verbs 

• have got – indicating possession 
• present continuous of common regular 

verbs 
• contracted forms of: subject and auxiliary; 

auxiliary and negative 

• simple present tense of: regular transitive 
and intransitive verbs with frequency 
adverbs and phrases 

• simple past tense of regular and common 
irregular verbs with time markers, such as 
ago 

• future time using: present continuous; use 
of time markers 

• no present perfect with: since/for; 
ever/never; yet/already 

• used to for regular actions in the past 
• past continuous 
• future simple verb forms 

• modals: can + bare infinitive to express 
ability; would + like for requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar 
meaning: positive and negative, e.g. 
you should/shouldn’t to express 
obligation; might, may, will probably 
to express possibility and probability 
in the future; would/should for 
advice; need to for obligation; will 
definitely to express certainty in the 
future; May I? asking for permission; 
I’d rather stating reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position 
of object pronouns 
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Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative 
adjectives 

• comparative structures 
Adverbs and prepositional phrases 

• common prepositions and prepositional 
phrases of place 

• prepositions and prepositional phrases of 
place and time 

• wider range of prepositions and 
prepositional phrases 

• simple adverbs of place, manner and time 
• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after 
that); of time and place (in the morning, at 
the bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to 
express possibility and un/certainty – 
possibly, perhaps, definitely 

• more complex adverbial phrases of 
time, place, frequency, manner 

• a range of intensifiers, including too, 
enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, finally 
• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, 
sequence, contrast 

• markers to structure spoken 
discourse 

• use of ellipsis in informal situations 
• use of vague language 
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Unit 033 Speaking and listening 

Level: Entry 3 

GLH: 120 

Assessment method: Assignment 
 

Relationship to other 
standards: 

This unit is mapped to the following National Standards 
for Adult Literacy (Speaking and Listening) at Entry 3:  

• listen and respond to spoken language, including 
straightforward information and narratives, and 
follow straightforward explanations and 
instructions, both face-to-face and on the 
telephone  

• speak to communicate information, feelings and 
opinions on familiar topics, using appropriate 
formality, both face-to-face and on the telephone  

• Engage in discussion with one or more people in 
a familiar situation, making relevant points and 
responding to what others say to reach a shared 
understanding about familiar topics.  

 
Learners are expected to:  

• listen for and follow the gist of straightforward 
explanations, instructions and narratives in 
different contexts (3.1.1)  

• listen for detail in explanations, instructions and 
narratives in different contexts (3.1.2)  

• listen for and identify relevant information and 
new information from discussions, explanations 
and presentations (3.1.3)  

• use strategies to clarify and confirm 
understanding e.g. facial expressions or 
gestures (3.1.4)  

• listen to and respond appropriately to other 
points of view (3.1.5)  

• speak clearly to be heard and understood, using 
appropriate clarity, speed and phrasing (3.1.6)  

• use formal language and register when 
appropriate (3.1.7)  

• respond to a range of questions about familiar 
topics (3.1.8)  

• express clearly statements of fact and give short 
explanations, accounts and descriptions (3.1.9) 

• make requests and ask questions to obtain 
information in familiar and unfamiliar contexts 
(3.1.10)  
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• follow and understand the main points of 
discussions on different topics (3.1.11)  

• make contributions to discussions that are 
relevant to the subject (3.1.12)  

• respect the turn-taking rights of others during 
discussions (3.1.12) 

 
The learning outcomes are mapped to the National 
Standards for Adult Literacy and the assessment criteria 
are mapped to the Adult ESOL Core Curriculum. 

Aim: The aim of this unit is to develop the learner’s speaking 
and listening skills to enable them to obtain and convey 
information on straightforward topics. 
 

 

These assessment criteria will be assessed against the language conventions stated in the 
Adult ESOL Core Curriculum. The language conventions can be found at the end of this unit.  

 

Learning outcome 

The learner will: 

LO1 Obtain information from oral communication by listening (3.1.1, 3.1.2, 3.1.3) 
 
Assessment criteria 

The learner can: 

AC1.1 Follow the gist of oral communication in different contexts (Lr/E3.1a-c, Lr/E3.7b) 
AC1.2 Listen for detail in oral communication in different contexts (Lr/E3.2a-e) 
AC1.3 Identify relevant information from oral communication (Lr/E3.3a-b) 
 
Range 

AC1.1-1.2 Contexts – explanations, instructions, narratives, discussions, presentations,  
participatory and non participatory. 
AC1.1 Gist – context, meaning, identify speaker, situation and topic. 

AC1.2 Detail – key words, phrases, grammatical (questions, statements, instructions),  
phonological (e.g. attitude, tone of voice), sequence. 

AC1.3 Information – e.g. places, times, personal details, preferences, summaries. 
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Learning outcome 

The learner will: 

LO2 Convey information in spoken communication (3.1.6, 3.1.7, 3.1.9) 
 

Assessment criteria 

The learner can: 

AC2.1 Speak clearly when conveying information (Sc/E3.1a-b) 
AC2.2 Use language and register according to context (Sc/E3.2a) 
AC2.3 Give information based on a straightforward topic (Sc/E3.4a-f) 
 

Range 

AC2.1 Clearly – clarity, speed, phrasing, stress, intonation, articulation, pronunciation. 

AC2.2 Register – adapt register according to the situation / relationship between speakers  
(informal/familiar formal exchanges). 
AC2.3 Information – descriptions, explanations, accounts, directions, instructions. 
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Learning outcome 

The learner will: 

LO3 Take part in discussions (3.1.4, 3.1.5, 3.1.8, 3.1.10, 3.1.11, 3.1.12, 3.1.13) 
 

Assessment criteria 

The learner can: 

AC3.1 Follow the main points of a straightforward discussion (Lr/E3.7a,d) 
AC3.2 Make relevant contributions in spoken interactions (Lr/E3.5a-b, Lr/E3.6a-b, Lr/E3.7c,  
           Sd/E3.1a-g, Sd/E3.2a) 
AC3.3 Make requests to obtain information (Sc/E3.3a-d, Lr/E3.4a) 
AC3.4 Respect the turn-taking rights of others in a discussion (Sd/E3.2b) 
 
 

Range 

AC3.1 Follow – recognise feelings expressed by another speaker, features of spoken 
language e.g. repetition, ellipsis.   
AC3.1 Main points – context (situation, speaker), topic, purpose, level of formality. 

AC3.2 Contributions – give own viewpoint, respond to other points of view and requests,  
expand the discussion.  
AC3.3 Requests – for personal and factual information, directions, instructions, explanations,  
descriptions; to clarify and confirm understanding. 

AC3.4 Respect – polite interruption, recognise suitable points to interrupt, verbal and non- 
verbal cues (e.g. facial expressions, gestures). 
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Unit 033 Speaking and listening 
 

Supporting information 

Communicative functions 

At Entry 3, the following communicative functions and notions from the ESOL Core Curriculum 
have been provided as a guide to support learners when expressing themselves orally: 

 

• greet • respond to request for directions 

• take leave • respond to request for instructions 

• give personal information • respond to request for an explanation 

• introduce others • make requests – ask for permission formally 

• ask for personal information • express feelings, likes and dislikes, with 
reasons, cause and effect 

• describe self/others • ask about people’s feelings, opinions, interests, 
wishes, hopes 

• describe places and things  • express views and opinions 

• ask for descriptions of places and things • apologise in formal and informal situations 

• compare people, places, things • explain and give reasons 

• make comparative questions • show contrast, cause, reason, purpose 

• narrate events in the past • ask for clarification and explanation 

• give factual accounts • confirm information 

• ask about past events • check back and ask for confirmation 

• express certainty about the future • ask for advice and suggestions 

• ask about future events • respond to suggestions 

• express opinions about future possibilities • respond to advice 

• express obligation • make suggestions and give advice 

• offer help • suggest action with other people 

• make arrangements • praise and compliment others 

• make requests on the phone, in formal and 
informal situations 

• complain 

• make requests – ask someone to do something 
in formal and informal situations 

• warn and prohibit 

• make requests – ask for directions  
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Adult Core Curriculum guidance 

Simple sentences Entry 1 Simple and compound 
sentences 

Entry 2 Simple, compound and  
complex sentences 

Entry 3 

• word order in simple statements, e.g.: 
subject – verb – object 

subject – verb – adverb 

subject – verb – adjective 

subject – verb – prepositional phrase 

• word order in instructions 

• word order in compound sentences, e.g: 
subject – verb – (object) + and/but + 
subject – verb – (object) 

• variations in word order 
• word order in complex sentences 

• there is/are + noun  
(+ prepositional phrase) 

• there was/were/there is going to be • there has/have been 
• there will be/there was going to be 

 • clauses joined with conjunctions 
and/but/or 

• a limited range of common verbs + -ing 
form 

• verb + infinitive with and without to 

• complex sentences with one 
subordinate clause of either time, 
reason, result, condition or 
concession 

• defining relative clauses using who, 
which, that 

• a range of verbs + -ing form 
• verbs + infinitive, with and without to 
• infinitive to express purpose 

• yes/no questions 
• wh- questions 
• question words what/who/where/how 

much/how many 
• contracted form of auxiliary 

• wh- questions 
• comparative questions 
• alternative questions 
• question words when, what time, how 

often, why, how and expressions 

• simple reported statements 

 • statements with question tags, using Entry 
1 and Entry 2 tenses 

• a wide range of wh- questions 
• simple embedded questions 
• question words including whose 

• imperatives and negative imperatives  • statements with question tags using 
Entry 3 tenses 

Noun phrase 

• regular and common irregular plurals of 
nouns 

• very common uncountable nouns 
• personal pronouns: demonstratives; 

determiners of quantity 

• countable and uncountable nouns 
• simple noun phrases 
• object and reflexive pronouns 
• determiners of quantity – any, many 

• noun phrases with pre- and post-
modification 

• a range of determiners 

• indefinite article a/an with singular countable 
nouns 

• definite article the 

• use of articles including: definite article 
and zero article with uncountable nouns; 
definite article with superlatives  

• use of articles including: definite 
article with post modification; use of 
indefinite article to indicate an 
example of a class; use of indefinite 
articles in definitions 

• possessives: my/your/his/her, etc • possessive s and possessive pronouns  

Verb forms and time markers in statements, interrogatives, negatives and short forms 

• simple present tense of: be/have/do; 
common regular verbs 

• have got – indicating possession 
• present continuous of common regular 

verbs 
• contracted forms of: subject and auxiliary; 

auxiliary and negative 

• simple present tense of: regular transitive 
and intransitive verbs with frequency 
adverbs and phrases 

• simple past tense of regular and common 
irregular verbs with time markers, such as 
ago 

• future time using: present continuous; use 
of time markers 

• no present perfect with: since/for; 
ever/never; yet/already 

• used to for regular actions in the past 
• past continuous 
• future simple verb forms 

• modals: can + bare infinitive to express 
ability; would + like for requests 

• modals and forms with similar meaning: 
must to express obligation; mustn’t to 
express prohibition; have to, had to , to 
express need; could to make requests; 
couldn’t to express impossibility 

• use of simple modal adverbs: possibly, 
probably, perhaps 

• modals and forms with similar 
meaning: positive and negative, e.g. 
you should/shouldn’t to express 
obligation; might, may, will probably 
to express possibility and probability 
in the future; would/should for 
advice; need to for obligation; will 
definitely to express certainty in the 
future; May I? asking for permission; 
I’d rather stating reference 

• use of on, off, in, out • very common phrasal verbs • common phrasal verbs and position 
of object pronouns 
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Adjectives 

• common adjectives after be • adjectives and adjective word order 
• comparatives, regular and common 

irregular forms 

• comparative and superlative 
adjectives 

• comparative structures 
Adverbs and prepositional phrases 

• common prepositions and prepositional 
phrases of place 

• prepositions and prepositional phrases of 
place and time 

• wider range of prepositions and 
prepositional phrases 

• simple adverbs of place, manner and time 
• use of intensifier very  

• adverbs and simple adverbial phrases 
word order with adverbs and adverbial 
phrases including: sequencing: (after 
that); of time and place (in the morning, at 
the bus stop); of frequency: (always, 
sometimes); of manner (carefully, quickly) 

• word order  
• use of intensifiers, e.g. really, quite, so 

• wide range of adverbial uses, e.g. to 
express possibility and un/certainty – 
possibly, perhaps, definitely 

• more complex adverbial phrases of 
time, place, frequency, manner 

• a range of intensifiers, including too, 
enough 

Discourse 

• sentence connectives – then, next • adverbs to indicate sequence – first, finally 
• use of substitution 
• markers to structure spoken discourse 

• markers to indicate: addition, 
sequence, contrast 

• markers to structure spoken 
discourse 

• use of ellipsis in informal situations 
• use of vague language 
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Appendix 1 Sources of general information 

The following documents contain essential information for centres delivering City & Guilds 
qualifications. They should be referred to in conjunction with this handbook. To download the 
documents and to find other useful documents, go to www.cityandguilds.com or click on the 
links below: 
 

Centre handbook: quality assurance standards   

This document is for all approved centres and provides guidance to support their delivery of 
our qualifications. It includes information on: 

• centre quality assurance criteria and monitoring activities 
• administration and assessment systems 
• centre-facing support teams at City & Guilds/ILM 
• centre quality assurance roles and responsibilities. 

The centre handbook should be used to ensure compliance with the terms and conditions of 
the centre contract. 

 

Centre assessment: quality assurance standards 

This document sets out the minimum common quality assurance requirements for our 
qualifications that feature centre-assessed components. 
 
It incorporates our expectations for centre internal quality assurance and the external quality 
assurance methods we use to ensure that assessment standards are met and upheld. It also 
details the range of sanctions that may be put in place when centres do not comply with our 
requirements or actions that will be taken to align centre marking/assessment to required 
standards. Additionally, it provides guidance on administering portfolios and controlled 
assessments, including a definition of supervised conditions. 
 
Access arrangements: when and how applications need to be made to City & Guilds 
This provides full details of the arrangements that may be made to facilitate access to 
assessments and qualifications for candidates who are eligible for adjustments in assessment. 
 
The centre document library also contains useful information on such things as: 

• conducting examinations 
• registering learners 
• appeals and malpractice. 

 
Useful contacts 

Please visit the contact us section of the City & Guilds website.

http://www.cityandguilds.com/
https://www.cityandguilds.com/-/media/ilm-website/sharepoint-documents/_published-documents/qas-centre-handbook-pdf.ashx?la=en&hash=4A5447E601FBB9B560AAE285C5ECD56173ED22DA
https://www.cityandguilds.com/-/media/ilm-website/sharepoint-documents/_published-documents/qas-centre-assessment-pdf.ashx?la=en&hash=2E8427DC28E5517AFE5778E08398F69DF48EB554
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/delivering-our-qualifications/access-arrangements-when-and-how-to-apply-pdf.ashx?la=en&hash=8358C1BB86F242D18E468D771939693867E9CBEE
https://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-library
https://www.cityandguilds.com/help/contact-us
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City & Guilds 

For almost 150 years, we have worked with people, organisations and economies to help 
them identify and develop the skills they need to thrive. We understand the life-changing link 
between skills development, social mobility, prosperity and success. Everything we do is 
focused on developing and delivering high-quality training, qualifications, assessments and 
credentials that lead to jobs and meet the changing needs of industry. 

We partner with our customers to deliver work-based learning programmes that build 
competency to support better prospects for people, organisations and wider society. We create 
flexible learning pathways that support lifelong employability because we believe that people 
deserve the opportunity to (re)train and (re)learn again and again – gaining new skills at every 
stage of life, regardless of where they start. 

Copyright 

The content of this document is, unless otherwise indicated, © City & Guilds Limited and may 
not be copied, reproduced or distributed without prior written consent. However, approved City 
& Guilds centres and candidates studying for City & Guilds qualifications may photocopy this 
document free of charge and/or include a PDF version of it on centre intranets on the following 
conditions:  

• centre staff may copy the material only for the purpose of teaching candidates working 
towards a City & Guilds qualification, or for internal administration purposes 

• learners may copy the material only for their own use when working towards a City & 
Guilds qualification. 

The Standard Copying Conditions (which can be found on the City & Guilds website) also 
apply. 

Contains public sector information licensed under the Open Government Licence v3.0. 

 

Published by City & Guilds 

5 – 6 Giltspur Street 
London 
EC1A 9DE 
customersupport@cityandguilds.com 
 
www.cityandguilds.com 

City & Guilds is a global skills partner, empowering people, organisations and economies to 
develop the skills they need for growth. 
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